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Dear new member,

Welcome to Dar Al Uloom University.

This guide Is designed to identify the departments that you should contact
with to complete recruitment procedures and meet your career

requirements at the beginning of your work within the university.

With regards
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DAU Vision:

DAU aspires to be a |eading regional institution dedicated to educational excellence; innovation,

and knowledge building.

DAU Mission:

DAU is a higher education institution that is committed to develop highly qualified and
competent students who can function confidently in a real world setting through high quality
Iearning and teaching provision, research excellence, innovations, and entrepreneurship, and to

serve the social, cultural, and economic needs of communities.
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Human Resource Department

The new member goes to the HR Department to make the following:

1. Provide them all required employment documents according to the original copies.

2.Fill in required employment forms and approve them by his director, Then he return them to
the HR department.

Based on the above procedures, HR Department implements the following:

1. Create a file (paper and electronic) for the new member.

2.Inform the concerned departments of the new member such as:
Management of the new member, Deanship of Admission and Registration, IT Department,
Central Library, Directorate of Quality, Maintenance and Operation Department, Financial.

3. For non-citizens, Action taken of issuing Igama for the new members contracted from outside

the Kingdom. And Sponsorship transfer of new members contracted from inside.
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4.Registration in the GOSI

5.Issuing health insurance for the new member
You can communicate with them by:

Male section:

Email: a.hassan@dau.edu.sa
Tel: 9222

Office No: BB17

Female section:

Email: naldowehe@dau.edu.sa
Tel: 9233

Office No: C141

**Later to request other services you can communicate via E-mail: hr.staffservices@dau.edu.sa.
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Management who the new member belongs.

The new member goes to his Management\College to make the following:

1. Approving the joining notification form with Dean\Director signature

2. Submit a copy of his employment documents for keep them within his Management\College.

3.Receiving his office and receive work assignments.
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Maintenance and Operation Department

The new member must communicate with the Maintenance and Operation Department to
provide him with the equipment and requirements of his office.
Also, be contacted with them later in case of maintenance requests related to office equipment

or assistance when making any events or activities.

You can communicate with them by:
Email: hasnaa@dau.edu.sa

Tel: 9285 Office No: CG0O5
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IT Department

The new member must communicate with IT Department to request the following:

1. Create an e-mail for him.

2.Create the electronic accounts required for him on the university's systems according to his
position, whether administrative or faculty member, and determining the appropriate
permission for him according to his position.

3.Provide the necessary equipment for him according to his position, such as a computer -
telephone - printer — scanner.

4.1ssuing the ID card.

5. Addition he to the mailing groups, according to his position.
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You can communicate with them by:

Male section:

Email:itcsupport@dau.edu.sa
Tel: 9021 —9280 Office No: BBO3 - BBO5 - BBO6

Female section:

Email: itcsupport@dau.edu.sa

Tel: 9114-9128 Office No: CB06

**Also, be contacted with them later to provide technical support in case of any problems in
access to electronic systems - computers - networks - Internet - E-mail -technical problems in the

classrooms. This can be through uploading request for the Help Desk system through the HR

System.
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Directorate of Quality

The new member must do the following:

1. Communicate with the quality unitin his college to get the following:
® Forms related to quality system at DAU.

® The electronic copies of the course file for the courses to will be teach, which includes course

specification, learning outcomes, scientific material, teaching methods and evaluation.
® User name and password for the electronic course file.
® Know the periodic requirements and reports required for quality by the faculty member
2. Communicate with the Directorate of Quality to get the following:
® Manuals and guides to disseminate the culture of quality and policies related to his job or

position.
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® Review the academic accreditation standards in general and the academic accreditation

standards associated with his position in particular.

® Know the strategic directions and KPIs of DAU, especially in academic and research affairs.

3. Attend the training program for new members held by the quality culture unit, which includes
meetings and workshops to identify the quality system at DAU.

4. Attend workshops and professional development programs held at the university and colleges.

5. Communicate with the department head to know the policies of academic advisor and
procedures, reports on these policies.

6. Communicate with the Institutional Research Unit & Archiving (IRAU) to know the surveys and
evaluation forms for students, faculty and staff.

7.Send a copy of the C.V (written in the template which approved from Directorate of Quality)

and academic certificates to the Institutional Research Unit & Archiving Unit.
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You can communicate with them by:

Directorate of Quality:

Email: dg@dau.edu sa, Tel: 9137

Quality Assurance & Accreditation Unit:

Email: qualityunit@dau.edu.sa, Tel: 9283 — 9282

Quality culture unit:

Email: qualityculture@dau.edu.sa, Tel: 9184 -9030

Institutional Research Unit & Archiving Unit:

irau@dau.edu.sa, Tel: 9184 — 9030

Also you can inquire through:

Email: coursefile.dau@dau.edu.sa.

Request a workshop for the academic program, send the request to the quality culture unit.




