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0.3 Foreword

The Institute of Applied Technology (IAT) was founded in 2005 through a Royal decree
of His Highness Sheikh Khalifa Bin Zayed Al Nahyan; President of the United Arab Emirates,
a corporate body will full financial and administrative independence. The establishment of the
IAT was an initiative of General Sheikh Mohamed Bin Zayed Al Nahyan; Crown Prince of
Abu Dhabi. His Highness envisioned IAT as a world class Career-Technical Education system
that would produce the scientists, engineers and technicians needed for the UAE to build a
knowledge-based economy. IAT is a dynamic organization which includes senior secondary
schools, vocational education and training establishments, colleges, academies and other
learning units. Abu Dhabi Polytechnic also has a significant responsibility on behalf of the Abu
Dhabi government to conduct special projects and educational activities that meet the strategic
plans.

To achieve the objectives handed down to it by the Abu Dhabi Executive Council, the IAT relies
on best practice teaching and learning processes underpinning a modern curriculum,
conducted in state-of-the-art facilities. The aim of the IAT is to create the scientific and
professional leaders of the future; therefore the Institute, its facilities and its outcomes are
continually expanding and evolving as the needs of the Emirate and the nation evolve.

This Policy and Procedures Manual describes those policies applicable to all directorates and
entities which collectively are known as the Institute of Applied Technology. Policies and
procedures relevant only to schools, colleges, projects or branches of the IAT are attached to
this Manual to meet specific accreditation purposes.

Abu Dhabi Polytechnic (Abu Dhabi Polytechnic) strictly follows these policies and the IAT
Manual is therefore the basis for Abu Dhabi Polytechnic’s Manual with differences arising from
semantic differences particular to Abu Dhabi Polytechnic. The funding for Abu Dhabi
Polytechnic is provided by the Abu Dhabi Education Council (ADEC) in compliance with the
IAT’s agreements and as a result the policies included in this Manual are observed by the Abu
Dhabi Polytechnic. Abu Dhabi Polytechnic does not have its own separate Human Resources
or Finance departments, therefore relevant references will be made throughout the Abu Dhabi
Polytechnic programme accreditation submission to IAT policies. Abu Dhabi Polytechnic has
developed its own policies complementing the Manual, in order to meet the requirements of
the MOHESR Standards 2009 requirements.
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SECTION 1 - GOVERNANCE AND MANAGEMENT

1.0 Introduction

The Institute of Applied Technology is a corporate body created in 2005 under the direction of
His Highness Sheikh Khalifa Bin Zayed Al Nahyan, President of the United Arab Emirates and
Ruler of Abu Dhabi. The authority for the creation of the Institute as a body with full financial
and administrative independence is Emiri Decree No 32 of 2005. This decree lays out the legal
status of the Institute and its responsibilities as an entity wholly owned by the Abu Dhabi
government. A copy of the Emiri Decree is held in each school, campus and directorate and is
available to all staff.

This section provides details of:
e The role of the Board of Trustees.
e Board meetings and decision-making.
e Committees of the Board.
e Conflict of interest.
e The role of Board Coordinator.
e Planning processes.

e The election of the Board, the Annual General Meeting, Annual Report, compliance
with the Emiri Decree 32 of 2005.
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1.1 Role of the Board of Trustees

The role of the Board falls into three areas:
¢ Organizational management and governance

e Policy

1.1.1 Organizational management and governance

Under the Emiri Decree 32 of 2005 the Board is the highest authority within the IAT and reports
directly to the Abu Dhabi government. The Board is responsible for setting up the general
policies of the IAT, running its affairs, and carrying out any actions necessary to ensure that
the IAT is capably managed, achieves the objectives laid out for it in the Emiri Decree 32, and
approving policies and procedures relevant to the education and training courses run by the
Institute and the qualifications achieved by students of all of the entities under the IAT.

The Board is also responsible for setting the Strategic Agenda for the IAT and monitoring
compliance with the plans and policies created to achieve it.

The Board is made up of a minimum of nine members, including chairman and vice chairman,
who retain their position for a maximum of five years. They appoint, and monitor and evaluate
the performance of, a Director General responsible for the effective and efficient management
of the Institute.

An Executive Committee of the Board has responsibility for the day to day monitoring of the
Institute’s activities and the approval of purchases outside of the Director General’s delegated
authority. This committee reports to the Board at its monthly meeting.

The Board recognizes that the management of the Institute and implementation of its policies
is the responsibility of the Director General. In relation to submissions for funding the Director
General, in consultation with the chairman of the Board, may approve funding above the
Director General’s delegated authority up to an amount nominated by the Board from time to
time. For larger projects Board approval is necessary.

1.1.2 Policy issues
The role of the Board in regard to policy issues is as follows:
e The determination and setting of priority policy areas concerned with the
implementation and management of the IAT Strategic Plan.

e Defining and approving the Institute’s involvement with projects beyond the remit
given in the Emiri Decree 32 of 2005, and the means for addressing issues which
may arise from such involvement.

e Approving new policies or amendments to existing ones.

e Determining the appropriate response to issues arising outside of the Institute’s
current policies or practices and providing the appropriate resources and levels of
decisions for the Institute to adequately and efficiently address them.

Policy issues are generally brought to the Board for one of following purposes:

e For Board information only — the submission is purely to inform the Board.
e For Board discussion — the issue is raised with the Board in order to —

- Allow for a discussion of the matter and set the context for future action
concerning the policy issue;

- To ascertain the degree of support for the matter;

- To provide ideas, suggestions and/or recommendations for future action by
staff of the IAT; or
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- To make the Board aware of the issue.

e For Board decision-making — the issue will be presented along with a discussion
of the matter, options for the Board to consider, and a recommended resolution
to the issue. The Board may or may not accept such recommendations, and should
it not be accepted the Board will either present its own recommendations or refer
the matter for future investigation.

In each instance information will be presented to the Board in the agreed format. Policy issues
may be raised for consideration or discussion by staff of the Institute, through their appropriate
management team, or Board members. Where issues cannot be satisfactorily addressed at the
local level, and they are determined to be of significant importance to a broader audience,
they may be raised directly with the Board as either an issues item (including options and
recommendations) or as a grievance. Items to be raised with the Board should be sent to the
Secretary to the Board of Trustees for placing on the agenda.

1.1.3 Board representation

Board members may also be approached by IAT staff seeking their expertise or advice on
personal matters or issues relevant to the staff member’s area of responsibility. In such cases
the Board members must ensure that they are offering advice in their personal capacity, not
with the authority of the Board unless such authority has first been delegated by the Board or
the Executive Committee. The Board members must also be aware that issues may not be
satisfactorily resolved through personal intervention resulting in a desire to escalate them to
the full Board. At this point the Board members must step back from the issue and resume
their responsibility as members of the Board of Trustees.

Board members may speak to staff with the authority of the Board, but formal approaches to
the Board members must be through the Secretary to the Board of Trustees.

1.1.3.1 Representing the IAT in the media

From time to time members of the Board may be called upon to represent the Institute at
meetings or conferences. There may also be calls upon Board members or officers of the
Institute to provide comments to the visual or written media. In all cases the relevant Board
or staff member will be appointed by the Board.

Although it will normally be appropriate for the Chairman of the Board to make any comments
to the media, he may delegate this responsibility to others depending on the nature of the
enquiry and the area of expertise of the staff members to whom this responsibility is to be
delegated. It is important, however, that the staff members bear in mind that they will be
offering comments only from their area of expertise or responsibility, not for the IAT as a
whole and not with the authority of the Board of Trustees. All enquiries regarding areas outside
of the staff member’s area of expertise or responsibility must be referred back to the Board
for either response or delegation to another staff member.

1.1.3.2 Representing the IAT on committees

Board members may be asked to represent the IAT on external committees or consultative
forums. Such representation may take place in accordance with the following principles:

e Representation on a statutory or governmental committee is to be decided by the
Board.

e Invitations to nominate a Board representative may be presented through the
Chairman of the Board who will seek nominations from other Board members.

e Invitations to nominate an Institute staff member are considered by the relevant
director in consultation with the Chairman of the Board.
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1.2 Conflict of Interest

With the broad range of professional and personal interests pursued by senior managers and
Board members there is likelihood that conflicts of interest may be encountered when
participating in the Institute’s decision making processes. Typical issues around which conflicts
of interest may arise include the following:

e The recruitment of staff or employment of contractors.
e Undertaking projects or entering into partnerships.
e Representing the Institute in other forums.

A conflict of interest can be said to arise if:

e Itis likely that the performance of the individual’s duties as a Board member could
be prejudicially influenced by any other interests (private, personal or professional)
that person may have; or

e It is likely that the Board member’s participation as a member of the Board is
prejudicially influenced by the interests of the organization the member is
representing.

Abu Dhabi Polytechnic expects that Board member will be mindful of potential conflicts of
interest (or the likely perception of a conflict), and declare a conflict of interest before it arises.
Appropriate action can then be taken in consultation with other Board members, for example
by withdrawing from a particular selection panel or declining to take part in decisions being
taken regarding certain issues.

Minutes of meetings should note where, when and by whom such declaration of real or
potential conflicts of interests are made. The Secretary to the Board of Trustees should be
mindful of the need to not forward the minutes of meetings to Board members who have
declared such a conflict if the matters which might cause such a conflict are detailed therein.

1.3 Nomination to the Board

The process for the nomination of members to the Board, the appointment of office bearers
and their remunerations are detailed in the IAT By-Laws. Staff members seeking clarification
or further information should consult this document.
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1.4 Annual General Meeting

The purpose of an Annual General Meeting (AGM) is to present to members of an organization
reports on its operational and financial position. This allows the members to evaluate the
effectiveness of their representatives (i.e., their Board members) in achieving what they stated
they would achieve at the previous AGM. Future plans can also be discussed and the support
of the members to these plans sought.

Abu Dhabi Polytechnic is not structured in such a way as to have voting or fee-paying members
as its key stakeholders. It does, however, have a number of people and entities with an interest
in the progress of the Institute towards the achievement of its responsibilities under the Emiri
Decree upon which it was founded, its strategic and business goals and cost and resource
effectiveness in pursuing them.

To this end an annual meeting is to be held coinciding with the end of the academic and
financial years, the purpose being to finalize the financial, academic and planning year,
evaluate the Institute’s activities for that period, and make preparations for the forthcoming
period. It is also an opportunity for the Board of Trustees to consolidate the achievements that
have been made over the preceding 12 months and present options for the future.

The Board should meet in full to accept a report from an appointed auditor as to the state of
the Institute’s financial affairs. It should also receive and discuss the Institutional Effectiveness
Reports from each directorate and make plans for overcoming any gaps between where the
Institute, or its entities, had planned to be and where it actually is in relation to its Strategic
and Business plans. The meeting should also adopt any recommendations regarding new
initiatives and amendments to existing plans.
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1.5 Board Meetings

A meeting of the full Board occurs monthly or more frequently to address issues requiring
earlier decisions. At each meeting a quorum of no fewer than four members is required for
decisions that are binding on the Board as a whole.

At its meetings the Board has adopted the following procedures in order to ensure effective
decision making at Board meetings.

1.5.1 Agenda planning

The Secretary to the Board of Trustees and the Chairman of the Board discuss and finalize the
agenda for each meeting in order to:

e Decide which issues are to be addressed as discussion, decision, or information
only.

e Priorities the order of the items.

e Ensure that the issues to be discussed or addressed are clear and contain
sufficient information to achieve the desired outcome.

e Allocate a period of time for each item.

Board members should be encouraged to notify in advance the Secretary to the Board of
Trustees about any issues they wish to include in the agenda and any items (reports etc.)
which must accompany them.

1.5.2 Structure of meetings

The following approach to meetings will be followed to ensure that each Board meeting is
productive and achieves the desired outcomes:

e The agenda is prepared and sent to all Board members in sufficient time to
consider the items to be addressed and prepare themselves for the meeting.

e The agenda clearly identifies non-discussion items, items for decision, items for
discussion and items for information only.

e Time is allocated at the beginning of each meeting for discussion about the
agenda and agreement to its structure or any changes that need to be made. This
is particularly important where a Board member identifies an item which may
require longer attention than the time allocated to it.

e An agreement should be reached that if an item is not on the agenda then it will
not be discussed at this meeting. New items should be placed on the agenda at
the beginning of the meeting (if there is sufficient time), proposed for addition
during the meeting (and voted on), or be placed on the agenda of a separate
meeting. If the item is important but does not require more than a quorum to
discuss and vote on, then it could be deferred until after the agenda is completed
with only the proponent and sufficient members to make up a quorum remaining
behind to discuss it.

e Items for the next agenda are identified at the end of each meeting.
e Meetings are chaired by the Chairman of the Board or the Deputy-Chairman.

153 Decision-making in Board meetings

In order to be clear about decisions made by the Board, and to capture decisions and outcomes
of Board meetings:
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e The minute taker may request that decisions be clarified or confirmed.

e A register may be established in which all decisions made by the Board are
recorded, along with the name of those members addressing or managing the
issue and any timeline agreed for their completion.

e Decisions are, where appropriate, passed on to Institute staff members who
initially put forward an issue for action by the Board, or who will be concerned
with addressing or managing the issue once the decision by the Board has been
made.

1.54 Board papers

Papers presented to the Board will usually include:
e Minutes of previous meetings.
e Minutes of the meetings of sub-committees or working groups.
¢ Financial reports.
o Institutional Effectiveness Reports.
e Papers and other items provided for discussion and/or decisions.
e Papers and other items presented for information.

Papers should contain all of the information required by the Board for open discussion, clear
analysis and effective decision making. They should indicate the action desired of the Board
by the paper’s author or proponent, for example whether they are for the information of the
Board or for discussion and/or decision making.

Papers should also be circulated in sufficient time for Board members to read and consider
their contents, and make any preparations prior to the meeting, which will enable them to
contribute to the discussions or decision making process. Board members should never be
presented with papers or items that are incomplete, are not understandable, or which do not
indicate what the author or proponent wishes them to do about the issue.

1.5.5 Reports
Reports presented to the Board will take the following forms:

e Routine — reports that are prepared monthly by directorates. These are scheduled
reports which provide an overview of progress towards predetermined objectives.
Examples of these include Institutional Effectiveness Reports and Staff Reports.

e Special — reports on an issue that the Board has a particular interest in.

e Exception — reports that are generated on issues which would not normally be
reported on unless something out of the ordinary occurred. For example a failure
to meet a predetermined timeline.

Institutional Effectiveness Reports should include:
e Progress made towards Business or Operational objectives or targets.
e Barriers to progress which had to be overcome.

e Barriers to progress which could not be overcome, along with recommendations
for alternative actions.

e Recommendations for future actions.
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Staff Reports should include:
e Progress towards and outcomes against the Operational Plan.
e Major developments in ongoing policy issues.
e Emerging policy issues that may need to be addressed in future policy work.

A Staff Report should not be used to report activities undertaken in the previous month. These
should be recorded in a Calendar of Events.

1.5.6 Records of Board meetings

The minutes taken at Board meetings are typed up by the Secretary to the Board of Trustees
in the appropriate format and stored in the relevant file. A hard copy is maintained on the
Chairman’s file held by the Secretary. Records of meetings are retained for seven years and
then destroyed.

1.5.7 Attendance at Board Meetings

Board members are expected to attend meetings or otherwise notify the Secretary prior to the
meeting of their inability to attend. Under the IAT By-Laws if Board members fail to attend
three consecutive meetings without the agreement of the Board then their membership will
lapse.

1.5.8 Co-Option of Board Members

The by-laws of the IAT allow the Board to co-opt up to two additional members who will have
all of the rights and obligations of Board members.

The use of co-opted members is usually to fill gaps in expertise required to support the
development or implementation of the IAT Strategic Plan. Co-options are also used to support
succession planning through the provision of opportunities to train prospective Board
members.

The term of office for the co-opted member is generally the same as for nominated members,
although in practice this will usually be less once the selection process is completed. It should
also be less for those co-opted members who are brought onto the Board to assist members
on issues that may take a shorter period of time.

Board members’ terms generally end at the time of the AGM so that new members may be
introduced and take up their position on the Board having full knowledge of the state of the
Institute and its achievements over the previous year. However, only half of the Board
members’ terms will conclude in any one year therefore co-opted members may be used to
bridge the term between one half of the Board leaving and a new body of members joining.

In co-opting a member to the Board, the following process will be followed:

e The areas where there will likely be a need for additional expertise are identified
and agreed.

e The current level of expertise possessed by members of the Board is identify and
clarified.

e The gap between the current level of expertise on the Board, and that required to
effectively and efficiently address an issue or area of concern, is defined.

e The options for co-opting someone to the Board versus up-skilling members of the
Board are identified and discussed.
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If co-opting one or more people to the Board is decided as the only option then the ground
rules for their membership on the Board must be decided. They may be co-opted to assist the
Board with a specific issue, in which case they will have the same rights and responsibilities
as other Board members when it comes to this issue. They will, however, only attend Board
meetings where this issue is discussed and decisions made about it. On the other hand, they
may be co-opted as full members of the Board as the area of their expertise covers most or
all of the issues the Board are dealing with at that time. In this regard they will attend all
meetings and receive the same consideration and remuneration as full members.

1.6 Orientation of New Board Members

New Board members are provided with an orientation kit which includes this Policy and
Procedures Manual, an organizational chart, copies of the IAT By-Laws, the Strategic and
Business plans, the latest Annual Report, Board Policies, and any other documents which may
be of use to them. They will also be invited to spend time with each Board member to gain a
better understanding of their background and approach to Board membership.

1.7 Board Performance Appraisal

As an essential element of its Institutional Effectiveness plan, the IAT promotes and
encourages regular evaluation and feedback to the whole Board on its effectiveness in
achieving the Strategic and Business Objectives defined in the relevant plans. Such an
evaluation will enable the Board to step back from its normal functions and reflect on how well
the Board as a whole is meeting its responsibilities with regard to the IAT Mission.

Monitoring the Board’s performance and getting feedback on how well it is doing is a critical
step in the IAT's objective of instituting and nurturing the Institute as a Learning Organization.
Questions which may be asked could take the form of the following:

e Are we clear and in agreement about our Mission? Our objectives? The purpose of
the IAT? The purpose of the Board of Trustees?

e Are our values shared — between ourselves and across the IAT as a whole? Are
our values relevant to the IAT as a whole?

¢ Do we, as a Board, provide sufficient orientation to new members?
¢ Do we value each other and the contribution we make?
e What goals have we set (as a Board) and how well are we accomplishing them?

e What do we do very well? What do we not do very well? How can we do better in
the future?

e Are we providing clear and appropriate governance for the IAT? Is everything we
do in the best interests of the IAT?

While the IAT believes that evaluation is the responsibility of the Board itself, input from
outside of the Board may from time to time be sought. The Board may draw on internal sources
to conduct an Institutional Effectiveness review of the Board or it may call on an independent
consultant to conduct such an evaluation.

Employing an external consultant to conduct such a review will only be with the consent of
the full Board.

This process should occur at least once a year with the report presented to the Board at the
first meeting after the review’s conclusion.
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1.8 Board Sub-Committees
The Board of Trustees delegates management and government powers to its sub-committees.

1.8.1 Executive Committee

The powers and responsibility delegated to the Executive Committee include decision making
in regard to procurement and the instigation of major projects, and to act as the higher
authority for issues concerning general management of the Institute.

e The Executive Committee is comprised of:

e The Chairman of the Board.

e Three members of the Board.

e A co-opted member of the Board if such expertise is required.

A quorum for the Executive Committee is three persons, all of whom have signing authority
from the Board.

1.8.2 Human Resources Committee

The powers of human resource management are delegated by the Board to the Human
Resources Committee. Membership, roles and responsibilities of this Committee are detailed
in Section 3.

1.9 Role of the Director General

The Board delegates day-to-day management of the IAT to the Director General. Within
guidelines set out by the Board, the Director General has responsibility for management of the
Institute, including:

e Implementation of the Strategic Plan, including development of and reporting
against the Business Plan.

e Recruitment, management and supervision of staff.
e Liaison with stakeholders.

e Overseeing the financial management of the Institute, including approving
expenditure within the delegated authority and budget.

e Leadership of staff within the Institute.
e Reporting to the Board as required.

e Representing the Institute in public forum and, where agreed with the Chairman,
to the media.

The Director General is accountable directly to the Board of Trustees.

1.10 Strategic Planning

The Abu Dhabi Polytechnic Strategic Plan is developed on a five-year basis and completely
reviewed and, where appropriate, revised on a tri-annual basis. It is developed after extensive
review of the current economical and political situation, and after consultation with members
of the Board, senior staff members and other stakeholders. Development of the Strategic Plan
is the responsibility of the Director General who presents it to the Board for formal adoption
and implementation.

The Strategic Plan outlines the key goals and objectives of the Institute, as well as broad
strategies to meet these objectives. As an important document within the Institute the
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Strategic Plan is available to all staff members and the public. Copies of the current Strategic
Plan are available from the Directorate as well as being posted on the IAT website.

1.11 Business and Operational Planning

The Business Plan is an internal document designed to support and build on the
implementation of the Strategic Plan. It includes key strategies, actions and areas of
responsibility for all directorates and staff of the IAT.

Operational Plans are created by all directorates using as their basis the IAT Business Plan.
Senior management teams of directorates work with their relevant director to extrapolate from
the Business Plan those issues and objectives relevant to their directorate and from this
develop sub-objectives and short term goals which, cumulatively, achieve the directorate level
goals and objectives.

The Business and Operational plans are reviewed annually except for those objectives which
have shorter timeframes, in which case they are reviewed according to their own timetables.
The Director General reviews these plans quarterly to evaluate progress against targets and
negotiate new and emerging priorities.
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1.12 Annual Report

An Annual Report is published each year for presentation to the Abu Dhabi government. This
report will include the following:

e A report from the Chairman of the Board.
e A report from the Director General.
e A progress report against the Strategic Plan.

e A report of new and emerging trends and issues which the government should
take into consideration for future education and training policies.

e A financial report.
e Audited financial statements.

Responsibility for producing this report and organizing the Annual General Meeting resides
with the Director General who will liaise with auditors and directors or directorates to ensure
that contributions from the relevant staff are accurate, clear, cover all of the essential items,
and are received in sufficient time to be fully incorporated into the Annual Report.

When completed the Annual Report will be published on the Abu Dhabi Polytechnic website.

1.13 Organization Chart

Figure 1: Abu Dhabi Polytechnic Organization Chart
Organizational chart of Abu Dhabi Polytechnic can be found in Appendix A.
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1.14

1.14.1

Job Descriptions

Abu Dhabi Polytechnic Director

Reports to: IAT Director General

Supervises: All Abu Dhabi Polytechnic personnel

Purpose:

To serve as the chief administrator of Abu Dhabi Polytechnic in developing and implementing
policies, programmes, and curriculum activities in a manner that promotes the educational
development of each student and the professional development of each staff member.

Carry out the policies and directives of the Institute of Applied Technology, in particular:

Demonstrate high expectations for all students and staff and a commitment to
providing the support required to attain them

Provide leadership for Abu Dhabi Polytechnic in areas of curriculum, teaching and
learning, professional development, and quality assurance.

Ensure a safe and nurturing environment for students, staff, and families

Design and implement a professional development strategy that addresses instructional
improvement priorities defined by student achievement and the individual needs of
staff members

Align the use of time, people, money, and materials to Abu Dhabi Polytechnic
instructional priorities

Cultivate and sustain meaningful partnerships with industry, families and community
members that support student achievement and well-being and lead to successful
career outcomes

Duties and Responsibilities:

General Planning

The Director conceptualizes the broad goals of Abu Dhabi Polytechnic and plans
accordingly to ensure that procedures and schedules are implemented to carry out the
total Abu Dhabi Polytechnic programme.

General Coordination
The Abu Dhabi Polytechnic Director supervises Abu Dhabi Polytechnic’s educational
programme.

Enhancement of Personnel Skills

The Abu Dhabi Polytechnic Director provides activities which facilitate the professional
growth of the Abu Dhabi Polytechnic staff and enhance the quality of the instructional
programme.

Abu Dhabi Polytechnic Objectives
The Abu Dhabi Polytechnic Director identifies the annual objectives for the instructional,
extracurricular, and athletic programmes of Abu Dhabi Polytechnic.

Curriculum Objectives

The Abu Dhabi Polytechnic Director ensures that instructional objectives for a given
subject and/or classroom are developed, and involves the faculty and others in the
development of specific curricular objectives to meet the needs of the Abu Dhabi
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Polytechnic programmes. The Abu Dhabi Polytechnic Director provides opportunities
for staff participation in the Abu Dhabi Polytechnic programmes.

o Establishes Formal Work Relationships
The Abu Dhabi Polytechnic Director establishes, implements, and evaluates procedures
used to carry out the daily routine of the Abu Dhabi Polytechnic.

o Evaluates Performance
The Abu Dhabi Polytechnic Director evaluates student progress in the instructional
programme by means that include the maintaining of up-to-date student data. The Abu
Dhabi Polytechnic Director supervises and appraises the performance of the Abu Dhabi
Polytechnic staff.

« Facilitates Organizational Efficiency
The Abu Dhabi Polytechnic Director maintains inter-Abu Dhabi Polytechnic system
communication and seeks assistance from central office staff to improve performance.
The Abu Dhabi Polytechnic Director maintains good relationships with students, staff,
and parents. The Abu Dhabi Polytechnic Director complies with established lines of
authority.

« New Staff and Students
The Abu Dhabi Polytechnic Director orients and assists new staff members and new
students and provides opportunities for their input in the Abu Dhabi Polytechnic
programme.

e Community
The Abu Dhabi Polytechnic Director encourages the use of community resources,
cooperates with the community in the use of Abu Dhabi Polytechnic facilities, interprets
the Abu Dhabi Polytechnic programme for the community, and maintains
communication with community members.

e Supplies and Equipment
The Abu Dhabi Polytechnic Director manages, directs, and maintains records on the
materials, supplies and equipment which are necessary to carry out the daily Abu Dhabi
Polytechnic routine. The Director involves the staff in determining priorities for
instructional supplies.

e Services
The Abu Dhabi Polytechnic Director organizes, oversees, and provides support to the
various services, supplies, materials, and equipment provided to carry out the Abu
Dhabi Polytechnic programme. The Director makes use of community resources.

« Communication

The Abu Dhabi Polytechnic Director assures that Abu Dhabi Polytechnic goals, policies,
and procedures are accurately communicated to and followed by all campus
employees. The Abu Dhabi Polytechnic Director develops and utilizes effective
communication channels through staff meetings, written procedures, and any other
means so that campus employees are able to carry out their duties. The Abu Dhabi
Polytechnic Director keeps the IAT Directorate informed by making regular, timely, and
relevant reports.

e Administration
Develop, monitor, modify, and apply sound administrative practices to assure all
campus employees are properly assigned, supervised and evaluated.

¢ Culture
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The Abu Dhabi Polytechnic Director creates and promotes a campus atmosphere which
encourages student retention by treating all students fairly, with understanding,
respect, and compassion while maintaining discipline.

o Activities
Staffing
Student management
Facilities
Supervision
Budgeting
Curriculum management
Administration
Community development
Student support
Student development

Minimum Job Requirements:

e Ph.D. degree; at least 5 years experience that is directly related to the duties and
responsibilities

e At least five (5) years teaching experience

o Demonstrated success working within a high performing educational institution

Knowledge, Skills and Attributes required:

e Ability to communicate effectively, both orally and in writing

e Working knowledge of learning theories and instructional strategies

Ability to communicate and collaborate with other professionals in the development of
educational programmes

Critical Thinking and Problem-Solving

Collaboration

Communication Effectiveness

Decision Making

Influencing and Leading

Responsibility and Accountability
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1.14.2 Finance Coordinator

Reports to: Abu Dhabi Polytechnic Director
Supervises: NA

Purpose: The Finance Coordinator assists the Abu Dhabi Polytechnic Director in all areas
involving finance, particularly in respect of Accounts Payable and Receivable, budget
management, financial reporting and auditing. The Finance Coordinator liaises with the
Finance Department at the IAT Directorate in implementing and observing the IAT’s financial
system and procedures, and provides the Abu Dhabi Polytechnic and IAT Directorate with
reports of financial information, statistics, budgets and projections to assist management in
the process of review, analysis and decision making.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

e Manages Abu Dhabi Polytechnic finance, accounting, budgeting, and cash
management.

e Maintain the effective and efficient operation and review of existing financial systems
and procedures related to purchasing, finance management, budgeting and reporting.

e Works closely with Finance Departments across the system to ensure finance policies
and regulations are adhered.

e Manages the management of expenditure, and associated documentation, as related
to the financial operations of Abu Dhabi Polytechnic.

e Coordinates compliance of Abu Dhabi Polytechnic with IAT regulations for cash,
vouchers, financial systems and related documentation, in so doing, the incumbent
ensures audits are conducted ensuring an accurate, clear and correct administrative
history for all expenditures in the system. Also, the Finance Coordinator supports the
Abu Dhabi Polytechnic Director in the analysis of budget forecasts and projections,
maintaining financial records for various projects, providing regular reports and
advising on the management of funds.

Minimum Job Requirements:

Master’s Degree in Commerce or Accounting or a related field.

Certified Accounting degree.

At least 5 years experience in post-secondary education or similar environment.
Experience in areas of administration and finance or education/business operations.
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Knowledge, Skills and Abilities required:

e Computer literacy in major databases, spreadsheets and word processing packages
essential.

¢ Knowledge of financial software packages.

Five years relevant experience in a similar position, responsible for finance, accounting,

budgeting and cash management.

Demonstrated negotiation and communication skills.

Problem solving skills.

Good interpersonal skills.

Demonstrated work effectiveness as a team member in a multicultural environment.

Demonstrated strong work ethic.
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1.14.3 Executive Assistant

Reports to: Abu Dhabi Polytechnic Director
Supervises: NA

Purpose: The Executive Assistant will provide administrative support to the Abu Dhabi
Polytechnic Director and ensure that the office operates efficiently at all times in a pleasant
and professional manner, through oral and written communication and strong interpersonal
skills.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

The primary role will be to manage the office of the Abu Dhabi Polytechnic Director.

Mange the diary of the Abu Dhabi Polytechnic Director.

Manages appointments on behalf of the Abu Dhabi Polytechnic Director.

Arrange and minute meetings as required

Provide reception duties for guests visiting the Abu Dhabi Polytechnic Director.

Receive screen, priorities and acknowledge incoming mail on behalf of the Abu Dhabi

Polytechnic Director.

Prepare all communication on behalf of the Abu Dhabi Polytechnic Director.

e Compose and maintains correspondence and any relevant manuals as required

e Follows up on ‘action to be taken’ points made at meetings on behalf of the Abu Dhabi
Polytechnic Director.

e Translate documents as required

e Arranges travel on behalf of the director including flights and hotels and maintains an
expenses reimbursement record

e Liaise with other departments with relation to events management

e Liaise with other colleagues as required

Minimum Job Requirements:

e Higher Diploma or Bachelor Degree in Office Administration or related business
discipline.

e High level of computer literacy with accurate keyboarding skills a minimum of 60 wpm.

e Excellent oral and written English essential, a knowledge of the structure and content

of the English Language including the meaning and spelling of words, rules of

composition and grammar.

Ability to accurately translate English/Arabic and Arabic/English

Minimum of three years in a similar position within an educational environment

Proven organizational skills

Excellent interpersonal skills at all levels

Excellent communicational skills through all media

Demonstrable expert level skills in all common office software i.e. Word, Excel,

PowerPoint, Visio and Access
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e An accomplished and accurate filer with the ability to set-up and maintain filing systems
both paper and electronic.

Knowledge, Skills and Abilities required:

The actions and decisions made relating to this role have a high potential for impact on the
Director therefore the role requires someone who is mature, tactful, diplomatic and can
maintain a calm disposition at all times.

Can work with integrity and in a highly confidential manner
Can prioritize workloads, delivering on time

Possess strong analytical and information organizational skills
Excellent interpersonal skills

Proven time management skills

An effective Team member

A confident multitasker

Can manage projects

A logical and methodical documenter
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1.14.4 Senior Manager of Student and Support Services

Reports to: Abu Dhabi Polytechnic Director

Supervises: General administration personnel

Purpose: The Senior Manager of Student and Support Services is responsible for the day to
day operations of Abu Dhabi Polytechnic. The main task is to manage multi-disciplined terms
of facility support and student services within Abu Dhabi Polytechnic.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

To be responsible for the Procurements and Contracts.

To be responsible for the development, implementation and oversee all processes and
procedures related to facility support and student services across Abu Dhabi
Polytechnic.

Set achievable goals, develop staff, monitor performance and evaluate results to
ensure that all operating requirements are met and are in line with the needs of the
stakeholders.

Liaise with the Abu Dhabi Polytechnic Director to provide up to date information on a
timely basis to enable the Abu Dhabi Polytechnic Director to execute the required
duties.

Develop a culture and ethos of achievement, loyalty and partnership working based on
highly provision and a high quality learning environment.

Create and maintain an environment of positive and effective leadership that promotes
and supports the achievement of individual and organizational objectives in line with
the vision of Abu Dhabi Polytechnic.

Set performance expectations and conduct performance management evaluation of
support staff.

Lead by personal example.

Minimum Job Requirements:

Masters Degree level or equivalent in Facilities Management or related fields.
Minimum of 5 years of successful administrative experience and two years at Senior
Management Level.

A clear understanding of the academic sector.

Bilingual Arabic/English language ability. Priority for native-Arabic speaker who is able
to communicate effectively in English

Knowledge, Skills and Abilities required:

The ability to think creatively and strategically to successfully mediate and negotiate
with individuals and groups internally and externally.
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Proven negotiation and mediation skills.

The ability to overcome obstacles to cooperate and to foster harmonious relations.
The ability to balance competing priorities, complex situations and tight deadlines.
Excellent management and information technology skills.

Excellent written and verbal communication skills, good interpersonal skills and an
ability to work with diverse groups of people

e Strong financial expertise, prior experience with budget and financial statements.

Personal Attributes: Personal attributes require a strong team leader, with obvious inherent
enthusiasm and passion to work alongside a variety of staff.

Key attributes will include:

Willingness to work extracurricular hours as routine

Ability to lead multi-cultured subordinates

Maturity, intelligence, energy and a good sense of humor

The ability to operate at all levels of management and to appreciate the ‘bigger picture’
Diplomacy and tact

Outstanding and obvious initiate and enthusiasm

Strong leadership qualities and planning and man management skills

Supervisory abilities and possessing the required levels of moral courage and integrity
Smart with healthy / fit appearance and bearing and the ability to operate in arduous
weather conditions (hot)

e Patience, flexibility, strong personality and professional knowledge
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1.14.5 Head, Academic Support Unit

Reports to: Abu Dhabi Polytechnic Director
Supervises: Degree Requirements Unit staff

Purpose: The Head, Degree Requirements Unit is responsible for overseeing all the academic
and administrative affairs within the unit.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

e values collaboration, teamwork and self;
e encourages ethical behavior;

o facilitates life-long learning;

e utilizes technology.

Duties and Responsibilities:

e Develop, monitor, modify, and apply sound administrative practices to assure all staff
are properly assigned, supervised and evaluated.

e Plan and monitor all the unit’s academic courses and instruction teaching/instructional
staff to ensure they fulfill their roles in a professional, dynamic and energetic manner
to ensure all teaching and support activity is conducted to the highest standards.

e Responsible for all aspects of academic and practical course programmeming and
timetabling, in conjunction with Heads of Divisions, and ensuring all training is
conducted in accordance with the Curriculum Strategy and Abu Dhabi Polytechnic
instructions.

e Responsible for all aspects of academic and practical course syllabus/assessment
material development, in conjunction with Heads of Divisions, and ensuring all
development/assessment is conducted in accordance with the Curriculum Strategy and
Abu Dhabi Polytechnic instructions

e Ensure the timely production, approval and issue of all academic and practical general
instructions, weekly training programmes, training instructions and dissemination of
strategic direction to the academic departments.

e Oversee departmental Quality Control and internal validation for all academic and
vocational training documentation at Abu Dhabi Polytechnic according to the
Curriculum Strategy and policy.

e Ensure all training is produced and conducted in a dynamic, challenging, realistic and
safe manner, in line with the training objectives and current (doctrinal) teaching and
methods.

e Oversee, manage, educate and mentor staff in all aspects of personal development,
where relevant and appropriate.

e To counsel, advise, encourage, interact with and develop all Abu Dhabi Polytechnic
students, in all aspects of their personal development, in order to achieve Abu Dhabi
Polytechnic aims.

Minimum Job Requirements:

e Ph. D degree in a relevant field; Science, Humanities or related fields.

e Minimum of 5 years of successful teaching experience and two years successful
academic supervisory experience (with experience of curriculum implementation)

e Experience with teacher support and/or curriculum and assessment development
planning.
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Bilingual Arabic/English language ability. Priority for native-Arabic speaker who is able
to communicate effectively in English

Knowledge, Skills and Abilities required:

Committed to innovation in Teaching and Learning Initiatives, with a positive “can do”
attitude and willingness to promote life-long learning across IAT

Well versed in the learning paradigm and project based learning

Strong written and verbal communication skills, good interpersonal skills and an ability
to work with diverse groups of people

Sound understanding of technologies that support educational development and
current with technology developments

Personal Attributes: Personal attributes require a strong team leader, with obvious inherent
enthusiasm and passion to work alongside a variety of staff.

Key attributes will include:

The aptitude to work with Arab youth who may have a variety of social and / or
personality issues

Having a special affinity for proactively interacting with trainees and engaging them in
all aspects of their boarding Abu Dhabi Polytechnic life

Willingness to work extracurricular hours as routine

Ability to lead multi-cultured subordinates

Maturity, intelligence, energy and a good sense of humor

The ability to operate at all levels of management and to appreciate the ‘bigger picture’
Diplomacy and tact

Outstanding and obvious initiate and enthusiasm

Strong leadership qualities and planning and man management skills

Supervisory abilities and possessing the required levels of moral courage and integrity
Smart with healthy and fit appearance and bearing and the ability to operate in arduous
weather conditions (hot)

Patience, flexibility, strong personality and professional knowledge

Ability to gain the confidence of Emirati personnel at all levels

Strong interpersonal skills, especially with course trainees

Excellent communication skills both written and verbal

Awareness of and sensitivity to Muslim culture
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1.14.6

Head, Advanced Energy Division

Reports to: Abu Dhabi Polytechnic Director

Supervises: Nuclear Technology Division staff

Purpose: The Head, Nuclear Technology Division is responsible for overseeing all the
academic and administrative affairs within the division.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Develop, monitor, modify, and apply sound administrative practices to assure all staff
are properly assigned, supervised and evaluated.

Plan and monitor all the division’s academic courses and instruction teaching and
instructional staff to ensure they fulfill their roles in a professional, dynamic and
energetic manner to ensure all teaching and support activity is conducted to the highest
standards.

Responsible for all aspects of academic and practical course programmeming and
timetabling, in conjunction with Heads of Divisions, and ensuring all training is
conducted in accordance with the Curriculum Strategy and Abu Dhabi Polytechnic
instructions.

Responsible for all aspects of academic and practical course syllabus/assessment
material development, in conjunction with Heads of Divisions, and ensuring all
development/assessment is conducted in accordance with the Curriculum Strategy and
Abu Dhabi Polytechnic instructions

Ensure the timely production, approval and issue of all academic/practical general
instructions, weekly training programmes, training instructions and dissemination of
strategic direction to the academic departments.

Oversee divisional Quality Control and internal validation for all academic/vocational
training documentation at Abu Dhabi Polytechnic according to the Curriculum Strategy
and policy.

Ensure all training is produced and conducted in a dynamic, challenging, realistic and
safe manner, in line with the training objectives and current teaching and methods.
Oversee, manage, educate and mentor staff in all aspects of personal development,
where relevant and appropriate.

To counsel, advise, encourage, interact with and develop all Abu Dhabi Polytechnic
students, in all aspects of their personal development, in order to achieve Abu Dhabi
Polytechnic aims.

Minimum Job Requirements:

Ph. D degree in a relevant field; Science, Engineering, nuclear energy
Minimum of 5 years of successful teaching experience and two years successful
academic supervisory experience (with experience of curriculum implementation)
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Experience with teacher support and/or curriculum and assessment development
planning.

Bilingual Arabic/English language ability. Priority for native-Arabic speaker who is able
to communicate effectively in English

Knowledge, Skills and Abilities required:

Committed to innovation in Teaching and Learning Initiatives, with a positive “can do”
attitude and willingness to promote life-long learning across IAT

Well versed in the learning paradigm and project based learning

Strong written and verbal communication skills, good interpersonal skills and an ability
to work with diverse groups of people

Sound understanding of technologies that support educational development and
current with technology developments

Personal Attributes: Personal attributes require a strong team leader, with obvious inherent
enthusiasm and passion to work alongside a variety of staff.

Key attributes will include:

The aptitude to work with Arab youth who may have a variety of social and personality
issues

Having a special affinity for proactively interacting with trainees and engaging them in
all aspects of their boarding Abu Dhabi Polytechnic life

Willingness to work extracurricular hours as routine

Ability to lead multi-cultured subordinates

Maturity, intelligence, energy and a good sense of humor

The ability to operate at all levels of management and to appreciate the ‘bigger picture’
Diplomacy and tact

Outstanding and obvious initiate and enthusiasm

Strong leadership qualities and planning and man management skills

Supervisory abilities and possessing the required levels f moral courage and integrity
Smart with healthy and fit appearance and bearing and the ability to operate in arduous
weather conditions (hot)

Patience, flexibility, strong personality and professional knowledge

Ability to gain the confidence of Emirati personnel at all levels

Strong interpersonal skills, especially with course trainees

Excellent communication skills both written and verbal

Awareness of and sensitivity to Muslim culture
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1.14.7

Head, Electro-Mechanical-Engineering Technology Division

Reports to: Abu Dhabi Polytechnic Director

Supervises: Semiconductor Technology Division staff

Purpose: The Head, Semiconductor Technology Division is responsible for overseeing all the
academic and administrative affairs within the division.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Develop, monitor, modify, and apply sound administrative practices to assure all staff
are properly assigned, supervised and evaluated.

Plan and monitor all the division’s academic courses and instruction teaching and
instructional staff to ensure they fulfill their roles in a professional, dynamic and
energetic manner to ensure all teaching and support activity is conducted to the highest
standards.

Responsible for all aspects of academic and practical course programming and
timetabling, in conjunction with Heads of Divisions, and ensuring all training is
conducted in accordance with the Curriculum Strategy and Abu Dhabi Polytechnic
instructions.

Responsible for all aspects of academic and practical course syllabus/assessment
material development, in conjunction with Heads of Divisions, and ensuring all
development/assessment is conducted in accordance with the Curriculum Strategy and
Abu Dhabi Polytechnic instructions

Ensure the timely production, approval and issue of all academic/practical general
instructions, weekly training programs, training instructions and dissemination of
strategic direction to the academic departments.

Oversee divisional Quality Control and internal validation for all academic/vocational
training documentation at Abu Dhabi Polytechnic according to the Curriculum Strategy
and policy.

Ensure all training is produced and conducted in a dynamic, challenging, realistic and
safe manner, in line with the training objectives and current teaching and methods.
Oversee, manage, educate and mentor staff in all aspects of personal development,
where relevant and appropriate.

To counsel, advise, encourage, interact with and develop all Abu Dhabi Polytechnic
students, in all aspects of their personal development, in order to achieve Abu Dhabi
Polytechnic aims.

Minimum Job Requirements:

Ph. D degree in a relevant field; Science, Engineering, semiconductor manufacturing
Minimum of 5 years of successful teaching experience and two years successful
academic supervisory experience (with experience of curriculum implementation)
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Experience with teacher support and/or curriculum and assessment development
planning.

Bilingual Arabic/English language ability. Priority for native-Arabic speaker who is able
to communicate effectively in English

Knowledge, Skills and Abilities required:

Committed to innovation in Teaching and Learning Initiatives, with a positive “can do”
attitude and willingness to promote life-long learning across IAT

Well versed in the learning paradigm and project based learning

Strong written and verbal communication skills, good interpersonal skills and an ability
to work with diverse groups of people

Sound understanding of technologies that support educational development and
current with technology developments

Personal Attributes: Personal attributes require a strong team leader, with obvious inherent
enthusiasm and passion to work alongside a variety of staff.

Key attributes will include:

The aptitude to work with Arab youth who may have a variety of social and personality
issues

Having a special affinity for proactively interacting with trainees and engaging them in
all aspects of their boarding Abu Dhabi Polytechnic life

Willingness to work extracurricular hours as routine

Ability to lead multi-cultured subordinates

Maturity, intelligence, energy and a good sense of humor

The ability to operate at all levels of management and to appreciate the ‘bigger picture’
Diplomacy and tact

Outstanding and obvious initiate and enthusiasm

Strong leadership qualities and planning and man management skills

Supervisory abilities and possessing the required levels f moral courage and integrity
Smart with healthy and fit appearance and bearing and the ability to operate in arduous
weather conditions (hot)

Patience, flexibility, strong personality and professional knowledge

Ability to gain the confidence of Emirati personnel at all levels

Strong interpersonal skills, especially with course trainees

Excellent communication skills both written and verbal

Awareness of and sensitivity to Muslim culture

Abu Dhabi Polytechnic | Policies and Procedures Manual Page 38 of 322

Version 7 Updated September 2017



1.14.8

Head, Information Security Engineering Technology Division

Reports to: Abu Dhabi Polytechnic Director

Supervises: Information and Communication Technology Division staff

Purpose: The Head, Information and Communication Technology Division is responsible for
overseeing all the academic and administrative affairs within the division.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behaviour;

facilitates life-long learning;

Utilizes technology.

Duties and Responsibilities:

Develop, monitor, modify, and apply sound administrative practices to assure all staff
are properly assigned, supervised and evaluated.

Plan and monitor all the division’s academic courses and instruction teaching and
instructional staff to ensure they fulfill their roles in a professional, dynamic and
energetic manner to ensure all teaching and support activity is conducted to the highest
standards.

Responsible for all aspects of academic and practical course programmeming and
timetabling, in conjunction with Heads of Divisions, and ensuring all training is
conducted in accordance with the Curriculum Strategy and Abu Dhabi Polytechnic
instructions.

Responsible for all aspects of academic and practical course syllabus/assessment
material development, in conjunction with Heads of Divisions, and ensuring all
development/assessment is conducted in accordance with the Curriculum Strategy and
Abu Dhabi Polytechnic instructions

Ensure the timely production, approval and issue of all academic/practical general
instructions, weekly training programmes, training instructions and dissemination of
strategic direction to the academic departments.

Oversee divisional Quality Control and internal validation for all academic/vocational
training documentation at Abu Dhabi Polytechnic according to the Curriculum Strategy
and policy.

Ensure all training is produced and conducted in a dynamic, challenging, realistic and
safe manner, in line with the training objectives and current teaching and methods.
Oversee, manage, educate and mentor staff in all aspects of personal development,
where relevant and appropriate.

To counsel, advise, encourage, interact with and develop all Abu Dhabi Polytechnic
students, in all aspects of their personal development, in order to achieve Abu Dhabi
Polytechnic aims.

Minimum Job Requirements:

Ph. D degree in Computer Science or Engineering or related fields
Minimum of 5 years of successful teaching experience and two years successful
academic supervisory experience (with experience of curriculum implementation)
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Experience with teacher support and/or curriculum and assessment development
planning.

Bilingual Arabic/English language ability. Priority for native-Arabic speaker who is able
to communicate effectively in English

Knowledge, Skills and Abilities required:

Committed to innovation in Teaching and Learning Initiatives, with a positive “can do”
attitude and willingness to promote life-long learning across IAT

Well versed in the learning paradigm and project based learning

Strong written and verbal communication skills, good interpersonal skills and an ability
to work with diverse groups of people

Sound understanding of technologies that support educational development and
current with technology developments

Personal Attributes: Personal attributes require a strong team leader, with obvious inherent
enthusiasm and passion to work alongside a variety of staff.

Key attributes will include:

The aptitude to work with Arab youth who may have a variety of social and personality
issues

Having a special affinity for proactively interacting with trainees and engaging them in
all aspects of their boarding Abu Dhabi Polytechnic life

Willingness to work extracurricular hours as routine

Ability to lead multi-cultured subordinates

Maturity, intelligence, energy and a good sense of humor

The ability to operate at all levels of management and to appreciate the ‘bigger picture’
Diplomacy and tact

Outstanding and obvious initiate and enthusiasm

Strong leadership qualities and planning and man management skills

Supervisory abilities and possessing the required levels f moral courage and integrity
Smart with healthy and fit appearance and bearing and the ability to operate in arduous
weather conditions (hot)

Patience, flexibility, strong personality and professional knowledge

Ability to gain the confidence of Emirati personnel at all levels

Strong interpersonal skills, especially with course trainees

Excellent communication skills both written and verbal

Awareness of and sensitivity to Muslim culture
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1.14.9

Head, Petroleum Engineering Technology Division

Reports to: Abu Dhabi Polytechnic Director

Supervises: Petrochemical Engineering Technology Division staff

Purpose: The Head of Petrochemical Engineering Technology Division is responsible for
overseeing all the academic and administrative affairs within the division.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behaviour;

facilitates life-long learning;

Utilizes technology.

Duties and Responsibilities:

Develop, monitor, modify, and apply sound administrative practices to assure all staff
are properly assigned, supervised and evaluated.

Plan and monitor all the division’s academic courses and instruction teaching and
instructional staff to ensure they fulfill their roles in a professional, dynamic and
energetic manner to ensure all teaching and support activity is conducted to the highest
standards.

Responsible for all aspects of academic and practical course programmeming and
timetabling, in conjunction with Heads of Divisions, and ensuring all training is
conducted in accordance with the Curriculum Strategy and Abu Dhabi Polytechnic
instructions.

Responsible for all aspects of academic and practical course syllabus/assessment
material development, in conjunction with Heads of Divisions, and ensuring all
development/assessment is conducted in accordance with the Curriculum Strategy and
Abu Dhabi Polytechnic instructions

Ensure the timely production, approval and issue of all academic/practical general
instructions, weekly training programmes, training instructions and dissemination of
strategic direction to the academic departments.

Oversee divisional Quality Control and internal validation for all academic/vocational
training documentation at Abu Dhabi Polytechnic according to the Curriculum Strategy
and policy.

Ensure all training is produced and conducted in a dynamic, challenging, realistic and
safe manner, in line with the training objectives and current teaching and methods.
Oversee, manage, educate and mentor staff in all aspects of personal development,
where relevant and appropriate.

To counsel, advise, encourage, interact with and develop all Abu Dhabi Polytechnic
students, in all aspects of their personal development, in order to achieve Abu Dhabi
Polytechnic aims.

Minimum Job Requirements:

Ph. D degree in Petroleum or Chemical Engineering or related fields
Minimum of 5 years of successful teaching experience and two years successful
academic supervisory experience (with experience of curriculum implementation)
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Experience with teacher support and/or curriculum and assessment development
planning.

Bilingual Arabic/English language ability. Priority for native-Arabic speaker who is able
to communicate effectively in English

Knowledge, Skills and Abilities required:

Committed to innovation in Teaching and Learning Initiatives, with a positive “can do”
attitude and willingness to promote life-long learning across IAT

Well versed in the learning paradigm and project based learning

Strong written and verbal communication skills, good interpersonal skills and an ability
to work with diverse groups of people

Sound understanding of technologies that support educational development and
current with technology developments

Personal Attributes: Personal attributes require a strong team leader, with obvious inherent
enthusiasm and passion to work alongside a variety of staff.

Key attributes will include:

The aptitude to work with Arab youth who may have a variety of social and personality
issues

Having a special affinity for proactively interacting with trainees and engaging them in
all aspects of their boarding Abu Dhabi Polytechnic life

Willingness to work extracurricular hours as routine

Ability to lead multi-cultured subordinates

Maturity, intelligence, energy and a good sense of humor

The ability to operate at all levels of management and to appreciate the ‘bigger picture’
Diplomacy and tact

Outstanding and obvious initiate and enthusiasm

Strong leadership qualities and planning and man management skills

Supervisory abilities and possessing the required levels f moral courage and integrity
Smart with healthy and fit appearance and bearing and the ability to operate in arduous
weather conditions (hot)

Patience, flexibility, strong personality and professional knowledge

Ability to gain the confidence of Emirati personnel at all levels

Strong interpersonal skills, especially with course trainees

Excellent communication skills both written and verbal

Awareness of and sensitivity to Muslim culture
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1.14.10 Lecturer

Reports to: Appropriate Technology Division or Requirements Unit Head
Supervises: NA

Purpose: Faculty hold the position of Lecturer. Faculty are designated as assistant, associate,
senior, adjunct and visiting depending on academic and industrial credentials and contractual
agreement. Lecturers are subject matter experts whose primary role is to teach courses in
which they are experts to UAE national students in a practical learner cantered environment.
The aim of the curriculum is to help students develop the basic mathematics, science, and
practical skills necessary to function effectively in an international work environment and to
implement and realize curriculum in a student-centred environment to students in Abu Dhabi
Polytechnic. Every faculty member is encouraged to provide ideas and suggestions leading to
continuous improvement of local teaching and learning practices and encourage alignment of
Teaching, Learning, and Assessment practices with instructional and delivery methods, in line
with related performance improvement standards.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behaviour;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

e Responsible for the conduct of tutorials, practical classes, demonstrations, workshops,
and/or student field excursions.

e The preparation and delivery of lectures and seminars provided that their skills and
experience demonstrate this capacity.

e Acting as a student advocate where appropriate.

¢ Involvement in professional activity.

e Consultation with students.

e Marking and assessment primarily connected with courses in which the faculty member
teaches.

e Production of teaching materials for students for whom the faculty member has
responsibility.

e Development of course material with appropriate guidance from the programme
coordinator.

e Limited administrative functions primarily connected with courses in which the faculty
member teaches.

e Acting as instructor of record or section coordinators provided that their skills and
experience demonstrate this capacity.

e Recommending relevant changes to the curriculum committee as appropriate.

e Attendance at divisional/unit meetings, faculty meetings, and membership in Abu Dhabi
Polytechnic committees.

e Ensuring own professional development by seeking learning opportunities as
appropriate.

e Performs other duties assigned by the Head of their Division/Unit.

Minimum Job Requirements:
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e Masters in Applied Technology or equivalent. Ph.D. degree preferred.

e Minimum of 5 years of successful experience preferably with teaching/training
experience relative to qualifications, regard is given to teaching experience, experience
in research, creative achievement, and professional contribution.

¢ A clear understanding of the academic sector.

e Student centered, and an aptitude to work with Arab youth.

e Committed to innovation in Teaching and Learning initiatives, with a positive “can do”
attitude and willingness to promote life-long learning.

e Commitment to student-centered, project based learning.

e Strong written and verbal communication skills, good interpersonal skills and an ability
to work with diverse groups of people.

e Sound understanding of technologies that support educational development and
current with technology developments.

e Other duties as assigned, to facilitate the needs of the Head of the Unit including
conducting additional periods per week in a course related subject, if required.

e Excellent oral and written English essential.

e Priority for native-Arabic speaker who is able to communicate effectively in English.

Knowledge, Skills and Abilities required:

The position requires an experienced employee who possesses the following qualities:
Can work under pressure

Value and strong work ethic

Integrity

Can prioritize workloads, delivering on time

Possess strong analytical and information organizational skills

Excellent interpersonal skills

Proven time management skills

A logical and methodical documenter

Keeps up to date with current trends by reading manuals, technical reports, periodicals
etc.
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1.14.11 Teaching Assistant

Reports to: Appropriate Technology Division or Requirements Unit Head or their
representative course Instructor of Record or Section Coordinator

Supervises: NA

Purpose: Instructors (designated as assistant or senior, depending on credentials and
experience) laboratory section leaders, and tutors hold the position of Teaching Assistant.
Their primary role is to assist faculty in teaching to UAE national students in a practical learner
cantered environment. The aim of the curriculum is to help students develop the basic math
skills necessary to function effectively in an international work environment and to implement
and realize curriculum in a student-centered environment to students in the Abu Dhabi
Polytechnic. Every staff member is encouraged to provide ideas and suggestions leading to
continuous improvement of local teaching and learning practices and encourage alignment of
Teaching, Learning, and Assessment practices with instructional and delivery methods, in line
with related performance improvement standards.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

e To assist the instructor of record or section coordinator in the conduct of tutorials,
laboratories, practical classes, demonstrations, workshops, and/or student field
excursions.

e The preparation and delivery of lectures, tutorials, and seminars provided that their
skills and experience demonstrate this capacity.

e Acting as a student advocate where appropriate.

¢ Involvement in professional activity.

e Consultation with students.

e Marking and assessment primarily connected with courses in which the staff member
teaches.

e Production of teaching materials for students for whom the staff member has
responsibility.

e Development of course material with appropriate guidance from the programme
coordinator.

e Limited administrative functions primarily connected with courses in which the staff
member teaches.

e Acting as course coordinators provided that their skills and experience demonstrate
this capacity.

e Recommending relevant changes to the curriculum committee as appropriate.

e Attendance at staff meetings and/or membership on a limited number of Abu Dhabi
Polytechnic committees.

e Ensuring own professional development by seeking learning opportunities as
appropriate.

e Performs other duties assigned by the head of applicable division/unit.
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Minimum Job Requirements:

Bachelor degree in field appropriate to division/unit assignment. Master’'s degree
preferred.

Minimum of 3 years of successful experience preferably with teaching/training
experience relative to qualifications, regard is given to teaching experience, experience
in research, creative achievement, and professional contribution.

A clear understanding of the academic sector.

Student centered, and an aptitude to work with Arab youth.

Committed to innovation in Teaching and Learning initiatives, with a positive “can do”
attitude and willingness to promote life-long learning.

Commitment to student-centered, project based learning.

Strong written and verbal communication skills, good interpersonal skills and an ability
to work with diverse groups of people.

Sound understanding of technologies that support educational development and
current with technology developments.

Other duties as assigned, to facilitate the needs of the Head of the Unit including
conducting additional periods per week in a course related subject, if required.
Excellent oral and written English essential.

Priority for native-Arabic speaker who is able to communicate effectively in English.

Knowledge, Skills and Abilities required:

The position requires an experienced employee who possesses the following qualities:

Can work under pressure

Value and strong work ethic

Integrity

Can prioritize workloads, delivering on time

Possess strong analytical and information organizational skills

Excellent Interpersonal skills

Proven Time Management skills

A logical and methodical documenter

Keeps up to date with current trends by reading manuals, technical reports, periodicals
etc.
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1.14.12 Laboratory Engineer/Technician

Reports to: Appropriate Technology Division or Requirements Unit Head or their
representative course Instructor of Record or Section Coordinator

Supervises: NA

Purpose: The Laboratory Engineer is responsible for developing course-related laboratories
under the direction of the appropriate Technology Division or Requirements Unit Head or their
representative course Instructor of Record or Section Coordinator.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Manages day-to-day operations of all teaching laboratories, including equipment
preparation and maintenance, safety standards/training compliance.

Prepares and oversees equipment scheduled for use during laboratory teaching
sessions.

Demonstrates care and use of equipment, according to health and safety standards
and practices, to teaching staff and students.

Ensure that all equipment and operations are audited to ensure highest levels of
adherence to health and safety protocols.

Supports teaching staff in the development and implementation of teaching modules
and projects.

Trains teaching staff and students in application and use of new equipment.
Coordinates with curriculum management to determine equipment/consumables
purchase priorities based on budget allowances, condition of existing equipment, and
scheduled laboratory activities.

Implement any changes to the lab facilities necessary to accomplish technology
education.

Reasonably related duties as assigned.

Minimum Job Requirements:

Bachelor degree in science, electrical, mechanical, mechatronics engineering as
appropriate to assigned laboratories.

Minimum 2 years of experience with operation and maintenance of instrumentation
related to those in the Abu Dhabi Polytechnic; demonstrated experience with general
laboratory operations and safety standards, and laboratory management.

Excellent oral and written English essential.

Spoken Arabic skills preferable.

Knowledge, Skills and Abilities required:
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e Student centered, and an aptitude to work with Arab youth.

e Committed to innovation in Teaching and Learning initiatives, with a positive “can do
attitude and willingness to promote life-long learning across Abu Dhabi Polytechnic.

e Commitment to student-centered, project based learning.

e Strong written and verbal communication skills, good interpersonal skills and an ability
to work with diverse group of people.

e Sound understanding of technologies that support educational development and
current with technology developments.

”
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1.14.13 Administrative Assistant

Reports to: Appropriate Senior Manager, or Division or Unit Head

Supervises: NA

Purpose: Reporting to the appropriate Senior Manager, or Division or Unit Head, the
Administrative Assistant is responsible for planning, supervising and executing the necessary
activities to ensure that the disciplines within the department/division/unit operate in an efficient
and effective manner. Diary management and departmental liaison will be high on the list of
priorities as well as accurate file management, minute taking, and hospitality.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Ensure the effective and efficient operation of all aspects of Abu Dhabi Polytechnic which
encompasses the following:

The provision of excellent administrative support to the Student Services team including
manning the main telephone line, distribution mail both incoming and outgoing.
Distribution/sending faxes. Organize and arrange documents for courier service. Office
supplies maintenance.

Assist with the administration and provision of event planning and management i.e.
location booking, presenter booking, hospitality booking, attendees tracking etc. Assist
with the production and mailing of mass mailing items

Organize, book and minute meetings as required

Greet all visitors to the department offering appropriate hospitality

Act as trainer/mentor to any work placement students or Assistants

Assist staff members with IT and communication tasks

Act as liaison between the Student and Support Services staff and the HR department
on employee relations issues i.e. payment for additional duties, health card receipt,
salary letters, children’s school fees administration, attendance and leaves, etc.

The responsibilities listed above are not exhaustive. Additional duties may be added
from time to time depending on organizational requirements.

Minimum Job Requirements:

Higher Diploma in Office Administration or similar.

Excellent oral and written in both languages Arabic and English.

3 years within a busy office environment.

Proven experience with all office technology, printers, photocopiers, faxes etc.
Customer service and reception skills.

Computer literate.

Proven filing and retrieving skills.

Knowledge, Skills and Abilities required:
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The position requires an energetic, confident and experienced employee who can work under
pressure and multitask. Skills should include the following:

Keen eye for detail

An accurate typist

An accurate filer

Ability to track work and work through to resolution.

Can work as part of a team or independently as required

A proficient time manager

Can organize his/her own workload and that of any reporters

Can ask for assistance when required

Must be able to use mainstream software i.e. Word, Excel PowerPoint etc.
Can use Word, Mail merge, Excel, PowerPoint and ideally understand and utilize
SharePoint
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1.14.14 Senior Coordinator of Student Services

Reports to: Senior Manager, Student and Support Services
Supervises:

e Nurse

e (Career Counselors Coordinator

e Library Coordinator

e Registrar

Purpose: The Senior Coordinator of Student Services provides high quality leadership to the
teaching and learning support staff at Abu Dhabi Polytechnic. The Senior Coordinator of
Student Services will hold responsibility for leading the implementation of strategies that
support the teaching and learning team in the realization of the Abu Dhabi Polytechnic mission.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

e Manage the learning support team.

e Plan and implement a range of strategies to integrate better Abu Dhabi Polytechnic
graduates into the workplace or Higher Education.

e Ensure that counselors provide effective individual and group counseling sessions to
alleviate students’ study or behavioral problems.

e Coordinate and provide leadership to the Student Services staff to ensure effective
communication with parents and stakeholders.

e Function as a key partner with local industry.

e Facilitate the development and implementation of Abu Dhabi Polytechnic curriculum
and project planning with their teaching teams.

e Act as a role model for their learning support team through the leadership they provide
in managing the learning environment, maintaining records, collaborating with
teachers, promoting staff development and developing themselves in a pro-active
manner.

Minimum Job Requirements:

e Degree in the field of education, Masters is preferred.

e Minimum of 5 years of successful teaching experience and two years successful
academic supervisory experience (with similar experience in post secondary
management).

e Experience with teacher support and/or career development planning.

Knowledge, Skills and Abilities required:

e Committed to innovation in Teaching and Learning support initiatives, with a positive
“can do” attitude and willingness to promote life-long learning across IAT.
e Well versed in the learning paradigm and project based learning.
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e Strong written and verbal communication skills, good interpersonal skills and an ability
to work with diverse groups of people.

e Sound understanding of technologies that support educational development and
current with technology developments.
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1.14.15 Students and Support Services Manager /Registrar

Reports to: Senior Coordinator of Student Services

Supervises: NA

Purpose: The Registrar provides leadership to plan, organize and manage all of the activities
related to the Records and Registration Department, including serving as the official authorized
keeper of Abu Dhabi Polytechnic student records.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Responsible for the preparation of data, editing, reporting and certification for Students’
grades.

Certifies official report date class rosters based on student registration data.

Provides reports of enrolment and student data to the Abu Dhabi Polytechnic Director,
to provide framework for decisions involving recruitment and retention.

Responsible for development, justification, and management of departmental
operating budgets.

Responsible for evaluating hardware, software, equipment and supply needs for all Abu
Dhabi Polytechnic academic records and registration functions. Makes purchasing
decisions for the department.

Responsible for maintenance and security of student academic records and for ensuring
Abu Dhabi Polytechnic policies, procedures, and regulations that relate to this area are
properly administered.

Responsible for assuring accuracy and timely delivery of official transcripts.
Responsible for providing enrolment and anticipated graduation date data to the
different Managers.

Responsible for assuring that the Student Information System is maintained for
grading, class rosters, and updates it accordingly.

Acts as final authority for assuring that graduation candidates meet all Abu Dhabi
Polytechnic requirements of a degree.

Develops, refines, and documents processes and procedures in the student records
area.

Responsible for schedules cancellation process and notification of students and faculty
Responsible for reinstatement procedures.

Responsible for development of departmental goals and objectives, long-range
planning for department, monitoring and quantifying departmental goals and
objectives, and fulfilling those goals and objectives.

Responsible for faculty requests related to student records.

Responsible for managing publication of catalogues and schedule of classes.
Responsible for making decision on all student appeals related to academic records
such as drops, adds, grade appeals, withdrawals, and graduation & consults with the
respective heads of Departments.
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Responsible for grade processing, academic probation and suspension processing, and
timely student notification of grades via and the students’ banner.

Contributes to the effective team management of all relevant problems, issues and
opportunities.

Supervises pre-registration, drop/add, declaration of pass/fail and audit, and
maintenance of all registration programme in cooperation with admission office
personnel.

Supervises maintenance and accuracy of all students’ records including posting major,
minors, advisors, intended graduation dates, etc...

Supervises mid-term and end-of-term grade processing.

Within legal limitations and college policy, make records available and accessible to
students, faculty, advisors and other authorized Abu Dhabi Polytechnic personnel.
Supervises archiving of records through microfilm (when available).

Generation of reports and statistical data as requested, internal and external.
Processes applications for admissions. Ensures compliance with administrative policies
and procedures. Assists students with the completion of forms. Reviews and verifies
from for completeness and accuracy.

Establishes and maintains student files, ensuring all personal, financial and academic
records are kept current and accurate. Monitors student records to ensure compliance
to academic regulations and programme requirements for graduation.

Minimum Job Requirements:

Bachelor’s Degree in student services, educational administration or a related area.
Master’s degree preferred.

3 years of direct experience or 5 years in related area. Ideally 5 years of direct
experience in a college as a Registrar.

Demonstrated understanding of the application of technology to deliver Records and
Registration services.

A positive attitude and ability to plan and adapt to change.

Ability to collaborate effectively with college departments and cross-functional teams.

Excellent oral and written English essential.

Spoken and written Arabic.

Proven record of successful supervisory experience in a people-oriented environment.

A proven record in working successfully with diverse populations.

Knowledge, Skills and Abilities required:
The position requires an experienced employee who can work under pressure and:

Can prioritize workloads, delivering on time

Possess strong analytical and information organizational skills

Excellent Interpersonal skills

Proven Time Management skills

An effective Team member

A confident multitasker

Can manage projects

A logical and methodical documenter

Keeps up to date with current trends by reading manuals, technical reports, periodicals
etc.

Abu Dhabi Polytechnic | Policies and Procedures Manual Page 54 of 322

Version 7 Updated September 2017



1.14.16 Career Counsellor Coordinator

Reports to: Senior Coordinator of Student Services

Supervises: NA

Purpose: Reporting to Senior Coordinator of Student Services, the Career Counselor
Coordinator facilitates students in identifying realistic and achievable employment goals. The
Career Counselor Coordinator will be responsible for establishing and maintaining links with
local employers so as to facilitate opportunities for students graduating from the Abu Dhabi
Polytechnic. Additionally the role will involve academic advice and advice on further learning
opportunities to enhance the graduates potential in the workplace.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behaviour;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Interview students to obtain employment history, education background and academic
goals.

Administer and interpret tests designed to determine the interests, aptitudes and
abilities of students.

Collect labor market information for students regarding career choice and skill
requirements.

Counsel students on academic related issues.

Assist students with completion of various components of the application process for
training.

Keeping up to date on programme changes and current labor market trends.
Implement and manage academic and career fairs and visits.

Manage a fairly large caseload.

Ensure all files are complete and consistently current.

Implement and maintain Abu Dhabi Polytechnic’s Quality Assurance policies and
procedures through application audit and continuous client feedback.

Act as an Ambassador for Abu Dhabi Polytechnic, fostering relationships with both
community and commercial representatives.

Minimum Job Requirements:

Minimum Bachelor’s Degree, preferably in Academic Guidance, Counseling or a related
field.

Ideally @ minimum of 5 years within a similar role in an educational environment.
Excellent oral and written English essential.

Spoken and written Arabic helpful but not essential.

A skilled personality profiler using the appropriate psychometric assessment tools.
Ability to guide students to recognize their strengths and weaknesses and support them
to acknowledge the same.

Ideally some teaching experience.

A skilled CV writer.

Ability to utilize all media for the enhancement of the job role.
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Knowledge, Skills and Abilities required:

The position requires a mature individual who can easily relate to youth.

Has a calm disposition.

Has an engaging personality.

Is a sound negotiator who can sell the benefits of youth employment to potential hirers.
Is a good listener.

Is not judgmental.
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1.14.17 Library Coordinator

Reports to: Senior Coordinator of Student Services

Supervises: NA

Purpose: The Library Coordinator is responsible for the day to day operations of the facility,
ensuring collection availability and development, supported by service provision, in meeting
the information needs of staff and students of Abu Dhabi Polytechnic.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Assists in the management, selection, acquisition and maintenance of Learning
Resources Center (LRC) collections.

Assists students in the development of information literacy & lifelong learning skills.
Facilitate the integration of information literacy skills development within the
curriculum.

Acts as an advocate for information literacy across all programme areas.

Works with faculty to develop LRC materials that enhance course offerings.

Conducts training in research skills, develops information literacy skills tutorials.
Develops electronic resources for students.

Assists students and faculty in the use of automated information systems.

Provides reference and information services to library users.

Promotes reading for educational and recreational purposes.

Promotes LRC services and resources to students and faculty.

Participates in the ongoing development and maintenance of the LRC website.

Assists in the supervision of students as appropriate.

Maintain statistics & reports including the supplies inventory and compile supply orders.
Provide technical and trouble-shooting support for LRC users.

Minimum Job Requirements:

Graduate or post-graduate degree in Library and Information Science from a CILIP or
ALA accredited institution, or equivalent.

At least three years experience, preferably in an educational setting.

Fluency in written and spoken English, Arabic an advantage.

Proficiency in MS Office and ICDL certification is a must.

Experience in the use of integrated library systems.

Knowledge, Skills and Abilities required:

Strong interpersonal and public relations skills.
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1.14.19 Senior Coordinator of Support Services

Reports to: Senior Manager, Student and Support Services

Supervises:
e Coordinator, Human Resources Personnel
e Coordinator, Information Technology
e Coordinator, Facilities

Purpose: The Senior Coordinator of Support Services provides high quality leadership to the
facilities support staff at Abu Dhabi Polytechnic. The Senior Coordinator of Support Services
will hold responsibility for leading the implementation of facility infrastructure that support the
teaching and learning staff in the realization of the Abu Dhabi Polytechnic mission.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

¢ values collaboration, teamwork and self;
e encourages ethical behavior;
e facilitates life-long learning;
o utilizes technology.
Duties and Responsibilities:
e Manage the facilities support staff.
e Plan and implement a range of strategies to integrate better Abu Dhabi Polytechnic
infrastructure into the workplace or Higher Education.
e Ensure that facilities technicians provide effective individual and staff services to
alleviate problems with Abu Dhabi Polytechnic infrastructure.
e Coordinate and provide leadership to the Support Services staff to ensure effective
communication with parents and stakeholders.
e Function as a key partner with local industry.
¢ Facilitate the development and implementation of Abu Dhabi Polytechnic facilities needs
to support curriculum and project planning with the faculty and staff.
e Act as a role model for the support services team through managing the infrastructure
environment, maintaining records, collaborating with faculty and staff, promoting staff
development and developing themselves in a pro-active manner.

Minimum Job Requirements:

e Degree in a field related to facilities maintenance such as engineering, Masters is
preferred.

e Minimum of 5 years of successful teaching experience and two years successful
academic supervisory experience (with similar experience in post secondary
management).

e Experience with teacher support and/or career development planning.

Knowledge, Skills and Abilities required:

e Committed to innovation in Teaching and Learning support initiatives, with a positive
“can do” attitude and willingness to promote life-long learning across IAT.

e Well versed in the learning paradigm and project based learning.

e Strong written and verbal communication skills, good interpersonal skills and an ability
to work with diverse groups of people.

e Sound understanding of technologies that support educational development and
current with technology developments.
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1.14.20 1IT Coordinator

Reports to: Senior Coordinator of Support Services

Supervises: NA

Purpose: The IT Coordinator will be responsible for general maintenance of defined computer
equipment and for the resolution of identified technical problems, as well as undertaking
general tasks which will promote the use of IT across the curriculum.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Manage and maintain a safe, orderly, purposeful and productive working environment.
Responsible for the accurate, timely preparation and presentation of specialist
equipment, resources and materials.

Demonstrate and assist others to use specialist equipment and materials and provide
highly specialized advice and guidance as required.

Comply with policies and procedures relating to protection, safety, security,
confidentiality and data protection, reporting any concerns to the appropriate person.
Install and test new software and make software available to appropriate users.
Check new computer and IT equipment on arrival and install as appropriate.

Liaise with the designated person responsible for the maintenance of the inventory.
Supervision and maintain computer peripheral equipment such as scanners, printers,
whiteboards, projectors; ensure that these are prepared and ready to be used.

Assist the staff in the deployment of computer hardware around Abu Dhabi Polytechnic.
Keep a log of all technical faults.

Liaise with customer support units and school service desks to resolve faults speedily.
Liaise with external suppliers for the repair of equipment under warranty or
maintenance contract.

Set up, maintain and remove user network accounts where appropriate (Win 2003,
2007 and Macintosh environments).

Carry out routine network maintenance tasks and troubleshoot local servers and
workstations specially MAC, DELL and HP models.

Be familiar with the network infrastructure (cable and patch panels, hubs, Cisco
switches, Cisco wireless access points, Cisco IP phones and Cisco routers) and keep a
log of any damage to it.

Follow supplier’'s recommended procedures.

Undertake any other similar duties as required.

Minimum Job Requirements:

Bachelor Degree/Higher Diploma in computer science/ engineering
Minimum 5 years of relevant experience.
MCSE, CCNA and APPLE support certifications are preferable.
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Knowledge, Skills and Abilities required:

Microsoft Office Suite.

PC and MAC Hardware and Peripherals.

PC and MAC Operating Systems and Application Software.
Familiarity with LAN networking protocols.

Microsoft Active Directory delegated domain administration.
Apple Open Directory delegated administration.

Be able to work on their own initiative.

Demonstrate practical knowledge and problem-solving strategies.
Have high quality inter-personal skills.

Keep abreast of new developments in software and hardware.
Be honest and trustworthy.

Be respectful.

Possess cultural awareness and sensitivity.

Be flexible.
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1.14.21 1IT Technician

Reports to: IT Coordinator
Supervises: NA

Purpose: The IT Technician functions as part of the IT services team and will primarily
manage, administer and maintain the institute network and related infrastructures.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Advises and makes recommendations on improving performance and on providing
additional and enhanced network solutions.

Liaises with the Directorate network team on WAN and networking issues.

Designs, implements and manages college network and related security requirements.
Maintains a professional awareness of current best practice in the field of IT.

Provides training to fellow team members and staff as required.

Monitors and reports.

Supports and troubleshoots the network infrastructure on a daily basis. Maintains
disaster recovery plans, performs network monitoring and ensures accuracy of network
documentation. Submits periodical reports and analysis such as traffic patterns,
utilizations, etc.

Minimum Job Requirements:

Bachelor’s Degree in Computer Science.

Current IT Certification is essential.

Excellent written and spoken English skills.

Minimum of three years relevant IT work experience in managing network operations.
Experience in educational setting would be an advantage.

Knowledge, Skills and Abilities required:

Extensive knowledge and experience in networking/wireless technologies and
equipment including:

a) TCP/IP, Internet technology, standards and routing protocols.

b) Routers, switches, firewalls, IDA/IPS, content delivery and web filtering.

c) Network management, security and authentication systems.

d) PABX systems, Voice over IP and IP Telephony.

e) Audio and Video conferencing systems including ISDN.

f)  Windows 2000 and 2003, Linux, Novell, Oracle Database, DNS and Novell.
Demonstrated capacity and capability to work independently and in teams in a
multicultural environment.

Ability to work on several projects simultaneously under strict deadlines and under
pressure.

Displays a strong work ethic and be committed to continued professional development.
Is innovative and creative in finding solutions to address network challenges within the
institute.

Displays a professional appearance and manner and has a developed sense of customer
service.
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1.14.22 Facilities Coordinator

Reports to: Senior Coordinator of Support Services
Supervises: Health and Safety Officer

Purpose: The Facilities Coordinator may be expected to work outside of ‘normal’ office hours
(subject to requirement) to ensure that Abu Dhabi Polytechnic functions -effectively,
economically and safely. They control all cleaning, security, catering and maintenance contract
staff, ensuring service provision is of high-quality and in accordance with Abu Dhabi
Polytechnic procedures and standards.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

e Manages Abu Dhabi Polytechnic’s facilities, physical resources and support functions
through well-defined procedures, on-going evaluation, and effective planning.

e Supervises the construction of new building, develops and implements an annual
facilities management plan including: the facility, furniture and equipment
requirements to meet international standards.

e Supervises cleaning, security, catering and all maintenance contract staff, ensuring
service provision is of high-quality and in accordance with Abu Dhabi Polytechnic
procedures and standards.

e Liaises on behalf of Abu Dhabi Polytechnic with contractors to undertake services
required on an ongoing basis.

e Develops an annual operating and capital budget request and effectively communicates
the proposal to Administrative Manager.

e Controls and monitors cost center expenditures against budget allocations in line with
the Abu Dhabi Polytechnic policies and procedures.

e Coordinates with IAT Procurement Section for the purchases of capital equipment and
supplies including management of all stages of the tender process in accordance with
current procedures.

e Implements procedures to control and manage all Abu Dhabi Polytechnic assets
including capital and consumable supplies within Abu Dhabi Polytechnic.

e Manages all contract services including catering, cleaning and security, air conditioning
system, firefighting equipment, and elevator.

e Establishes implements and reviews all health and safety standards addressing, in
particular, emergency evacuation, first aid and health emergencies.

e Directs training of workers to improve work performance and acquaints employees with
the Abu Dhabi Polytechnic policies and procedures.

Minimum Job Requirements:

Bachelor’s degree in Business Management or equivalent.
Minimum 5 years of experience in facilities projects.
Some facilities planning experience an advantage.
Excellent oral and written English is essential.
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e Spoken and written Arabic an asset.

Knowledge, Skills and Abilities required:

The position requires an experienced employee who works under pressure and:
Can prioritize workloads, delivering on time.

Possess strong analytical and information organizational skills.

Excellent interpersonal skills.

Proven time management skills.

An effective team player.

A confident multitasker.

Can manage projects

A logical and methodical documenter.

Keep up to date with current trends by reading manuals, technical reports, periodicals,
etc.
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1.14.23 Health and Safety Officer

Reports to: Facilities Coordinator
Supervises: NA

Purpose: The Health and Safety Officer is responsible for monitoring workplace health and
safety risks and hazards, advising Division/Unit Heads, faculty, and all other staff on how to
minimize or eliminate these risks and hazards, and carrying out health and safety audits as
required.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

e Supports Abu Dhabi Polytechnic’s quality assurance on health and safety matters.

e Coordinates the health and safety audit process.

e Meets on a regular basis with Abu Dhabi Polytechnic’s staff to identify and eliminate,
as much as reasonably practicable, risk and hazards.

e Liaises with Facilities Coordinator to ensure all contractors are working safely when on
Abu Dhabi Polytechnic premises.

e Creates a safe and ensure learning and teaching environment.

e Provide necessary training to all staff as required.

e Maintain an awareness of all health and safety issues especially when work is taking
place around the buildings and members of staff, trainees and the public are present,
ensuring that all policies for all health and safety related matters are adhered to.

e Contribute in a positive manner to the implementation and management of an effective
Heath and Safety Policy for all areas of the Abu Dhabi Polytechnic buildings.

e Ensure compliance to the statutory and policy requirements, paying particular attention
to ensure that all fire equipment, signs and alarms are checked and maintained in good
order and are correctly located in accordance with current documentation.

e Assist in the implementation of and adhere to the current policies and procedures for
all security related matters.

e Contribute to the management of effective and efficient policies and procedures for
safe working practices for staff and trainees.

e Operate an agreed system of key management/access control.

e Assist in the management and implementation of the car parking policy, including the
control of car parking as and when required.

Minimum Job Requirements:

Bachelor’s degree in Business Management or equivalent.

Minimum 3 years of experience in health and safety environments or projects.
Some facilities planning experience an advantage.

Excellent oral and written English is essential.

Spoken and written Arabic an asset.
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Knowledge, Skills and Abilities required:

The position requires an experienced employee who works under pressure and:
Can prioritize workloads, delivering on time.

Possess strong analytical and information organizational skills.

Excellent interpersonal skills.

Proven time management skills.

An effective team player.

A confident multitasker.

Can manage projects

A logical and methodical documenter.

Keep up to date with current trends by reading manuals, technical reports, periodical,
etc.
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1.14.24 Human Resources Coordinator

Reports to: Senior Coordinator of Support Services
Supervises: Public Relations Officer

Purpose: The Human Resources (HR) Coordinator plans, supervises, and executes the
necessary activities to ensure that Abu Dhabi Polytechnic HR is managed in a planned, efficient
and confidential manner based upon best practice. They build and maintain staff satisfaction
levels by ensuring that all matters relating to staff welfare e.g. benefit payment,
accommodation, healthcare and any other non-job related issue never become cause for
concern. They act as a portal for the dissemination of information on all issues relating to HR
and welfare whether from the Abu Dhabi Polytechnic level, Directorate or Government.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Ensure the effective and efficient operation of all aspects of HR Services at the Abu Dhabi
Polytechnic which encompasses the following:

e Research, design and implement HR best practice policies and procedure for the benefit
of Abu Dhabi Polytechnic.

e Advise Abu Dhabi Polytechnic staff and Management on matters relating to IAT HR
Regulations, Regional Employment law and current HR best practice.

e Ensure the maintenance of HR records, including all aspects of holiday, special leave
and sickness is recorded accurately and appropriately. Ensure that all documents
required by the auditors are provided by staff and copies are maintained in personnel
file.

e Ensure that development and maintenance of the payroll is carried out and staff
benefits are paid on time. Liaise with Directorate payroll section regarding payment of
vacations, sickness and benefits.

Participate in disciplinary reviews, sensitive staff meetings.

Advise and counsel staff members as and when required.

Monitor increment payments, renewal and termination of contracts.

Generate and monitor payment of additional duty and leave assignment payments.

Monitor and ensure information and documentation of the Medical Insurance policy is

implemented. Liaise with the directorate healthcare liaison officer regarding the

facilitation of staff enrolments/resignations from the healthcare policy

e Where appropriate, arrange and conduct interviews with candidates, liaise with
recruiting supervisors, ensure reference checks are obtained for all candidates. Liaise
with Directorate recruitment section.

e Ensure smooth recruitment and arrival process of new hires including flight and hotel
booking. Ensure housing and visa arrangements are carried out by appropriate officers.

e Develop and coordinate orientation initiatives for new staff at a social level and liaise
with faculty concerning teaching orientation.

e Ensure a smooth exit process for departing staff ensuring that all exit requirements are
met and end of service payment have been received. Liaise with the Housing and PRO

Officer to ensure accommodations are vacated and residence visas cancelled.
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e Ensure that all staff are informed of policy changes and other general information
concerning the Human Resources area and staffing issues.

e Ensure Job Descriptions are reviewed and updated on a regular basis.

e Participate and play an active role in any committees set up by the Central Human
Resources Department, Abu Dhabi.

e Maintain an ‘open door’ policy to deal with all staff HR and welfare issues. Direct staff
to the appropriate source of information or help if unable to deal with the issue or seek
the help or information on their behalf. The HR Officer should maintain an ‘in your
shoes’ approach to staff at all times.

e Must respond to staff requests swiftly, effectively and maintain communication to
resolution.

e Act in a welfare capacity on issues relating to staff/family health issues. Occasionally
deal with death in service issues.

Minimum Job Requirements:

Bachelor’s degree in Human Resource Management or equivalent.

Excellent oral and written English essential.

Spoken and written Arabic helpful but not essential.

Minimum 5 years Human Resources related experience.

Proven experience managing and supervising a busy Human Resources department.
Ideally experience operating within a multicultural environment

Computer literate

Knowledge, Skills and Abilities required:

The job requires tenacity and the ability to multitask.

Patience and determination are a must

Ability to track work and work through to resolution.

Requires high degree of professionalism and the ability to deal with all matters with the

utmost confidentiality and diplomacy.

Ability to remain calm under pressure

e Ability to deal with employee situations that may be of a delicate nature and very
personal with the utmost sensitivity.

e Strong requirement to work and make decisions independently.

e Must be able to file accurately

e Must be able to use mainstream software i.e. Word, Excel PowerPoint etc.
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1.14.25 Public Relations Officer

Reports to: Human Resources Coordinator
Supervises: NA

Purpose: Reporting to the HR Coordinator, the Public Relations Officer will be responsible for
ensuring that all staff employed by Abu Dhabi Polytechnic has the legal right to do so by
facilitating the visa process for an employee and family’s initial entry to the UAE and
subsequent residency. The PRO gives help and advice to staff on government related issues.
The public relations officer actively seeks accommodation on behalf of incoming staff and will
assist the staff member with contract negotiation and contract resolution issues. The PRO
liaises with the social orientation programme for new arrivals which will involve airport pick-
up’s and may involve shopping trips, opening bank accounts sourcing furniture, assisting with
school placements etc and the departure process for resigning staff which will involve housing
checks and clearances.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behaviour;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

e The primary role is to ensure that all personnel employed within the Institute of Applied
Technology are legally entitled to do so.

e On receipt of documents from Personnel Department, complete necessary
documentation to secure employment visas for new staff either from overseas or who
do not have residency, this must be done before they arrive

e For overseas employees the PRO will ensure that the employment visa is deposited at
the arrival point (usually the airport) for collection

e For residency visas and transfers, the PRO will prepare the required documentation
and will escort the new arrival/transfer through the required medical process. The
process should take no more than 5 days.

e The PRO will prepare documentation and advise staff on the visa renewal process

e The PRO will be responsible for the budget allocated for the costs of acquiring or
renewing visas

e The PRO will act as focal point for queries related to visa sponsorship for
dependants/maids

e The PRO will give advice and assistance on all government matters relating to
Immigration, Traffic Department, import of pets etc.

e The PRO will act as liaison between all governmental departments and staff, will

mediate on legal matters, for example traffic accidents, jail sentences, and hospital

admissions and will assist with the process of repatriation or internment of human
remains.

The PRO will ensure that the visa is cancelled/transferred for all departing employees

Identifying suitable accommodation for incoming staff

Negotiating fair leases

Ensuring fairness during tenancy

Where the tenancy is held by IAT, the incumbent should liaise with the landlord on

issues relating to the tenancy agreement and any maintenance issues.
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The PRO will ensure that the property is maintained in a habitable state by the tenants
and that any damage or undue wear and tear is repaired prior to leaving or at least is
paid for.

The PRO will also be responsible for ensuring that all utility bills attached to the property
are paid before departure

Minimum Job Requirements:

Ideally educated to Bachelor level

Native Arabic speaker with excellent written and spoken communication skills
Ideally Fluent in both spoken and written English

Ideally 3 years of related experience within a similar role

Experience within a customer focused environment

Experience with Government Departments

Knowledge, Skills and Abilities required:

The position requires an experienced employee who can work under pressure and

Can prioritize workloads, delivering on time

Excellent Interpersonal skills

Proven Time Management skills

A confident multitasker

An effective mediator

Can quickly evaluate a situation and provide effective solutions
Ability to work alone or as part of a team

A keen negotiator.
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1.14.26 Nurse

Reports to: Senior Coordinator of Student Services
Supervises: NA

Purpose: The Nurse is responsible for the day to day health care needs of students and
facility, ensuring immediate care is availability and can access emergency services when
needed in an expeditious fashion.

Context: Abu Dhabi Polytechnic is a learning organization. As such, all employees strive for
personal and institutional development within a culture of effectiveness that:

values collaboration, teamwork and self;
encourages ethical behavior;

facilitates life-long learning;

utilizes technology.

Duties and Responsibilities:

Assists in the daily health care of students, faculty, and staff.

Assists students in health care advice.

Facilitates the integration of health information within the curriculum.

Acts as an advocate for healthy living across all programme areas.

Works with faculty to develop health-related materials that enhance course offerings.
Conducts training in emergency preparedness and procedures.

Develops electronic resources for students.

Assists students and faculty in the use of automated health information systems.
Provides reference and information services to library users.

Promotes reading for educational and recreational purposes.

Maintain statistics and reports including the supplies inventory and compile supply
orders.

Minimum Job Requirements:

e Graduate or post-graduate degree in health-care related field, or equivalent.
e At least three years experience, preferably in an educational setting.
e Fluency in written and spoken English, Arabic an advantage.

Knowledge, Skills and Abilities required:

Knowledgeable about the health care profession and its practice.
Mature individual who can easily relate to youth.

Has a calm disposition.

Strong interpersonal and public relations skills.
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1.15 Multiple Campus Policy

1.15.1 Description of the Policy

This policy describes the approach taken to provide academic and administrative consistency
in the delivery of programs at ABU DHABI POLYTECHNIC premises in both Abu Dhabi and Al
Ain campuses.

1.15.2 Rationale

The academic profile of each campus is planned according to the Abu Dhabi Polytechnic’s
strategic objectives to be responsive to the needs of its community and to offer the best

possible educational experience to the students at that campus. Therefore, the academic
profile of campuses will have areas of shared curriculum as well as shared administrative
function.

The rationale for improved levels of cross-campus consistency, as set out in these guidelines,
includes:
e Strengthening the overall academic profile and improving teaching and learning
outcomes in both campuses

e Facilitation the student transfer process from one campus to the other
e Providing the preconditions for vibrant, engaged courses and programs
e Benefiting students through consistent standards and expectations in both campuses.

e Using more effectively staff expertise in both AD and AA and the investments in
educational resources

e Aiding the marketing of the Abu Dhabi Polytechnic’s programs in AD and AA.

1.15.3 Practice Title

Where a program is offered on more than one campus, it will have an identical title and will
lead to an identical award, as approved by the Academic Committee. The program offerings
on each campus may have a separate program code to aid administration.

Program Structure

Where a program is offered on more than one campus, it will have identical admission
requirements. The program will also have identical degree requirements which prescribe the
program’s length, total credit points and general organization. The structural framework of the
program (not content), in terms of core requirements, the contribution of academic plans
(majors, minors, specializations, strands, streams, teaching areas) and the credit points
available for elective study, are identical. The General Requirements and core requirements
will comprise of an equivalent set of courses for both campuses.

1.15.4 Sequencing and Mode of Offer

The sequencing of courses within the program is identical on both campuses.

Courses

Courses offered in both campuses are identical. Identical means that the course will have the
same title, the same credit points and the same learning outcomes. The content will be

equivalent to the extent necessary to support the learning outcomes. The assessment will be
conducted to ensure equivalent outcomes and standards. The course code will be identical.
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For a given semester there shall be only one course outline per course code. The course outline
is to contain information which is specific to each campus location.

In cases other than courses comprising the core requirements of a program, courses offered
on different campuses will have identical learning outcomes and equivalent content. In these
cases, also, the courses will be identified as a single course and will be equivalent across the
campuses.

Where a course is offered on more than one campus, there will be mechanisms to ensure that:

e There is appropriate communication between the teaching teams at each campus. This
is done through the Course Coordinator the teachers themselves and the Head of
School with the weekly meetings with the staff in AD and AA through the video and
telephonic conferencing

e The teaching resources are consistent between the campuses; ( Courses are
coordinated by one academic who leads the team on both campuses one relation to
one course).

e The assessment standards are consistent; (Each course has identical assessment items,
weighting and timing of assessment. Exams are run at the same time and on the same
day, inter-rater reliability is checked prior to marking commencing and all fail grade
work is cross marked to ensure inter-marker reliability).

e Course evaluation is conducted in a consistent manner and evaluation results are
reviewed across campuses by the Course Coordinator;

e The course outlines are maintained as consistent documents. (Courses are coordinated
by one academic who leads the team on both campuses one relation to one course).

1.15.5 Moving between Campuses to take Preferred Majors or Electives

Where a program is offered on a campus, then the student must generally be able to undertake
a study program which satisfies the requirements of the degree at that campus. If there is a
requirement for students to travel to another campus for personal reasons, the rationale for
this must be approved by the Academic Committee and the requirement must be
communicated clearly to students at the time of their admission.

For management of resources across the campuses, students admitted to a program will
generally be admitted to the program at a particular campus. Students wishing to change to
another campus must apply for transfer via an internal transfer application.

1.15.6 Role of Course Coordinator

Course Coordinators are responsible for overseeing the administration of academic courses at
all campuses and teaching sites. This ranges from pre-semester planning to ensuring that all
lecturers deliver the teaching and assessment of courses to students to a high and consistent
quality and standard, moderating assessment across campuses and managing final student
results. The Course Coordinator ensures:

e That there is a clear articulation of both learning objectives for the unit, and
assessment procedures for each item of assessment, which are understood by all
teachers in both sites.

e All teachers in both sites contribute to the development of all items of assessment
including the preparation of examination questions and sighting of the final
examination.

e Through implementation of strategies, equivalence of assessment standards across
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1.15.7

campuses.

To ensure demonstrably equivalent assessment tasks with identical weights are
undertaken by all students at all campuses;

To ensure assessment tasks do not disadvantage any student campus cohort.

To ensure comparability of assessment between markers. A range of techniques will
be used to ensure the equivalence of assessment across both campuses including:

Using a detailed written marking guide for each item of assessment;
Training of assessors to ensure a common interpretation of the marking guide;

Using one assessor or assessment team for each item of assessment across all
campuses where such arrangements are practicable;

Second-marking a selected sample of items of assessment to validate assessment
standards and interpretation of the marking guide across campuses;

Exchanging samples of graded items of assessment between assessors;

Review randomly the results obtained by each campus cohort for each assessable
task to ensure equivalence and comparability.

Role of Head of Department

Head of Department must be aware of all activities, minor breakdowns or needs for resources
in relation to any course offered by their Program at all venues. The Head of Department
stationed in AD shall make sure that policies relating to consistency across campuses are
implemented:

1.15.8

There will be only one unit outline for all courses. The unit outline is to contain
information which is common to both campuses.

There is appropriate communication between the teaching staff at each campus;

The assessment tasks and standards are equivalent and are reviewed across
campuses;

The teaching resources are comparable between the campuses, and are shared
between the campuses where relevant;

The unit evaluation is conducted in a consistent manner and that evaluation results
are reviewed by the course convener who may be stationed in AD or AA.

The Role of Abu Dhabi Polytechnic Director

The Abu Dhabi Polytechnic Director ensures consistency between both campuses through the
Management Committee that ensures the representation of key administrative and academic
personnel from both AD and AA.
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1.15.9 Guidelines for Cross-Campus Consistency

This policy describes the approach to be undertaken by course and program designers in
order to achieve improved levels of cross-campus consistency in academic planning,
including program titles, program structural frameworks, core curriculum, majors, and
electives and credit.

1.15.10 Rationale

The academic profile of each campus is planned according to the Abu Dhabi Polytechnic’s
strategic objectives to be responsive to the needs of its community and to offer the best
possible educational experience to the students at that campus. Therefore, the academic
profile of campuses will have areas of shared curriculum as well as campus specific
specialisations.

The rationale for improved levels of cross-campus consistency, as set out in these guidelines,
includes:

e Strengthening the overall academic profile and improving teaching and learning
outcomes;

e Providing the preconditions for vibrant, engaged courses and programs;
e Benefiting students through consistent standards and expectations;

e Using more effectively staff expertise and the investments in educational resources;
and

e Aiding the marketing of the Abu Dhabi Polytechnic’s programs.

1.15.11 Applicability

Where two programs have the same or substantially similar learning outcomes, these
programs will be considered to be a single program, even though they may be offered on
different campuses.

The decision on whether a program will be offered on more than one campus is a strategic
decision made in the context of the ABU DHABI POLYTECHNIC Academic Plan, the strategic
profile of the campuses and the relevant Division’s strategic priorities for its academic profile.

Where the decision is made to offer a program on more than one campus, these guidelines
will apply.

These guidelines apply to undergraduate and coursework postgraduate programs.

1.15.12 Principles

Maximum use of Expertise

Abu Dhabi Polytechnic will bring the widest set of expertise available within the Abu Dhabi
Polytechnic and its affiliates to contribute to the program, sharing best practice in pedagogy,
curriculum and educational resources and contributing to continuous improvement of the
program.

Efficient use of Resources

The Abu Dhabi Polytechnic will promote the efficient use of its resources — physical, staff,
curriculum and educational resources — through optimizing the consistency in program
structure, curriculum and course content across campuses.
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Coherence and Consistency of Presentation
The Abu Dhabi Polytechnic will present a coherent and consistent image to:

e Potential students
e Current students

e The external community including parents, advisors, schools, employers and
accrediting bodies.

1.15.13 Practice

Title

Where a program is offered on more than one campus, it will have an identical title and will
lead to an identical award, as approved by the Academic and Assessment Committee. The
program offering on each campus may have a separate program code to aid administration.

Program Structure

Where a program is offered on more than one campus, it will have identical admission
requirements. The program will also have identical degree requirements which prescribe the
program’s length, total credit points and general organization. The structural

framework of the program (not content), in terms of core requirements, the contribution of
academic plans (majors, minors, specializations, strands, streams, teaching areas) and the
credit points available for elective study, should be consistent. The core requirements will
comprise an equivalent set of courses.

Distinct Academic Plans

A campus offering of a program may include one or more academic plans (majors, minors,
specializations, strands, streams, and teaching areas) which are distinctive to that campus.
This is not only permissible but in appropriate situations it is highly desirable.

The fact that a particular academic plan is only offered at a particular campus must be
clearly communicated in program information for prospective students.

Sequencing and Mode of Offer

There is no requirement that the sequencing of courses within the program be identical on
all campuses, provided that the sequence of courses is consistent with pre-requisite
requirements.

There is no requirement that the mode of offer of the program on multiple campuses be
identical in terms of intensive teaching periods, summer semester offerings, on line courses,
courses timetabled to suit part-time students, and so on.

Electives

Not all elective courses are required to be offered at each campus, but the courses which are
listed in the program structure as recommended or specified electives will include the
electives available on each campus.

Courses
When a program is offered on more than one campus, the courses which comprise the core
requirements of the program shall be equivalent at each campus.

Equivalent means that the course will have the same title, the same credit points and the
same learning outcomes. The content will be equivalent to the extent necessary to support
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the learning outcomes. The assessment will be conducted to ensure equivalent outcomes
and standards. The course code will be identical.

For a given semester there shall be only one course outline per course code. The course
outline is to contain information which is specific to each campus location. More detailed
course information and campus specific information is available to students via Course
Coordinators.

In cases other than courses comprising the core requirements of a program, courses offered
on different campuses may have identical learning outcomes and equivalent content. In
these cases also, the courses will be identified as a single course and will be equivalent
across the campuses.

Where a course is offered on more than one campus, in our case Abu Dhabi and Al Ain
there will be mechanisms to ensure that:

e There is appropriate communication between the teaching teams at each campus;
e The assessment standards are consistent;

e The teaching resources are consistent between the campus, and are shared between
the campuses where relevant;

e Course evaluation is conducted in a consistent manner and that evaluation results are
reviewed across campuses;

e The course outlines are maintained as consistent documents.

1.15.14 Campus Specific Experience

The characteristics of a campus, its resources and community location may provide for an
educational opportunity for students on that campus which is not practicable for students at
other campuses. In such cases, it is permissible under these guidelines for a course based on
the campus specific experience to be included in the program structure at that campus, in
place of a course which is a core requirement at other campuses.

1.15.15 Suite of Related Programs

Where a program is part of a family of related programs, such as various exit points, Honors
programs, advanced programs, it is desirable that the full suite of related programs will be
offered on each campus where one of the programs is offered.

1.15.16 Moving between Campuses to take Preferred Majors or Electives

Where a program is offered on a campus, then the student must generally be able to undertake
a study program which satisfies the requirements of the degree at that campus or at another
campus. If there is a requirement for students to travel to another campus in order to meet
degree requirements, the rationale for this must be approved by the Academic and Assessment
Committee and the requirement must be communicated clearly to students at the time of their
admission. Abu Dhabi students can take clinical courses in Al Ain if they wish.

For management of resources across the campuses, students admitted to a program will
generally be admitted to the program at a particular campus. Students wishing to change to
another campus as their home campus must apply for transfer via an internal transfer
application.

A student may choose to take courses and/or academic plans at a campus other than the
student’s first campus. The Head of the Program in Abu Dhabi needs to organize with Al Ain
campus and his decision is final.
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SECTION 2 - STAKEHOLDER RELATIONSHIPS AND
SERVICES

2.0 Introduction

This section outlines the IAT's policies and procedures relating to its functions and relationships
with all of the stakeholders with whom it works.

Included in this section is the following:
e Funding agreements
e Project management
e Consultation
e Conferences
e Publications
o Website
e Media
e Sponsorship
e Complaints handling

e Privacy

2.1 Funding Agreements

Abu Dhabi Polytechnic is committed to maintaining positive working relationships with
stakeholders and meets all funding agreement requirements in a timely and efficient manner.

Liaison with funding agencies is the responsibility of the Director in the first instance, while
the Senior Manager of Student and Support Services, through the Finance Coordinator,
manages compliance issues.

Abu Dhabi Polytechnic’s funding agreements are maintained in the Finance Coordinator’s office
and access to funding agreements is by permission of the Director only. Staff or Board
members may take a copy of the original agreements for their own records but the Director
signed copy must remain with the Finance Coordinator.

2.1.1 Funding agreement terms and conditions

The terms of funding agreements are detailed in contracts signed between Abu Dhabi
Polytechnic and suppliers or partners. As a minimum these agreements will include the
following:

e Performance monitoring and evaluation arrangements.
e Specific function and performance indicators.

e Service specifications outlining goals and targets for the current funding period (or
beyond by special agreement).

e Compliance with relevant services standards and statutory requirements.
e Reporting requirements.
¢ Management arrangements (including delegated authority).
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e Staffing and volunteering (if applicable) arrangements.

e Confidentiality.

e Asset management, insurance and indemnity.

e Procedures in the event of a dispute or termination of funding agreement.
e Conditions under which termination of the agreement may be imposed.

Abu Dhabi Polytechnic is fully committed to meeting the performance targets specified in any
agreement into which it enters, and complying with the reporting requirements.

2.2 Project Management

The achievement of agreed goals and objectives is an important element of Abu Dhabi
Polytechnic’s operations. Such goals and objectives are found in all areas of Abu Dhabi
Polytechnic, from the education that post-secondary students undertake, to the creation of
learning programmes aimed at building or enhancing the economic prospects of the UAE as a
whole. At the same time Abu Dhabi Polytechnic is regularly involved in civil projects such as
building new colleges and campuses, or community projects such as aiding the civil powers
during national emergencies.

In deciding whether or not to pursue a particular project Abu Dhabi Polytechnic will consider
the following:

e Policy priorities. This involves an assessment of the project in terms of Abu Dhabi
Polytechnic’s policy priorities and Strategic Plan, the likely outcomes and impact of
the project, the urgency of the issue, and possible benefits for the Institute’s client
or key stakeholder base.

e Appropriateness of the Institute’s involvement. Consideration is given as to
whether Abu Dhabi Polytechnic can add value to the project, whether another
agency may be more appropriate, and what participation in the project offers to
Abu Dhabi Polytechnic in terms of staff development, resources, organisational
profile, and achievement of the Institute’s vision and mission.

e Potential risks to Abu Dhabi Polytechnic through participation.

e Effectiveness of Abu Dhabi Polytechnic, for example, does Abu Dhabi Polytechnic
have sufficient networks, capability, resources necessary to support the project
and ensure its success? More importantly is whether or not Abu Dhabi Polytechnic
will be capable of providing effective support to the project or if participation will
take resources and concentration away from other, more important, projects.

In the event that Abu Dhabi Polytechnic has a need to become involved in a project which
might only have long term strategic outcomes the above issues will be addressed as risks in
the planning and management of the project.

2.2.1 Project development

Staff of Abu Dhabi Polytechnic proposing a project should discuss the idea first with their direct
line manager or the Director. If it is agreed that there are sufficient grounds for investigating
the proposal further then the staff member is to complete a Project Proposal Form. This is
then forwarded to the appropriate director for discussion with the Director and, where
appropriate, the IAT Director General and/or Chairman of the Board.

When developing an argument for a proposal staff are to consider the impact of the project,
should it be approved, on other elements of Abu Dhabi Polytechnic. In particular is the
following:
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e Other staff. Will this project disrupt the work of other staff, cause them to be
diverted from projects on which they are currently working, or add undue pressure
on their existing workload?

e Financial and administration resources. Are there sufficient funds for the project
(remembering that there is always a long lead time between when projects
contracts are signed and the first payments begin to arrive)? Do we have sufficient
resources to support the project?

e Internal and external communications. How will others be informed, and continue
to be informed, about the project, their roles and responsibilities in its
implementation, and its impact on the overall strategic and business plans?

The issues that arise out of consideration of the impact the project may have on these areas
should be reflected in any documentation presented for consideration. The issues should be
discussed first with the staff members concerned and their thoughts included in the proposal.

All new projects require approval from the Director and in some instances from the IAT Director
General and/or Board of Trustees. Approval will not be given if there is a possibility that to do
so will be to the detriment to others projects and activities being undertaken across the
Institute.

2.2.2 Project management
The following policies and procedures apply to all projects:

Project Manager

All projects are to have one person who is ultimately responsible for the way in which the
project is designed, planned and managed. This person is the central contract for the project
and has the authority to make decisions on its behalf.

The project manager is responsible for ensuring the following:
e That the project is properly planned and resourced.

e The project is completed within the agreed timeframe, at a reasonable cost, and
to a standard acceptable to the end-user(s).

e Project staff are appropriately supervised and the work of consultants is managed
in accordance with agreements and contracts.

e The relevant financial and performance requirements are met.

e What was set out to be achieved is, at the conclusion of the project, what is
actually achieved.

e What is achieved is fit for the purpose to which it will be put.

Project Plan

The project manager is to submit a project plan to the next higher authority for approval
before the project commences. This plan is to incorporate the key elements of project planning
and management as defined in the Project Management Institute’s publication A Guide to the
Project Management Body of Knowledge ®.

A summary of the plan, detailing the scope of the project, milestones and key check points,
budget and key performance indicators, is to be given to the project manager’s line manager
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or director. The project manager is to provide regular updates on the status of the project
against this summary.

Record keeping

The project manager will provide the Finance Coordinator with a file containing the following
information:

e The original submission, including the budget submitted for funding.
e The budget.

e Any funding or contractual agreement, including agreements or contracts with
consultants.

e Any other relevant correspondence.

This file will form the central repository of financial and contractual records and the project
manager will ensure that any correspondence with the funding agency (if any) and consultants
are added to this file as the project progresses.

The Finance Coordinator will ensure that all correspondence received by them in relation to
the project is copied to the project manager.

Communications

The project manager will ensure that all relevant sections of the Institute are kept informed
about their role in the project, including timelines and quality expectations of the support they
are providing to the project.

The project manager will report regularly to the line manager or director on the progress of
the project. Any issues concerning bottlenecks or hold ups in support to the project are to be
highlighted and recommendations for alleviating them discussed.

Finalising the project

The project manager will ensure that all obligations under the funding and performance
agreement have been met and that all reports and publications have been finalised. A brief
evaluation of the project is to be conducted emphasising the aspects of the project that worked
particularly well, those which didn't, and any recommendations for future projects.

2.3 Conferences and Exhibitions

Conferences and exhibitions are essential forums through which Abu Dhabi Polytechnic
exchanges information internally and externally, builds networks and enhances professional
development at all levels of Abu Dhabi Polytechnic. Abu Dhabi Polytechnic manages an ongoing
programme of conferences and exhibitions according to the priorities identified in the Strategic
Plan.

Responsibility for the organisation and implementation of a conference or attendance at an
exhibition is delegated within the planning process. Often this may involve different staff
members taking responsibility for different tasks (e.g., speakers, venue preparation, marketing
and promotion etc.). Tasks which must be performed and therefore delegated to one or more
staff members generally include the following:

e Scoping the conference/exhibition — laying out clearly the purpose of the
conference or attendance at the exhibition, what expectations there are for being
involved, a draft budget and list of resources required, a timetable, and a risk
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management plan identifying potential barriers to the achievement of desired
outcome and what recommendations there are for managing them.

e Finances — developing a detailed budget and sourcing funds.

e Liaising with managers — for the release of staff, use of facilities and/or resources
etc.

e Approaching potential speakers.

e Seeking sponsorship.

¢ Arranging venues.

e Promoting the conference/exhibition.
e Registrations as appropriate.

e Design and development of support material — for example brochures, exhibition
stands, posters, presentation/lecture area, lighting etc.

e Preparing conference papers and kits.

e Organising materials to be taken to the conference, set up, distributed, and
collected afterwards and returned to storage.

e Preparing a post-conference/exhibition report.

The Finance Coordinator is responsible for coordinating and managing the budget in
consultation with the staff member(s) organising the event. The final budget for any
conference or exhibition must be approved by the Director prior to entering into any
agreements with exhibitors, speakers, venue management teams etc. The final programme
should also be approved by the Director before distribution.

2.3.1 Evaluation

Abu Dhabi Polytechnic routinely conducts an evaluation of any conference that it organises,
exhibitions it attends, or workshop that it arranges as a matter of good practice and continuous
improvement in line with the Institutional Effectiveness plan. The specific form of evaluation
may vary according to the nature of the activity or any requirement that a funding body, for
example, may have insofar as evaluation is concerned. Staff members who are delegated
responsibility for organising any of these activities need to take evaluation into account in the
planning process and allocate sufficient time and resources to effectively carry it out.

2.4 Publications

Abu Dhabi Polytechnic produces a range of publications, some for sale others available free of
charge. For example, conference papers and reports may be published if there is a significant
demand for them. A publication may be the result of a specific project or as part of a larger
project and will therefore be identified as part of the project planning process.

A Style Guide is available to assist staff with referencing Abu Dhabi Polytechnic publications,
however approval must be granted by the staff member’s supervisor before any material is
published on behalf of Abu Dhabi Polytechnic or bearing Abu Dhabi Polytechnic’s logo.

Abu Dhabi Polytechnic has in-house design and printing capability, however the supervisor’s
permission must be gained prior to sending anything to print. This means that approval
timeframes must be factored into the planning processes.
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24.1 Abu Dhabi Polytechnic Website

Abu Dhabi Polytechnic’s website is an important means through which Abu Dhabi Polytechnic
can provide information to the public, prospective students, and the community. For many
stakeholders the Abu Dhabi Polytechnic website is their first contact with Abu Dhabi
Polytechnic.

The website provides public information on Abu Dhabi Polytechnic, including information about
the Governance, staff, the Strategic Plan, social policies, upcoming activities, campuses, and
contact details. Submissions and conference papers are also often uploaded to the website.

The Web Manager is responsible for all web design, site content and maintenance. Staff
wishing to post information onto the website, or amend information which is currently there,
should contact the Web Manager in the first instance. However approval must be gained from
the staff member’s director before changes can be made to information found on the website
or any new information added.

2.5 Working with the Media

Abu Dhabi Polytechnic regularly uses the media to publicise its successes and provide
information regarding forthcoming events. The Director generally acts as media spokesperson
for Abu Dhabi Polytechnic. In some instances the IAT Director General or Chairman of the
Board will also act in this role, and in some cases the role will be delegated to another staff
member. All requests from journalists for comment by Abu Dhabi Polytechnic are to be referred
to the Director in the first instance.

Other Board members or staff of Abu Dhabi Polytechnic are not to represent Abu Dhabi
Polytechnic or provide information to journalists without authorisation from the Director or (in
their absence, the IAT Director General or Chairman). Staff members can provide background
information to journalists provided that they will not be quoted. Wherever possible, approval
must be received from the Director before any information is provided. Similarly, liaison with
government officials or politicians should only take place with the approval of the Director.

When seeking or responding to media coverage of issues, the Director will consider Abu Dhabi
Polytechnic’s strategic priorities, capacity to influence public debate, and the impact that such
media coverage will have on Abu Dhabi Polytechnic and its activities. The Director may
delegate other staff members to speak to the media or seek background information or consult
with other non-government organisations. Abu Dhabi Polytechnic does not, under any
circumstances, respond to issues that are outside of its scope of business and will not make
critical comment on other government agencies or government policy unless the issues have
been previously raised with, and approval to do so given, by the government.

2.6 Sponsorship

Abu Dhabi Polytechnic welcomes sponsorship for its events, or advertising in its publications,
from private companies, individuals, government agencies, or non-profit, non-government
organisations. Sponsorship is particularly when conducting conferences as it helps to reduce
the costs to Abu Dhabi Polytechnic for its participation.

In planning an event, Abu Dhabi Polytechnic considers the target audience, interested
stakeholders and potential sponsors. If it is deemed appropriate and beneficial to seek
sponsorship the Director will forward correspondence to potential sponsors outlining the event
and request for a contribution. This correspondence may be prepared by the staff member
organising the conference and forwarded to the Director for signature.

Abu Dhabi Polytechnic acknowledges the contribution of its sponsors. This may involve one or
more of the following:
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e Including the sponsor’s logo on conference kits and papers.

e Allowing the sponsor to set up a display at an event or hang a banner or posters.
¢ Acknowledging sponsorship in any opening and/or closing address; and/or

e Offering free participation to a sponsor’s representatives.

Abu Dhabi Polytechnic will not accept sponsorship or advertising from organisations or
individuals that are engaged in business which is unlawful, unethical, contrary to the beliefs of
the Emirati people, or damaging to public health and wellbeing.

Furthermore, Abu Dhabi Polytechnic will not accept sponsorship or advertising, or agree to any
conditions of sponsorship, which may compromise its independence or the purpose of the
particular publication or event.

2.7 Complaints Handling

Abu Dhabi Polytechnic recognises that complaints, grievances and disputes may occur within
an organisation. It also recognises that external bodies may need an avenue to raise
complaints or concerns they have with Abu Dhabi Polytechnic. Should they arise, complaints
and disputes will be handled fairly and efficiently in order to promote and maintain professional
standards and quality relationships between staff and with external bodies. Abu Dhabi
Polytechnic is also committed to ensuring that a positive work environment is maintained at
all times.

2.7.1 General principles
All complaints and disputes will be addressed promptly and within the guiding principles of:
e transparency;
e fairness;
e respect; and
e accountability.

All members and staff of Abu Dhabi Polytechnic are expected to work cooperatively as a team,
to acknowledge any dispute at an early stage, and to resolve any dispute in the most
constructive and positive manner possible.

Any conflict of interest arising from a dispute is to be declared and all steps will be taken to
ensure persons working to resolve a dispute are impartial. Members and staff are expected to
maintain confidentiality in relation to complaints and disputes.

2.7.2 Complaints involving staff

The Abu Dhabi Polytechnic Board of Trustees delegates responsibility for resolving complaints
or disputes involving staff member to the Director except in cases where they may have an
interest in the dispute either personally or professionally. In such cases the dispute will be
heard by the IAT Director General or Chairman or a Board member delegated to deal with it.

Where a staff member makes a complaint concerning another staff member, this will be dealt
with in accordance with the grievance procedure set out in Section 3 — Human Resource
Management. Where a complaint is made about a staff member by an employee of an external
agency then the matter will be dealt with by the Director General or Board member in the
following manner:
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e The employee about whom the complaint is being made is notified about the
nature of the complaint.

e The complaint will be investigated and all of the facts concerning the complaint
will be gathered.

e Witnesses (if any) to the incident about which the complaint is made are invited
to present their version of the events.

e The employee concerned is invited to respond to the complaint and any issues
raised by the complainant.

e If possible, and appropriate, both parties are brought together and an attempt is
made to mediate the dispute and resolve the matter to the satisfaction of the
complainant.

o If disciplinary action is required against the employee then this is carried out in
accordance with the procedures laid out in Section 3 — Human Resource
Management.

Complaints involving staff members should be recorded along with any actions taken to resolve
the issue. This record should then be placed on the personnel file of the individual concerned.

2.7.3 Complaints involving Board Members

Complaints against a Board member should be referred to the IAT Chairman of the Board. The
Chairman, or an approved delegate, will attempt to resolve the issue to the satisfaction of the
complainant. The Chairman or delegate will advise the person about whom a complaint is
being made of the notification and the nature of the complaint. Where the Chairman is the
subject of a complaint the matter should be referred to a member of the Executive Council.

If the matter remains unresolved, the Chairman or notified Board Member will raise the matter
at the next Board Meeting following notification of the member concerned. Depending on the
seriousness of the complaint the Board may:

e Deal with the matter at this Board Meeting by determining the appropriate action
to resolve the issue to the satisfaction of the complainant and the Board Member,
or

e Defer the matter to a special meeting of the Board or to a sub-committee of the
Board.

2.8 Abu Dhabi Polytechnic External Complaints and Feedback Policy

Abu Dhabi Polytechnic is committed to offering services to students, parents, clients, and the
community opportunities to provide feedback on their experience with the Institute or any of
its entities. Abu Dhabi Polytechnic values this feedback as it is a central platform in its
commitment to ongoing quality improvement through its Institutional Effectiveness
programme. Feedback and complaints are therefore handled in a prompt, fair, transparent and
consistent way.

28.1 Abu Dhabi Polytechnic Complaints and Feedback Policy — General
Principles

The following general principles underpin Abu Dhabi Polytechnic’s Complaints and Feedback
Policy:
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e Any person or organisation using the services of Abu Dhabi Polytechnic or affected
by Abu Dhabi Polytechnic’s operations has the right to submit to Abu Dhabi
Polytechnic any concerns they/it may have.

e Complaints procedures and a commitment to consider all complaints are simple
and easy to use, and are effectively promoted so that all people using Abu Dhabi
Polytechnic’s services have the opportunity to make a complaint should they wish
to do so.

e Service users, students, stakeholders and members of the community are entitled
to be heard and have their concerns addressed in ways that ensure open and
equitable access to the people and processes available to them, fairness in their
dealings with Abu Dhabi Polytechnic, accountability and transparency.

e Abu Dhabi Polytechnic recognises and acknowledges that the issue of a complaint
is important to the complainant and is never raised lightly. Abu Dhabi Polytechnic
is therefore committed to ensuring that the matter is treated seriously and the
person with dignity. Resolving complaints, where possible, to the satisfaction of
the complainant is the goal of the complaints process.

e Complaints will be dealt with in a timely manner and parties to the complaint will
be kept informed of progress of the complaint. Abu Dhabi Polytechnic procedures
will reflect principles of natural justice.

e Feedback data (both positive and negative) is considered in organisational reviews
and follow up. Board members, staff and students are aware of the procedures for
managing feedback and complaints.

Abu Dhabi Polytechnic takes a proactive approach, through its communications strategy, to
ensure all users of Abu Dhabi Polytechnic’s service and facilities, students, stakeholders and
the community are aware of the complaints policy and procedures. These will be incorporated
into all documents describing Abu Dhabi Polytechnic’s services, contracts, and on the website.

2.8.2 Complaints Handling Procedure

The procedures for raising complaints or for dealing with them will be provided to all staff,
Board members and students as part of their induction. When changes are made to these
procedures these will be brought to the attention of all staff, Board members and students in
a timely manner.

The following information will be contained in all written material provided to others under this
policy:

¢ How to make a complaint.
e Who to make a complaint to.

e How Abu Dhabi Polytechnic deals with complaints — in particular the complaints
processes and timelines.

e The rights to a support person and/or interpreter when submitting a complaint or
taking part in any arbitration.

¢ How to make a complaint to an external body.

e Contact details of staff members to whom complaints should be lodged in the first
instance or who can assist in making the complaint.

Complaints Initiation Process
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Complaints should always be raised in the first instance with the person concerned. If the issue
is not resolved then complaints may be made verbally or in writing to:

e The staff member they were dealing with at the time, or
e The supervisor or line manager of that staff member, or
e The Director, or
e An outside body.

If the complaint is about the Director, or a Board member, then the complaint will normally be
dealt with by the IAT Director General or the Chairman of the Board. A direct email account
has been set up which may be used to address complaints directly to the Director General or
Chairman.

Dealing with Complaints

Upon receipt of a complaint the complainant will be notified of this fact and the name and
contact details of the person delegated to progress the matter to resolution. Feedback to and
from Abu Dhabi Polytechnic will be through this officer.

The staff member investigating the complaint will conduct a review of all of the facts
concerning the complaint, including (where appropriate) interviewing witnesses and the officer
concerned, and provide a report to the line manager or director who first appointed them.
Included in this report will be recommendations for resolving the matter or for further action.
If the matter is sufficiently serious, for example a law has been broken, then a recommendation
that the matter be escalated to an external authority may be the only appropriate action to be
taken.

Within 14 days a letter will be sent to the complainant informing them of the action taken to
date and what remains to be done to resolve the issue. Abu Dhabi Polytechnic aims to resolve
all complaints within 28 days or negotiate with the complainant a satisfactory timeframe if this
target cannot be met.

All complaints will be dealt with:
e Seriously.
e Quickly
¢ Confidentially

e Without prejudicing in any way the complainants rights and obligations insofar as
continuing to use the services of Abu Dhabi Polytechnic or to continue to supply
goods and services to the Institute.

Copies of all documentation, letters and notes concerning complaints are maintained in a file
in the Director’s office. This file is confidential. If the complaint concerns the conduct of a staff
member which, if proven, shows that disciplinary action is warranted then a copy of the
complaint and its resolution is placed on the individual’s personal file.

2.9 Privacy — Abu Dhabi Polytechnic Policy

Abu Dhabi Polytechnic, from time to time, collects personal information relating to clients, staff
and students, or in the performance of its consultation or research functions. Such information
is generally defined as: Any information or opinion about an individual or which is reasonably
capable of identifying an individual.
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Regardless of whether this information is positive or otherwise, Abu Dhabi Polytechnic is
committed to ensuring that the privacy of staff, students and others associated with Abu Dhabi
Polytechnic is protected at all times.

This policy outlines the guidelines which must be observed when colleting, storing and using
personal and confidential information.

2.9.1 General Principles

The purpose of this policy is to ensure that the privacy of individuals and organisations about
whom Abu Dhabi Polytechnic collects and/or holds information is protected. To consistently
achieve this, the following principles apply to the receipt, storage, retrieval and dissemination
of any information held by Abu Dhabi Polytechnic:

Collection

¢ Abu Dhabi Polytechnic will only collect information on individuals and organisations
when it is lawful to do so. Any information collected by Abu Dhabi Polytechnic is
directly related to Abu Dhabi Polytechnic’s activities and is necessary for the
effective and efficient conduct of such activities.

e Information gathered by Abu Dhabi Polytechnic comes directly from the individual
or organisation concerned unless consent is gained to do otherwise. Parents and
guardians may give consent to Abu Dhabi Polytechnic gathering and storing
information about students under their care.

e Individuals and organisations about whom Abu Dhabi Polytechnic gathers and
stores information are to be informed of this, why it is being collected, who will be
storing it and how. Individuals and organisations are also to be informed about
how they may view and, if necessary, correct this information.

e Abu Dhabi Polytechnic will make every effort within its means to ensure that the
information is relevant to the need for which has been gathered, is accurate, up-
to-date and not excessive. The collection of this information will not unreasonably
intrude into the personal or professional affairs of the individual(s) or
organisation(s) concerned.

Storage

e Any and all information about individuals and organisations collected by Abu Dhabi
Polytechnic will be stored securely, will not be kept any longer than is necessary,
and will be disposed of appropriately as soon as there is no longer a need for it
to be retained. All information will be protected from unauthorised access, use or
disclosure.

Access

e Upon request Abu Dhabi Polytechnic will provide individuals or organisations with
sufficient details about information held on them, why it is being held, and the
rights that individuals and organisations have to access it.

e Abu Dhabi Polytechnic will allow reasonable access to this information without
undue delay or expense.

e Where necessary, Abu Dhabi Polytechnic will allow individuals and organisations
to correct, update or amend any information held by the Institute.

Use
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e Before using any information Abu Dhabi Polytechnic will ensure that it is accurate
and up to date.

e Information will only be used for the purpose(s) for which it was obtained and held
in storage unless consent has been given to use it for other purposes.

¢ Information may be used without the owner’s consent in situations where there is
a serious and imminent threat to a person’s health or safety, or where a potential
breach of any governing laws has been identified.

Disclosure

e Abu Dhabi Polytechnic will not disclose any information without the consent of the
individual or organisation concerned.

2.9.2 Responsibility for Managing Privacy

Responsibility for the management of personal information is the domain of any individual
within Abu Dhabi Polytechnic who has access to, or responsibility for, such information.
However, the Institute acknowledges that certain individuals/positions are required to deal
with personal information on a regular basis, and this includes sharing such information with
others who have similar responsibilities. Those individuals will then be in a position to ensure
that all staff with whom they share such information are suitably instructed as to their
responsibility for safeguarding the integrity of such information and the privacy of the
individual(s) or organisation(s) concerned.

Privacy Contact Officer

Abu Dhabi Polytechnic has nominated a contact officer for questions or concerns regarding the
privacy of information. As a matter of good practice each school, college and entity within the
Institute will also nominate an officer to whom members of the public can direct any queries
or complaints in the first instance. Privacy Contact Officers are also the primary point of contact
for liaising with Abu Dhabi Polytechnic on privacy matters.

Abu Dhabi Polytechnic contact officer is the Human Resources Personnel Coordinator.

Web Manager

Web Managers must recognise that consideration of privacy issues will affect web content in
the following ways:

e Personal information of staff presented to the public or other staff.

e Personal information of students, parents and others within the community
included in web documents.

e The potential to gather information about users of the website.

The ICT Strategic and Business plans should canvass the concerns associated with these issues
and establish transparent procedures and standards in dealing with personal information in
these situations. A Privacy Statement should also be published and updated on websites
established by Abu Dhabi Polytechnic or any of its entities.

Managerial Responsibilities

Abu Dhabi Polytechnic | Policies and Procedures Manual Page 89 of 322

Version 7 Updated September 2017



It is the responsibility of the Director to prepare and manage Abu Dhabi Polytechnic’s Privacy
Management Plan, and to put in place procedures to ensure that these principles are observed
in the collection, use, storage or disclosure of personal information.

Personal information also applied to information relating to staff and employees of Abu Dhabi
Polytechnic. To this end human resource and line managers are responsible for:

e Ensuring training practices are in place for employee induction and training in
privacy requirements.

e Protecting staff and employee privacy in the workplace.

Staff Responsibilities

Administration, operational and teaching staff of Abu Dhabi Polytechnic should also observe
these principles when dealing with personal information in the conduct of their day to day
functions. Staff members are encouraged to raise any concerns they may have regarding
privacy issues that arise in the conduct of their work, and to report any breaches of privacy
that they may observe to their supervisor or line manager.
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SECTION 3 - HUMAN RESOURCE MANAGEMENT

Abu Dhabi Polytechnic is committed to providing a positive working environment in which
employees feel that they are valued, treated fairly and given recognition for their contribution
to the Institute’s success. Abu Dhabi Polytechnic aims to provide an environment that fosters
good working relationships at all levels and offers flexible and supportive work practices.

Abu Dhabi Polytechnic is committed to providing employees with working conditions that
comply with relevant legislation and which are comparable with industry standards.

Abu Dhabi Polytechnic uses the Institute of Applied Technology Human Resources Policy
Statement (Appendix 1) which is attached as a separate document that includes the
following:

e Definitions and Interpretation

e Academic Calendar

e Appointments

e Legal Documentation and Visa Requirement
e Workforce Planning

e Competencies, Evaluation and Training

e Salaries, Allowances and Benefits

e Employee Relations

e Termination of Employment

e Employee Personal Records
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SECTION 4 - FINANCIAL MANAGEMENT

As a body wholly owned by the Abu Dhabi government, Abu Dhabi Polytechnic has a
responsibility for sound financial management and close budget control. This section outlines
the IAT’s Finance Department Policies and Procedures Manual (Appendix 2) which is
attached as a separate document is used by Abu Dhabi Polytechnic in relation to financial
matters, including the following:

General financial provisions
Levels of authority

Finance committee

Financial system

Financial records

Internal audits

Bank, credit card and petty cash
Purchasing

Revenue

Inventory
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SECTION 5 - LOSS CONTROL & HEALTH AND
SAFETY

5.1 Introduction

Loss Control is a combination of the principles and procedures which underpin Occupational
Health and Safety, Asset Management and Accident Prevention. Unlike the traditional approach
to OH&S, Loss Control takes a pro-active approach to both the prevention of loss to assets,
facilities, equipment and personnel, and the procedures for ensuring a swift return to normal
business should such losses occur.

In this section the following will be covered:
e IAT Loss Control policy
e Organizational lines of responsibility
e Loss Control principles
e Health, safety and welfare
e Protective clothing
e Visual display screen equipment
e Machinery — safe handling principles
¢ Visitors and contractors

e Risk Assessments

Loss control addresses the occupational health, welfare and safety of all staff and visitors of
an organization by putting in place systems and processes that identify hazards and risks
before they materialize, and by developing plans and strategies to minimize the impact that
they may have should they occur. Loss control procedures acknowledge that losses through
carelessness or forces majeure (‘Acts of God’) can have many causes and most of these can
be predicted with good planning, constant observation, and total involvement by all staff and
visitors.

5.1.1 The Cost of Not Controlling Losses

One of the most valuable assets any organization has is its employees. This is true if the
employer is a small business, large corporation, or a government agency. Investing in loss
control and workplace injury and illness prevention programmes has proven to be one of the
best and most cost effective ways employers can protect both their human and their physical
assets.

Abu Dhabi Polytechnic has the additional responsibility for the many full and part-time students
who study in any of the many premises that Abu Dhabi Polytechnic uses to run its training.
Moreover Abu Dhabi Polytechnic plays an important role in introducing students to the most
modern technical and scientific studies available and therefore invests extensively in the
leading edge machinery, equipment and tools students need to successfully undertake courses
which range from the pre-vocational studies carried out at senior secondary school to
internationally recognized and approved post-secondary and undergraduate qualifications.

The direct costs of losses in equipment and facilities, and in workplace injuries and illnesses
(medical expenses and worker’s compensation benefits) are well known. What may not be so
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well known are the indirect or hidden costs of accidents, which are often 3-4 times greater
than the direct cost. These arise in the following:

e productive time lost by an injured employee or when equipment is not available;
e productive time lost by damaged equipment;

e productive time lost by supervisors;

e time and costs to resume operations after an accident or equipment damage incident;
e time and costs to hire other individuals to replace an injured worker;

e time and costs to hire or purchase equipment;

e time and cost to repair or replace any damaged equipment;

e reduced morale and perhaps efficiency;

e loss in study time;

e reputation of Abu Dhabi Polytechnic as a safe learning environment;

e overtime costs;

e adverse publicity;

e administrative costs;

e increased insurance premiums.

These costs may also be cumulative. For example an accident in a motor vehicle will not only
result in the costs of having an injured staff member or student but also having to repair
and/or replace the motor vehicle. The point is that every incident has a cost — either direct or
indirect — which, through judicious planning and increased awareness, may have been avoided.

5.2 Abu Dhabi Polytechnic Loss Control Policy

It is the policy of Abu Dhabi Polytechnic to take all possible steps to assure the health, safety
and welfare of all employees and other persons engaged in work for Abu Dhabi Polytechnic,
or undertaking study on its premises, and any third parties who come into contact with Abu
Dhabi Polytechnic at any time and for whatever purpose. It is the duty of each employee of
Abu Dhabi Polytechnic to comply with this policy and to co-operate with the management of
Abu Dhabi Polytechnic to ensure that the workplace remains as safe as possible and any
personal or materiel losses are kept to a minimum. If any person is in any doubt as to whether
anything is safe or unsafe then they must assume that it is unsafe until further guidance has
been given by their manager or by the Health and Safety Officer. The Board of Trustees of
Abu Dhabi Polytechnic is fully committed to maintaining safe systems of work and fully
recognizes their overall responsibility for safety in the work place. Any member of staff who
does not comply with this safety policy or any other safety requirement will be liable to
disciplinary action.

5.3 Organizational Lines of Responsibility

Overall responsibility for the health and safety of all persons within Abu Dhabi Polytechnic rests
with the Board of Trustees of Abu Dhabi Polytechnic. The Board of Trustees delegates this
responsibility to the individual directors and managers for the purposes of the day to day
running of the operation with the direct assistance of individual line managers and supervisors.
Abu Dhabi Polytechnic has a nominated Health and Safety Officer who has overall group
responsibility for reviewing and making recommendations on all matters relating to health and
safety.
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The Health and Safety Officer who has overall responsibility for the day to day safety
operations will be Senior Manager of Student and Support Services. It is his responsibility to
ensure that:

e Safety officers are appointed at all schools, campuses and facilities where Abu
Dhabi Polytechnic’s business is conducted. In a classroom the teacher or student
supervisor is to take on the role of safety officer for that group.

e All persons employed by Abu Dhabi Polytechnic and all students attending courses
run by, or on the premises of, Abu Dhabi Polytechnic receive adequate loss control
and health and safety training. In addition employees and students will receive
adequate instruction and supervision to enable them to undertake their work or
studies in a safe manner.

e All plant and equipment are suitable for their intended purpose and that it is
maintained in a safe condition at all times.

e All persons working on site, whether or not employees of Abu Dhabi Polytechnic,
are adequately notified of all known hazards and protective measures.

e That Abu Dhabi Polytechnic risk assessments, along with all other safety
documentation, are brought to the attention of all relevant parties.

e That all employees comply with their legal requirements under current national
statutory provisions. All staff must co-operate with the management of Abu Dhabi
Polytechnic to allow it to comply with the legal requirements for health and safety.

Individual members of staff who have any concern regarding their own safety, or that of a
third party, or the risk of damage to equipment or premises belonging to or being used by Abu
Dhabi Polytechnic, are responsible for reporting the matter to their manager without delay.

All members of staff will receive a copy of this safety policy and will be required to sign to
state that they have read and understood it. New members of staff will be required to read
and sign a copy of this safety policy before they start work and their manager will familiarize,
explain and assist them to begin work in a safe manner.

5.4 Loss Control — Principles

The central tenet of Loss Control is the control of losses, either by pre-emptive action or by
corrective action to ensure that incidents do not re-occur.

Pre-emptive action includes putting in place policies and procedures that aim to limit the
possibility that known incidents occur. This includes injury or damage caused by fire, electricity,
hazardous material, and so on. It also includes the identification of emerging risks through the
reporting of near-misses and potential hazards.

Loss Control is not restricted to injury or harm to staff: it is also concerned with damage to
equipment and other items belonging to Abu Dhabi Polytechnic. This includes furniture,
electrical and mechanical equipment, training or teaching equipment, buildings, motor
vehicles, and so on. Again, this concerns not just actual or potential damage but also that
which could have been caused had it not been a near-miss.

It is IAT policy that near-misses are to be treated as seriously as an actual occurrence. Failure
to fully investigate a near-miss could potentially lead to critical signs being overlooked that an
incident may occur which could result in an injury — or even death — to a staff member or
student, or facilities or equipment being damaged. Near-miss reporting proforma and
guidelines are detailed in appendices to the Abu Dhabi Polytechnic Health, Safety and
Emergency Policy and Procedures Manual.
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5.5 Health, Safety and Welfare

The success of many private and public sector organizations has shown that a comprehensive
written loss control and/or health and safety programme will significantly reduce the costs
associated with equipment damage and workplace injuries and illnesses. Research has also
shown that an effective safety programme will have a positive effect on employee morale and
productivity. The process of establishing a written health and safety programme helps identify
what has to be done to control hazards and promote greater health and safety awareness
among employees, teachers and students. The policies and guidelines presented here are
necessary to achieve injury and illness prevention goals. These are based on internationally
recognized standards such as the ISOAS 18001:1999 Occupational Health and Safety
Management System, 1SO14001:2004 Environmental Management System, and BS8800
Health and Safety Management Systems. This policy and guidelines document should be read
in conjunction with the Abu Dhabi Polytechnic Health, Safety and Emergency Policy and
Procedures Manual.

Staff are required to read and understand these policies and guidelines and indicate that they
have done so by signing and returning the confirmation slip. Having provided this confirmation
staff and students will be issued with a Permit to Work for the equipment or machinery relevant
to their needs. All new employees will undertake induction in accordance with the perspective
guidelines.

5.5.1 Training

General induction training and regular refresher training in the application of these policies
and guidelines will be provided for all members of staff. Additional training will be provided for
nominated members of staff as required.

The planning of training in the application of safety procedures is the responsibility of the
Health and Safety Officer with the assistance of each safety officer. Documented training
records will be maintained. If any member of staff feels that he/she could benefit from specific
safety training in addition to that which has been assessed as relevant by Abu Dhabi
Polytechnic then they should approach their supervisor.

5.5.2 Fire Safety

The Institute will provide the necessary firefighting equipment in accordance with the
requirements of the local Fire Authority. It is the policy of Abu Dhabi Polytechnic to over rather
than under provide such facilities. All employees are required to familiarize themselves with
the fire drill before commencing work. Exercises will be arranged at regular intervals. Existing
firefighting equipment will be inspected by a supervisor appointed by the school, campus or
facility safety officer on a weekly basis and by the external contract engineers on an annual
basis. Alarms will be tested weekly and firefighting equipment will be inspected and a
certificate issued by a competent authority on an annual basis.

The following requirements are to be adhered to at all times:

e Fire exits must be kept clear at all times. No fire door to or from an occupied room
may be locked nor anything stored against them. Passageways to and from fire
exits are to remain clear of any items that may impede movement of individuals.
Smoking is only permitted in designated areas.

¢ No doors are to be wedged or propped open in any way. All personnel will be
trained by their respective school, campus or facility safety officer in the safe use
of firefighting equipment.
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e All staff are to know, and from time to time be tested on, which extinguishers are
available in their immediate place of work.

e Combustible materials must not be allowed to accumulate around work areas or
electrical appliances (including wall sockets, power cords and splitters/adapters).

e Flammable materials must never be exposed to hot surfaces or direct heat sources.

e In the event of a gas leak all equipment is to be switched off and personnel and
students are to evacuate the premises immediately. The local fire authorities are
to be contacted as soon as possible.

e In the event of a fire the premises should be evacuated immediately following the
information provided on the fire notices.

e Fire extinguishers should only be removed from their wall brackets in an
emergency. The removal of fire extinguishers in other cases without good reason
will be considered as misconduct and disciplinary action will be taken.

5.5.3 Electrical Safety

All equipment should be checked prior to use. Equipment that has a high usage should be
checked regularly to ensure that it continues to be in a safe working condition. Any equipment
that does not appear to be in good order should be turned off, removed from any electrical
source, tagged, and reported to the school, campus or facility safety officer. In their absence
the nearest teacher, supervisor or manager should be notified and the time of such notification,
along with details of who was notified and what was told to them, emailed to the Health and
Safety Officer.

Changes to the electrical system (including new plugs) should only be undertaken by
competent persons who have been trained in such tasks, and all works required (aside from
normal maintenance or repairs) should be reported to the safety officer. Work on 3 phase
electrical systems or live plant must never be undertaken by unqualified personnel. Where live
working is required (i.e., work carried out on equipment that is not 100% isolated from an
electrical source), a specific risk assessment to be undertaken and the results/action plan
reported to the relevant supervisor.

5.5.4 General Safety Requirements for Electrical Systems
The following requirements apply to all electrical systems and appliances:
e Switch off all electrical equipment after use. Do not overload sockets.

e Do not use any electrical appliance that is broken or has cables or cords that are
worn or loose.

¢ Do not allow wires to project into the walkways where they present a tripping
hazard. All cables on the floor must be taped securely so that they cannot be
tripped over or damaged.

e Use a residual circuit breaker when operating a portable hand tool.

5.5.5 First Aid

Within Abu Dhabi Polytechnic each school or campus has a nurse who will be supplemented
by nominated first aiders whose names will be published on the notice board. Other IAT
facilities will also have staff specially trained in first aid.
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First aid is not a replacement for professional medical or health assistance. If an injury is
suffered, however slight, it must be reported to the relevant supervisor or manager so that
details may be taken and a full explanation of the events surrounding the accident recorded.
All injuries must also be notified to the school nurse so that the details of the injury can be
entered in the accident book and the appropriate assistance provided. An Accident/Disease
Investigation Report will be completed and forwarded to the Health and Safety Officer.

Failure to report injuries may cause delays in later claims for compensation or reimbursement
of medical expenses.

If a serious accident occurs the nearest first aider should be contacted at once so that
treatment may begin immediately. If this occurs in a school then the school nurse should also
be notified so that the injury can be assessed and, if required, an ambulance called.

If staff or student comes into contact with chemicals, especially on their skin or in their eyes,
or they are swallowed or inhaled, immediate first aid must be sought. Detailed assessments
of each incident will be carried out in accordance with this policy and guidelines document and
measures taken to ensure that future such incidents do not occur.

5.5.6 Cleanliness

Good housekeeping in all areas is an essential feature of safety and the prevention of
accidents.

Staff working in all areas must have regard to the following:-
e Ensure that loose and worn flooring is reported to their supervisor.

e Ensure all entrances, corridors, walkways and exit doors are kept clear of
obstructions at all times.

e All cabinets, cupboards and drawers are closed after use.

e Shelving is never overloaded or heavy items stored above head height except on
load bearing purpose-built racking.

e Lit cigarettes are never left unattended in the designated smoking area.

e Dangerous substances or spillages are to be cleared away immediately.
Dangerous substances are to be marked and defined as toxic, harmful, irritant,
flammable or oxidizing.

e Dust and fumes should not be inhaled. If dust or fumes are produced by any
activity then the task must be ceased immediately until protective measures have
been put into place.

e Equipment must not be left where it can be a tripping hazard.

5.5.7 Manual Handling

Lifting and moving loads by hand is the biggest cause of injury in the work place. Lifting should
be carried out in accordance with the guidelines detailed at the appendices to the Abu Dhabi
Polytechnic Health, Safety and Emergency Policy and Procedures Manual.

Heavy goods are to be lifted in accordance with these guidelines. Lifting equipment should be
used wherever possible, however such equipment is not be used by those who are not trained
or authorized to do so.
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5.5.8 Control of Substances Hazardous to Health

HAZMAT and CHEMHAZ are the names given to non-specified hazardous material and chemical
hazards respectively. The law requires Abu Dhabi Polytechnic to control the use, handling,
storage disposal and transportation of any materials that come under these categories.

Formal assessment will be regularly carried out of all materials used by Abu Dhabi Polytechnic
and this will be available on site at all times for reference purposes. Procedures for the safe
handling, use and storage will be kept in a safe and easily accessed location nearby to where
such material is used or stored. Staff and students handling such material should be familiar
with these procedures and the following:

e Staff and student are not to handle or in any other way come into contact with
hazardous substances or material without adequate and appropriate protection. At
a minimum such protection must include long sleeved shirts, long pants, protective
gloves, mask and goggles.

e National dress is not to be worn when handling hazardous material or chemical
substances.

e Employees are not permitted to purchase or to bring to work substances which are
not included on the Chemical Safety Register. If a formal assessment has not been
made then that product may not be brought onto any school, campus or facility.

e It is a strict requirement of Abu Dhabi Polytechnic that when any person handles
a chemical they never mix it with any other chemical product. The mixing of
chemicals can lead to harmful chemicals being inadvertently formed.

¢ Disposal of chemical products must only be carried out under the direct instruction
of the safety officer and relevant health authorities.

Full procedures for handling substances that are hazardous to health can be found in the
appendices to the Abu Dhabi Polytechnic Health, Safety and Emergency Policy and Procedures
Manual.

5.6 Protective Clothing

Where protective clothing is provided it must be worn. It is an offence which will attract
disciplinary procedures for an employee to abuse or disregard safety equipment. Students who
fail to wear safety clothing or properly use safety equipment will be subject to disciplinary
action which may include expulsion and, in the most severe cases, further action.

Assessments of chemical and hazardous material will be regularly conducted to determine
what clothing is appropriate and whether or not that which has been issued to staff and
students is in good repair and is being worn. Protective clothing that is torn or is wearing out
should be reported and replaced as soon as possible.

One of the major causes of injury in the work place is cuts to the hand. Personal protective
clothing in the form of gloves is a significant method of protection from such injuries. Gloves
should always be worn when handling sharp items and when moving loads.

Persons wishing to handle chemicals must first read the material assessment to determine the
precise nature of the clothing required for any particular product. All curriculum that includes
the use or study of hazardous materials or chemical substances must include a risk assessment
and a detailed list of the protective clothing required.

5.7 Visual Display Screen Equipment

The Institute will carry out formal assessment of all work stations where visual display screen
equipment is used. It is the policy of Abu Dhabi Polytechnic to provide eye tests for visual
display screen work where an employee is required to work with this equipment.
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Procedures for managing safety and health relevant to visual display equipment are found in
the appendices to the Abu Dhabi Polytechnic Health, Safety and Emergency Policy and
Procedures Manual.
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5.8 Machinery — Safe Handling Principles

Only trained personnel may use machinery provided in the work place. Under no circumstances
is untrained staff or unsupervised students to attempt to operate any machinery. Prior to
authorization being given to operate machinery an assessment of each individual’'s competence
and capability will be carried out. This includes the capability and competence of staff
supervising students.

If at any stage while using any item of machinery a staff member or student begins to feel
unwell they must stop what they are doing, isolate the plant concerned via the remote electrical
supply switch and report to their supervisor or teacher.

The following are general rules for operating machinery. These should be read in conjunction
with the relevant manufacturer’s handbook and other safety instructions appropriate to the
machinery:

¢ Never talk to another member of staff when you are operating machinery. Talking
is a distraction and can lead to injury to self or others.

¢ Do not approach or distract any other employee operating machinery.

e Never operate machinery that does not have in place safety guards. Not all
machinery requires safety guards but those that do cannot be operated if the
safety guard is not fixed in its correct position.

e Never operate machinery that has a tag on it. The tagging of equipment will be
detailed later in this policy and guidelines document, and machines should not be
operated, or even attempted to be operated, if a tag is attached.

¢ Never remove a tag from a machine unless you are absolutely certain that the
machine is safe to use. The safest policy is to never remove a tag unless you were
the person who applied it in the first place.

¢ Equipment malfunction tags can only be removed by an authorized technician after
the machinery has been repaired and is once more fully functioning.

e Playing on, near or with machinery will not be tolerated and will, if sufficiently
serious, attract disciplinary action. Teachers are to remain vigilant at all times to
ensure that students and visitors adhere to this policy. If there is evidence of any
unsafe activity going on near or with machinery it is to be stopped instantly and
the perpetrator/s moved away from the equipment concerned.

5.8.1 Guarding

It is not only dangerous but in breach of this policy and guidelines document to remove a
guard from a machine unless there is a need to clean or repair it.

Only trained personnel may clean or repair items of plant which require guarding to be
removed. Equipment which is to be cleaned must be isolated electrically and tagged. The
electrical supply should be locked out and a notice should be fixed to the switch point advising
that re-connection of the supply can be hazardous.

If any part of the equipment being used is unguarded, work should stop immediately on it,
the plant concerned isolated, and the matter reported to the safety officer or to a supervisor
without delay. Any equipment or machinery that is unguarded is to have a Lockout Tag affixed
to it with the date/time and signature of the person applying it.

The policies and procedures to be applied for Lockout Tags are found in the appendices to the
Abu Dhabi Polytechnic Health, Safety and Emergency Policy and Procedures Manual.
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5.9 Visitors & Contractors

All visitors and contractors must report to the main reception unless alternative arrangements
have been made. Any contractor carrying out work at Abu Dhabi Polytechnic premises may be
required to provide the following details to the safety officer in advance of the work
commencing:

e Health and Safety Policy

¢ Risk Assessments

e Chemical Safety Assessments
e Liability Insurance Cover.

Contractors carrying out electrical, gas or hot works will be issued with a permit to work before
commencing work. A permit to work will also be required for persons working at height or in
confined spaces.

All contractors working for Abu Dhabi Polytechnic are required to comply with this safety policy
and with all other written safety instructions.

5.10 Risk Assessments

The Institute has produced detailed written risk assessments for all members of staff. The
procedures for conducting these assessments is found in Abu Dhabi Polytechnic Health, Safety
and Emergency Policy and Procedures Manual. (attached as a separate document). All staff
are required to read these assessments and abide by their requirements at all times.

IF AT ANY TIME YOU ARE CONCERNED BY ANY ASPECT OF SAFETY IN THE WORK PLACE THEN
STOP WORK AND MAKE IMMEDIATE CONTACT WITH THE SAFETY OFFICER. IF YOU CANNOT
CONTACT THE SAFETY OFFICER THEN MAKE CONTACT WITH YOUR SUPERVISOR.

5.11 Health and Safety Policy

The Abu Dhabi Polytechnic Director has ultimate responsibility for the Health, Safety and
Environmental (HS&E) performance of Abu Dhabi Polytechnic. HS&E management is part of
the overall management strategy of the Abu Dhabi Polytechnic. It is a critical element to ensure
that Abu Dhabi Polytechnic creates and maintains an environment that is safe for employees,
trainees, sub-contractors, visitors and members of the public.

This section outlines Abu Dhabi Polytechnic’s Abu Dhabi Polytechnic Health, Safety and
Emergency Policy and Procedures Manual which is attached as a separate document and used
by Abu Dhabi Polytechnic in relation to health and safety matters, including the following:

Introduction by the Abu Dhabi Polytechnic Director
Statement of Intent

Organization for Implementing Policy
Arrangements for the Implementation of this Policy
Health, Safety, and Environment Assistance
Information and Education

Capabilities

Suppliers and Temporary Workers

Public Safety

Auditing, Monitoring, and Inspection

Records

Policy Development

Appendices
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SECTION 6 - STUDENT RECRUITMENT

6.1 Introduction

The effective and efficient recruitment of students to the Abu Dhabi Polytechnic is the
responsibility of the Abu Dhabi Polytechnic. It requires all recruitment efforts to be aimed
towards the achievement of the Abu Dhabi Polytechnic vision which gives principle
concentration on preparing students with the skills and knowledge to successfully enter the
workforce and make a substantial contribution to the future of this nation.

The processes described in these guidelines employ an electronic recruitment and records
management system. This system is maintained centrally at the Abu Dhabi Polytechnic
Directorate but accessed and managed locally. The processes commence with on-line
registration and culminate with all students allocated to sections and classes according to the
results of an entry exam and, where applicable, credit transfer of achievements made in
previous study.

These guidelines provide a detailed explanation about each step of the pre-registration,
registration and records management processes.

To ensure student recruitment is as effective as possible, a systematic process is required that
widely presents a common message of the Abu Dhabi Polytechnic as a positive, unique and
academically fulfilling experience. Moreover, it should embrace the overall vision of both the
Abu Dhabi Polytechnic and its supporters as an avenue whereby learning is achievable by all
who are accepted into it, is positive in that it includes both the skills each individual needs to
be successful in life and the ongoing growth of knowledge that underpins how they may
achieve this, and is lifelong.

6.2 Policy Statement

The recruitment of students to the Abu Dhabi Polytechnic is a critical step in the achievement
of the Abu Dhabi Polytechnic’s strategic goals and objectives. Central to such achievements is
the recruitment of students who possess both the willingness and the capability to undertake
training in vocational subjects. Recruitment should therefore concentrate on both promoting
the Institute as a center of excellence in the presentation of world class learning in vocational
subjects, and the selection of students who are capable of undertaking such learning and on
graduation entering technical fields of employment.

6.3 Principles
In the effective application of these processes the following will be in evidence:

e Recruitment activities accurately portray a positive image of the Abu Dhabi
Polytechnic and the potential achievements each student may make, with support
and leadership, as a result of attendance.

e Recruitment is carried out in sufficient time to allow for administrative preparations
to be completed for the forthcoming academic year.

e Students are allocated to classes relative to their past achievements and current
capability.

e All records are complete, accurate, and accounted for.

e Before the academic year commences, new students are, as far as is possible, fully
prepared for the academic year in terms of currency and accuracy of personal
information, complete allocation of uniforms and study material (including
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timetables, bus passes, ID cards etc.), and full understanding of where they must
be, what they must do, and the topics they will be studying.

e At all times students, parents and academic staff are aware of, and where
necessary involved in, the stages of recruitment through which each applicant is
progressing.

e Recruitment activities are aligned with and form part of the Abu Dhabi Polytechnic’s
ongoing efforts to foster goodwill and the spirit of collaboration with a range of
stakeholders and community representatives

6.4 Student Recruitment

Effectiveness and efficiency in the recruitment of students will be achieved through the
application of a six step process encompassing marketing, recruitment and documentation
control. These steps are as follows:

Step 1. Marketing. National and local advertising and marketing of the Abu Dhabi
Polytechnic as a viable option for vocational and technical studies. This includes
billboards, leaflets, school visits, radio and television advertising, etc.

Step 2. Pre-registration. Receiving and assessing written applications and
developing a shortlist of applicants. Applications are submitted through the Abu
Dhabi Polytechnic website or, where this is unavailable, manually completed
and later inputted into the IT system.

Step 3. Registering successful applicants. Applicant information is checked and
successful students are entered into Abu Dhabi Polytechnic records.

Step 4. Entry testing. This is in the form of a test to determine students’ capability
for study (medical and cognitive tests) and provisional entrance level.

Step 5. Registration and orientation. Successful students (and their parents /
guardians) are invited to a registration day at which time they are introduced
to their teachers and the subjects to be covered, and are issued with the
relevant documentation and measured for their uniforms. Bus requirements and
timetables are also determined.

Step 6. Student records completed. Student recruitment files are signed off to
determine that they have undertaken all tests and been issued with their
respective documentation and uniforms. Outstanding items (particularly
uniforms) are noted and action initiated to obtain them.

These steps are detailed in the following pages.

STEP ONE - Marketing

There are many ways in which marketing may be carried out. These include, but are not limited
to, the following:

e The media. Particularly newspapers, magazines, national and international
journals, and so on. The use of the media should be coordinated with the
PR/Marketing section of the Abu Dhabi Polytechnic Directorate to ensure
consistency of message and wherever possible efficiencies in terms of costs and
public relations, however in general advertising is a matter that can be developed
and organized at school or college level.
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e Networking. In particular with other schools and colleges, in particular through
direct correspondence and/or visits by staff (preferably UAE staff) and students.
Intercollegiate sports activities is another way of fostering networks.

o Exhibits. These can be conducted in Malls or at trade conferences.

e Skills contests and exhibitions. In advance of future entrance into national
and international skills symposium schools are encouraged to conduct contests and
exhibitions with other schools or colleges in order to demonstrate both the
capability of students and their individual and team motivation.

e Posters. These may be developed, with the assistance of the PR/Marketing
section of the Abu Dhabi Polytechnic Directorate, and used wherever possible (and
legal) in areas identified as the target of a recruitment strategy. These must be
used with discretion, however, because their ad hoc and indiscriminate use may
be counter-productive and result in charges of littering. Old and tattered posters
can also be counter-productive in that they promote a similar image of Abu Dhabi
Polytechnic.

e Direct advertising and calls for applications through letters given to students to
present to their family and/or friends.

e Online advertisement through educational websites, for example the ministry of
Education website.

e Advertisements on the sides of buses.

Directors and college managers are not limited in the means by which they conduct their
marketing for potential students. Where necessary, and appropriate, advice and guidance can
be provided by the PR and Marketing section of the Abu Dhabi Polytechnic Directorate.

STEP TWO - Pre-registration

Pre-registration is the processes whereby potential students make their first application to the
school or college. This involves an on line application which seeks sufficient information about
the applicant to determine suitability for progression to the next step. Applicants without
access to the on line application form should attend the school or college concerned or request
an application form be sent to them by mail.

During registration, applicants will be required to enter all of the required data before
progressing from one section of the application to the next. Failure to fully complete sections
of the application will result in the pre-registration processes unable to be completed. These
processes, however, are designed to be sufficiently simple that applicants with the full range
of required information can complete them but sufficiently robust that those unable to produce
the required information or who seek to input incorrect or false information will see their
application not reach the point where it may be submitted. Accuracy of information for those
not using the on line facility will be checked when they submit their applications to the school
or college concerned.

Access to this information, once it is submitted, will be limited only to Abu Dhabi Polytechnic
administration and Directorate staff. It will produce reports that will show demographic data
as well as provide initial feedback on the suitability and capability of each applicant. It will
also enable the data to be clustered by home location, age, and educational achievements.
The data provided in hard copy (i.e., that gained from applicants not using the on-line facility)
is to be inputted manually.

At the beginning of the registration processes all applicants are reminded of the rules for
accepting students. These include that the applicant should:
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e Science stream students only are eligible for admission. (Arts stream students
may be accepted for admission under certain circumstances.)

e Science stream applicants should have an overall average above 70%. (Arts
stream applicants should have an overall average above 80% for consideration.)

e Applicants must have International English Language Testing System (IELTS)
Academic band 5.0 or equivalent and a successful test and interview in English.
(Applicants who do not meet this criterion may enroll in the Foundation
Programme.)

e Applicants must hold UAE nationality. (Under special circumstances, non-nationals
may be allowed to enroll in certain programmes.)

e Applicants for certain programmes will be required to take special entrance
examinations based on programme sponsor requirements.

e Have an interest in vocational and technical study (including mathematics, applied
technology, English language).

Be aware that in order to be accepted by the Abu Dhabi Polytechnic the following
steps must also be completed:

o An initial Abu Dhabi Polytechnic interview, a skills aptitude test which includes
both cognitive and motor skills, and,

o a medical examination.

The information sought in this application is as follows:
e Student’s full name, date and place of birth.
e Postal and street address.

e Contact details (home telephone and email and/or mobile telephone number,
depending on which they prefer to be contacted).

e Current school information.
e Current certificate information.

Other information sought in this application includes transport requirements of each applicant.
For example, would the applicant seek to use the Abu Dhabi Polytechnic bus (where provided)
for transport to and from the Abu Dhabi Polytechnic? This would trigger another screen seeking
information on exact home address, nearest interchange or cross-roads, nearest landmark
etc., special needs, etc. As well as providing information for planning bus routes and pick up
times this information will also provide demographic data on student locations.

At the end of the form applicants are requested to acknowledge the terms and conditions for
applying on-line prior to submitting their application.

All information in the form should be completed according to the applicant’s upgraded
passport. This will be checked for accuracy and completeness prior to the next step in their
registration.

When the application is successfully received by the Abu Dhabi Polytechnic a message will be
automatically sent to their email or SMS (whichever they have noted as their preferred means
of contact) containing confirmation of their application and a registration number. This number
will identify them during the next stages of their application.

STEP THREE - Registering successful applicants

At predetermined cut off dates the information submitted by applicants will be collated and
printed as individual reports (for checking against documentation presented by applicants at
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the next stage of their registration) and collective reports that allow for analysis of class sizes,
transport requirements and preparation for issue of uniforms, ID cards and other items on the
Registration and Orientation day.

Where possible and practicable, academic records should be checked against those held by
the educational institution/s previously attended by applicants. In all instances applicants
should be informed (by email, SMS or post) of the success or otherwise of their application
and, for those progressing to the next stage of registration, advised of the need to attend to
the school or college for registration and orientation.

In order to confirm the data presented in their application, applicants will need to bring with
them the following to the Registration and Orientation day:

e Copy of the applicant’s valid passport
e Copy of the family book

e Copy of the birth certificate

e Copy of all required certification

e 6 color photos size 4 cm x 6 cm

In the same message applicants should be informed of the entrance exam and medical tests
they will have to undertake before registration is complete and their measurement for
uniforms.

STEP FOUR - Entry testing

Exams and examination dates should be planned as part of the overall recruitment exercise.
The exam should be in two parts: One testing cognitive skills and the other testing hand-eye
coordination and (mechanical and electrical) engineering aptitude. The purpose of this is to
test applicant’s cognitive and motor skills and aptitude for study at the school or college.

These tests should be sufficiently rigorous to determine each applicant’s potential to
successfully complete their diploma studies.

For successful applicants the results of these tests will provide examiners with an indication of
which students should be allocated to the Foundation programme or the Diploma programme.
Processes for discriminating between levels can include the following:

e Cut-off point. An arbitrarily selected cut off point may be used to determine into
which group individuals whose exam scores fall above or below that figure should
be placed.

¢ Competency-based assessment. An assessment of skills and underpinning
knowledge (as examined in, for example, a written test) against previously
determined criteria. This, coupled with an exam, will demonstrate both current
competence and a rating based on the exam result.

¢ Exam and interview. The aim of the interview is to determine the applicant’s
preference for vocational study. When used in conjunction with a predetermined
list of selection criteria will enable each applicant to be rated.

e Exam, results of previous studies. This may or may not include an interview
to determine preferences.

e Capability-based assessment. An assessment of skills and underpinning
knowledge using evidence from observation of current competence and other
activities such as hobbies and activities undertaken at previous schools. This will
determine the applicant’s capability for future competent performance.
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In each case the written exam should be attempted regardless of whether a test of skills or
interview is also carried out. However, discretion and flexibility will be required in allocating
applicants to study groups as a result of following any of these processes as their actual
capabilities may not emerge until they’ve commenced their studies or individual preferences
may later change. Applicants who fail the exam should be counseled and their application
terminated. Those of sufficient age and potential should be encouraged to re-apply at such
time as they feel capable of again attempting the exam.

At the conclusion of this step the successful applicants should be notified and provided with
details of the next steps in their registration and what remains to be done in the days prior to
their studies commencing. This should be carried out as soon as possible after the exam results
are known so that successful applicants can prepare themselves for attendance at the
Registration and Orientation Day and the commencement of the academic year.

STEP FIVE - Registration and orientation

The purpose of Registration and Orientation Day is to finalize applicant documentation, issue
them with all of the items they will require to commence their studies, and orient them to life
at the school or college.

During registration and orientation successful applicants should under-take the following:

Issue of ID cards, timetable and nomination to class section.
Measurement for uniforms.

Bus timetables and routes are confirmed.

The following documentation is completed and, where required, given to parents
for further action:

o Medical form for check up.

o Bank account letter.

o Acceptance letter for school transfer.

o Student information handouts.
Medical and bank details must be completed before the applicant can commence study.
STEP SIX - Student records completed

Student files will be maintained in both hard and soft copies. Hard copy files (such as medical
reports, exam papers etc.) should be collected and placed together in a secure folder or loose
leaf binder. Whichever means is adopted all documents should be firmly affixed and the
student to whom they relate clearly marked.

Soft copy files should be maintained in a central filing system available to those with the
authority to view them. Demographic data concerning applications (successful and
unsuccessful) will be stored automatically in a central repository for access by Directorate staff
and school or college management when and as required. Where required medical files will be
maintained under separate arrangements.

Attendance sheets should be prepared prior to the first day of the academic cycle and handed
over to the relevant teachers on the first day of school. These will then form part of the
institutions record system.

It is intended that all record keeping will eventually become automated so that information
relating to individual applicants will be recorded, maintained and updated automatically from
the time attendance at the VEDC is first applied for. Attendance, uniform sizes, academic and
sports achievements, and general conduct will then be entered directly into computers thereby
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allowing for a complete and up to date record to be maintained of each student’s time with
the institute.

6.5 Orientation Day

This may or may not take place at the same time as registration. The decision to do so will be
dependent upon the number of staff available to assist in both the registration of new students
and their orientation.

Whenever it is conducted, the purpose of the Orientation Day is to brief new students on the
history of Abu Dhabi Polytechnic, its aims and objectives, and the part their study will play in
achieving these. It is also an opportunity for the students to get an understanding of what is
expected of them, including the school’s or college’s rules and regulations, areas that are out
of bounds, and the desired level of performance on and off the school or college grounds
whilst in uniform.

Also covered on this day are details of the subjects being studied. Where possible and
practicable this should include an introduction to the skills they will learn and demonstrations,
preferably by current students, of the equipment and tools they will be using. They should
also be given a tour of the school or college facilities and introduced to the canteen, library
and other facilities available to them. Any extra-curricular activities (such as sports, hobbies,
clubs etc.) should also be explained to them and invitations given to join those which interest
them.

Depending on numbers and support staff this can be carried out as one group or individually
by section or study area. Those activities to be presented may be set up as a ‘round robin’
with groups moving between each until all new students have had an opportunity to be
presented with all of the information and experiences that the day offers.
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SECTION 7 - PURCHASING AND PROCUREMENT

Throughout Abu Dhabi Polytechnic goods and services are not purchased or otherwise
procured for any purpose other than the enhancement of current systems or teaching/learning
outcomes, or the introduction of a new capability to Abu Dhabi Polytechnic.

Critical to this is the application of a systematic approach to the identification of an appropriate
vendor or supplier, the fair and honest dealings when entering into an agreement for the
supply of the goods and services, and the professional manner by which the agreement is
managed and any contracts finalized. The adoption of such an approach will reflect a positive
image of Abu Dhabi Polytechnic as a respected member of the community and that any
dealings with Abu Dhabi Polytechnic are beyond reproach and professionally fulfilling.

It is the responsibility of the Purchasing Section to ensure that all purchasing and procurement
activities are fair, honest, and carried out in accordance with these policies and guidelines.
Directors, managers and section heads have an important role in supporting the Purchasing
Section and ensuring that these policies are implemented and adhered to.

Contained in this section are procedures concerning issues such as delegation of authority,
conflict of interest, competitive bidding guidelines and additional policies to ensure fair and
competitive practices throughout the purchasing and procurement processes. An official IAT
document that guides these processes is provided in Appendix 4: Financial Delegation of
Authority Chart.

Abu Dhabi Polytechnic | Policies and Procedures Manual Page 110 of 322

Version 7 Updated September 2017



7.1 Introduction

Within the Support Services Directorate is the Procurement Section. The goal of this Section
is to obtain appropriate supplies, equipment and services for Abu Dhabi Polytechnic, at the
best value and in a timely manner. They will do this while maintaining fairness to vendors and
abiding by applicable laws and regulations.

These policies and procedures have been created to foster achievement of this goal, however
it is the responsibility of every member of Abu Dhabi Polytechnic involved in identifying and
procuring goods and services to be informed about these policies and procedures, to abide by
them, and to assist others in their compliance.

Abu Dhabi Polytechnic follows IAT's governing policies which are enacted by the Board of
Trustees (BoT) and issued as the collective rules and regulations by which the IAT and its
subsidiaries operate. These are further clarified in the IAT Policy Manual which is a system-
wide collection of policies concerning the administrative and business management of the IAT
and its subsidiaries. The policies and guidelines described herein concern the directives of the
BoT and the administrative policies concerning the purchase or procurement (by means other
than purchasing) of goods and services for use throughout Abu Dhabi Polytechnic.

These policies and guidelines for purchasing and procurement are designed to promote and
encourage consistency in the application of national and international best practice in
purchasing and procurement in educational organizations such as Abu Dhabi Polytechnic. Abu
Dhabi Polytechnic and other facilities within the IAT may wish to develop and apply additional
or more concise policies and procedures that are specific to their needs but they must be
consistent with the policies and guidelines provided in the following.

In the event there is a conflict between policies the following precedence is to be followed:
e BoT collective rules and regulations.
e IAT Policy and Procedures Manual.

e IAT Purchasing and Procurement Policy and Guidelines

7.2 Purchasing and Procurement — Policy

In order for Abu Dhabi Polytechnic to achieve the objective of being the pre-eminent vocational
education and training establishment there is a requirement to purchase or procure goods and
services that are themselves recognized as being at the leading edge in terms of quality and
functionality. They must, however, also be at the highest level of cost effectiveness, fitness
for purpose, and availability as and when they are required. Overriding this is the need for
transparency and fairness in all dealings with suppliers, vendors and purchaser so that Abu
Dhabi Polytechnic is both a customer of choice and a model of integrity that others aspire to.

7.2.1 General Principles
In the application of these policies and guidelines the following will be in evidence:

e Purchasing and procurement activities reflect a positive image of the IAT.

e Purchasing and procurement will be conducted for the one purpose — the introduction
of a new or enhanced capability to Abu Dhabi Polytechnic that enables it to achieve its
short- and long-term goals and objectives. Even the replacement of an existing
product, service or system will include the introduction of a new one, therefore any
and all purchases or procurements will result in a new product, service or system — in
other words, a new capability.
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e The purchasing or procurement of any 