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Procedural guide for building and developing study plans for academic
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The main procedural stages of building and developing the study plan for the
specialization (program) and the tasks of each stage

First: The department’s plans committee
Second: The Department’s Academic Accreditation Committee
Third: The relevant department council

Fourth: The Development and Quality Committee of the college to which the
department belongs

Fifth: College Council

Sixth: Management of Academic Plans and Programs at the University Vice
Presidency for Educational Affairs

Seventh: The Permanent Committee for Study Plans at the University Vice
Presidency for Educational Affairs
Eighth: University Council
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Quiality and Development Unit

Preface

Shaqgra University seeks to build and develop study plans for its academic
programs, to enhance the capacity of its education and training system, ensuring
that its graduates are distinguishably qualified to meet the requirements of
development and its programs and the needs of the Saudi labor market, through
developing study plans for those programs, in addition to developing education and
training methods and evaluating the university, enhancing the values and skills of
Shagra University students, and improving the educational environment to be
stimulating for creativity and innovation.

In the interest of the University Vice Presidency for Educational Affairs to control,
improve and unify procedures, and activate the institutional work of the Vice
Presidency and its affiliated committees, this procedural guide was issued to be a
basis and reference for all committees concerned with building and developing
study plans for academic programs at the University.

When preparing this guide, the University Vice Presidency for Educational Affairs
at Shagra University was keen to consider the study and examination regulations
for the university stage and the executive rules of Shagra University approved by
the Minister of Education in Letter No. 160/A, dated 25/1/1433 AH, and Letter No.
481, dated 23/4/ 1437 AH, and to be consistent with the standards and
requirements of academic accreditation bodies and institutions (especially the
National Center for Academic Accreditation and Assessment

(NCAAA) and the Saudi Qualifications Framework (SQAF)).

Controls for building and developing the study plan for the specialization
(program)

Preparing the study plan for the specialization (programs) depends on a set of rules
and standards that must be taken into account and adherence to it, in order to be
compatible and consistent with the regulations and rules regulating it, with the
standards and requirements of academic accreditation bodies and institutions, and
the Saudi Qualifications Framework (SQF).

The most important of these rules and standards that must be adhered to are the
following:
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“It is permissible for the study plan in some colleges, such as health colleges, to be
based on the full academic year, and the academic year is calculated as two levels
Courses are offered in the annual system throughout an academic year whose
duration is not less than (30) thirty weeks, not including registration periods and
Final exams. (According to the Executive Rule of Shagra University for Article
Five of the Regulations for Study and Examinations for the University Level)”

1. The study plan must be for a period equivalent to at least (8) eight semesters
(4 years) for the university level (BSC). (Based on Article Five of the
regulations for study and examinations for the university stage).

“Common first-year courses for some specializations (programs) are included in
the study plan, and their hours are counted among the study plan hours.”

2. The duration of university study for the bachelor’s level and the
requirements for admission to study therein must not be less than 4,800
actual hours or its equivalent (120) semester credit hours) (according to the
standards and requirements of the Saudi Qualifications Framework (SQF))

3. Distribution of all courses for specialization requirements across all
semesters for the specified period of university study (not less than 4 years)
over (8 semesters).

4. The academic load in any semester must not be less than (15) accredited
study units, and not more than (18) units accredited study.

“University requirements courses (or what are known as general courses or general
preparation subjects) are a group of academic courses that are obligatory for all
University students, which all university students should study and pass, regardless
of their scientific specializations. They are determined and updated by the
competent committees

of the University Vice Presidency for Educational Affairs and approved by the
University Council. The study plans for the specializations must be updated and
the curricula included for the university’s requirements and approved hours
whenever there is an update or change approved by the University Council in the
curricula for university requirements.”
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5. Including all university-required courses in the study plan for the
specialization (program), and their credit hours are counted among the hours
of the study plan for the specialization (program).

6. All courses for college requirements are included in the study plan for the
specialization (program), and their credit hours are counted among the hours
of the study plan for the specialization (program).

“College requirements courses are the group of courses that all college students
must study and pass, regardless of their majors in college. It provides knowledge
and skills related to the college specialization. It is determined and updated in
coordination with the University Vice Presidency for Educational Affairs and
submitted to the authorized person for approval. The study plans for the majors in
the college must be updated and the curricula included for college requirements
and approved hours whenever updated or changed approved by the authorized
person.”

7. The college requirements’ courses must be linked to the college’s mission
and goals.

8. The curricula for college requirements must be the same for all
corresponding colleges at the university (whether at the main headquarters
or branches).

9. There must be one or more courses as college requirements, and the credit
hours for university and college requirements together must not exceed
(45%) of the hours of the study plan for the major (program).

10.All compulsory courses for the specialization (program) requirements are
included in the study plan for the specialization (program),and their credit
hours are counted among the hours of the study plan for the specialization
(program).

11.The curricula for specialization requirements must be the same for all
corresponding specializations in the university’s colleges (whether at the
main headquarters or branches)
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12.Inclusion of (at least) two elective courses within the study plan for the
specialization (program) and their hours are counted within the hours of the
study plan for the specialization (program).

“Elective courses are a list containing a group of elective courses from the same
major (program), which can be the student may choose a specific number from
among them, in accordance with his interests and trends, and after the approval of
his academic advisor. The list of elective courses for each specialty is determined
and updated by the relevant committees in the department or college, then
approved by the department and college councils and submitted to the University
Vice Presidency for Educational Affairs to complete the procedures for approval
by the relevant committees and approval by the authority. The list of elective
courses must be updated whenever it is updated or changed. Approved by the
authorized person.

13.1t is preferable to include one or more free courses in the study plan for the
specialization (program), and its credit hours will be counted within the
hours of the study plan for the specialization (program).

“Free courses are courses from outside the specialty (program), and from any
specialty (program) in the college or university, from which the student can choose
a specific

number according to the study plan in accordance with his interests and trends and
with controls determined by his college and after the approval of his academic
advisor. The controls for selecting free courses (if any) are determined by the
relevant committees of the department or college, then approved by the department
and college councils and submitted to the University Vice Presidency for
Educational Affairs to complete the procedures for their approval by the relevant
committees and their approval by the person with authority.

14.1t is preferable to unify the first levels, as much as possible, for different
specializations (programs) in the same college.

15.0nly one study plan must be built and approved for each major (program) at
the university, and all corresponding programs in all colleges of the
university (whether at the main headquarters or branches) adhere to it.
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“For specializations (programs that have counterparts from more than one college
at the university), the University Vice Presidency for Educational Affairs
nominates one of the departments in one of the university’s colleges so that its
plans committee will undertake the construction and development of the study plan
for the specialization (program). The heads of the corresponding departments may
nominate one of the specialized department employees to be members of the
committee, after When the committee finishes building and developing the study
plan for the specialization (program), the draft plan is sent for study by all
corresponding department councils and college councils, with a maximum period
of one month, after which arbitration procedures are completed and presented to
the university council for approval. The approved study plan for the specialization
(program) is considered binding and all corresponding programs in the university’s
colleges (whether at the main headquarters or branches) adhere to it.”

15.There must be a connection between the courses for the specialization
requirements (whether compulsory, elective, or free) and the specialization’s
mission and goals.

16.The study plan for the specialization (program) should contain courses
dealing with the theoretical aspect and the practical aspect, the emotional
aspect, and the aspect of developing the student’s skills.

17.To avoid duplication of courses in the study plan with other plans in the
college or university.
18.When building or developing the study plan for the specialization (program).

19.That the colleges review and evaluate the study plan for their specialization
(program) periodically (every five years) years or at most after the first batch
graduates from the current plan) and to avoid any shortcomings in its plans
and clarify the most important features of the new development.

20.During the stage of constructing or developing the study plan for the
specialization (program):

e A study (conducting a survey) must be conducted using the benchmarking
method for at least three study plans for similar departments in universities
or colleges (local or international) that have academic accreditation, or have



A0 gral) Ay yal) ASlaaly

KINGDOM OF SAUDI ARABIA R
Ministry of Education ‘\/ ptadll 31
Shaqra University ) T . SlAddals
college of applied medical sciences d|jdis azals, 4ang il Al Akl p glal) 4,8

Quality and Development Unit B T Bagally g gl Bas g

a long standing locally or internationally, in the field of the study plan for
the specialization (the program that is intended to be developed or built.

e The goal and need for building or developing the study plan for the
specialization (program) must be determined.

“This is done by involving stakeholders (representatives from employers, those
concerned with economic, development and social affairs, academics in the field,
graduate students). The program description includes: a general description of how
stakeholders participate, with minutes of meetings or workshops with stakeholders
available as evidence.”

e All necessary needs and equipment must be identified (financial and
personnel, whether human, spatial, laboratory, etc.) to implement, evaluate
and develop the study plan for the specialization (program).

¢ Aligning the characteristics of program graduates with the characteristics of
university graduates.

21.The study plan for the specialization (program) must be in Arabic and English.

22.The scientific material for each course must be in the same language in which
the course is taught.

23.They intend to present the study plan for linguistic review and translation to a
number of (6) specialists in the Arabic language. As well as a number of (2)
specialists in the English language, before submitting it to the University
Council.

24.Commitment to the updated models approved by the University Vice
Presidency for Educational Affairs at the university and consistent with the
National Center for Academic Accreditation and Assessment (NCAAA) when
building or developing the study plan for the major (The program).

The main procedural stages of building and developing the study plan for the
specialization (program) and the tasks of each stage.

First: The department’s plans committee
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The department's plans committee is primarily responsible for building or
developing the department’s study plan (program), as well as following up on its
implementation. Among the most important tasks of the Department’s Planning
Committee are those related to building and developing the study plan for the
specialization (program):

a. Conduct a field study to determine the labor market needs, development needs,
and the extent of their compatibility with the content and outputs of the
specializations (programs offered by the department). This study must include:

- Identifying the concerned parties interested in the specialization or its outputs (in
the public and private sectors) and communicating with them to determine their
needs for the specialization outputs (the program).

- Preparing the necessary survey tools (practical questionnaires, meetings, work
groups, etc.).

2. Conduct a survey to study new developments in the specialization (program) in
well-established local and international colleges and universities and review the
developments and changes that have occurred in their study plans for the same
specialization, review their plans and make comparisons between them and explain
how the amendments were made and the academic accreditation standards were
applied (i.e., developing and improving the plan).

3. Preparing a recommendation to the department council to build, develop, or
suspend a specific specialization (program), provided that this is accompanied by
with studies and scientific justifications.

4. Preparing a proposal for development or replacement of the study plan for the
specialization (program) based on the controls specified in this guide and modern
models approved by the University Vice Presidency for Educational Affairs and
consistent with the National Center for Academic Accreditation and Assessment
(NCAAA).

5. Determine the department’s requirements for compulsory, elective, and free
courses, and submit them to the department council for final review and
completion of regulatory procedures.

6. Determine the appropriate training courses to develop the student’s scientific
skills with the aim of contributing to his preparation for the labor market, and
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submit them to the department council for final review and completion of
regulatory procedures.

“The coding for non-specialized courses must come from the specialized sections
of the course, and not from the department submitting the study plan.

7. Coding the department’s new courses by following the university’s approved

coding system.”

8. Distribution of courses at the academic levels proposed in the study plan for the

major (program) based on the controls specified in this guide, and the modern

models approved by the University Vice Presidency for Educational Affairs at the

university and consistent

with the National Center for Assessment and Learning. Academic Ed (NCAAA).

9. Review and supervise the preparation of the course description model,

according to the modern models approved by the University Vice Presidency
for Educational Affairs and consistent with the National Center for
Academic Accreditation and Assessment (NCAAA) and submit it to the
Department Council for final review and completion of regulatory
procedures.

“When distributing courses among the study levels in the study plan for the
specialization (program), the requirements of the courses, their scientific and
logical sequence, and the requirements of previous or accompanying courses must
be taken into account, and the study plan should include - as much as possible - a
program for cooperative or summer training in addition to field training.”

10. Supervising the preparation of the content of the plan’s courses, according to
modern models approved by the University Vice Presidency for Educational
Affairs and consistent with the National Center for Academic Accreditation and
Assessment (NCAAA) and submitting them to the Department Council for final
review and completion of regulatory procedures.

11.Supervising the preparation of a description of the teaching strategies for the
academic content, the methods and methods of evaluation, and their
relationship to the learning outcomes of the course and the program, for each
course in the study plan for the specialization (program), and based on modern
models approved by the University Vice Presidency for Educational Affairs and
consistent with The National Center for Academic Evaluation and Accreditation

.............................. sl el e &AL - @)



A0 gral) Ay yal) ASlaaly

KINGDOM OF SAUDI ARABIA R
Ministry of Education ‘\/ ptadll 31
Shaqra University ) T . SlAddals
college of applied medical sciences d|jdis azals, 4ang il Al Akl p glal) 4,8

Quality and Development Unit B T Bagally g gl Bas g

(NCAAA), and submit it to the Department Council for final review and
completion of regulatory procedures.

“The course description must contain learning outcomes that describe the
following:

What the student is required to know and understand, (2) What the student can do
after completing the outcome.”

“Stakeholders mean entities expected to employ graduates of the specialty, leading
companies in the specialty, academics, and people with experience in the same
field specialization, department advisory boards, graduate students from the
department, current students in the department, and others.

12.Presenting and discussing the plan proposal and the content and description of
each course to the stakeholders, taking into account their suggestions and
learning about their comments.

13.Responding to inquiries from the university or college administration or any
other party regarding programs and study plans in the department and providing
them with the reports or statistics they request.

14.Adherence to the recommendations and directives of the Academic Programs
and Plans Department at the University Vice Presidency for Educational
Affairs, and what is stated herein Procedural guide.

Second: The Department’s Academic Accreditation Committee

1. Preparing a document describing the characteristics of graduates from the
specialization (the program) and the program’s targeted learning outcomes,
including the extent of their consistency with the program’s mission, the
Saudi Qualifications Framework, and labor market requirements, and
submitting it to the department council for final review and completing the
regulatory procedures for approval.
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2. Preparing a mechanism for periodic review of the characteristics of
graduates and the learning outcomes targeted for the specialization
(program),and submitting it to the department council for final review and
completing the regulatory procedures for approval.

3. Preparing a report that shows the extent of balance between university
requirements and college requirements compared to the specialization
requirements, as well as the theoretical and applied aspects within the study
plan for the specialization (program), and submitting it to the department
council for final review and completion of the regulatory procedures for
approval.

4. Preparing a report showing the extent of integration of curricular and extra-
curricular activities in the program that contribute to achieving the learning
outcomes, and submitting it to the department council for final review and
completing the regulatory procedures for approval.

5. Supervising the preparation of the field experience description, with the need
for its learning outcomes to be consistent with the program learning
outcomes in accordance with the recent trends of the National Center for
Academic Accreditation and Assessment (NCAAA), and submitting it to the
Department Council for final review and completion of the review. Regular
opinions for its adoption.

6. Supervising the preparation of the field training guide for specialization
students (the program), so that it contains a clear and accurate description of
the standards, mechanisms, evaluation methods, and measurement tools for
field training sites for students, and submitting it to the department council
for final review and completion of the regulatory procedures for approval.

7. Develop a mechanism to measure the learning outcomes of the
specialization (the program), including a diagram, mechanisms,
measurement tools, and a time map for measurement and submit it to the
department council for final review and completion of regulatory procedures
to be approved.

8. Conducting a student opinion survey at the end of each semester to evaluate
the courses and teaching performance of each course, preparing a quarterly
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report, and submitting it to the agencies/committees in charge of
implementation and follow-up and to the department council to discuss it
and develop improvement plans.

9. Reviewing the department’s vision and mission, and the goals and outcomes
of the specialization (program), determining their compatibility with current
and future labor market requirements, proposing the appropriate amendment,
and presenting it to the department council.

10.Ensure that the plan is consistent with the requirements of the University
Vice Presidency for Educational Affairs and the requirements of local and
international academic accreditation (especially the National Center for
Academic Accreditation and Assessment (NCAAA).

11. Submitting the proposed plan to the department council for final review and
completion of regulatory procedures.

12.Communicate and coordinate with the person authorized by the university to
register the program qualification in the Saudi Qualifications Framework
according to (SQF) standards; this was after the program and its study plan
were approved by the University Council.

13.Responding to inquiries from the university or college administration or any
other party regarding quality and academic accreditation in the department
and providing them with the reports or statistics they request.

14.Adherence to the recommendations and directives of the Academic
Programs and Plans Department at the University Vice Presidency for
Educational Affairs, and what is stated herein procedural guide.

Third: The relevant department council

The tasks of the Department Council in constructing and developing study plans
include:

1. Reviewing the work of the department’s competent committees, and the

documents submitted from them, and their final review of the regulatory
procedures for their approval.
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2. Recommending the approval of study plans.

Fourth: The Development and Quality Committee of the college to which the
department belongs

The committee's tasks in constructing and developing study plans are as follows

1. Setting a timetable for departments to follow up on building and developing
study plans.

2. Providing academic departments with the latest models and instructions
approved by the University Vice Presidency for Educational Affairs at the
university and consistent with the National Center for Academic
Accreditation and Assessment (NCAAA).

3. Providing scientific consultations and thoughtful proposals to the College
Council regarding the development of plans and programs in the College.

4. Evaluating study plans and programs submitted by departments and
submitting the committee’s minutes to the college dean for approval.

5. Presenting the study plan for linguistic review and translation to a number of
(6) specialists in the Arabic language, as well as a number (2) specialists in
the English language, after its approval by the College Council and before
submitting it to the management of academic plans and programs at the
University Vice Presidency for Educational Affairs.

6. Submit it to the College Council for review and complete the regulatory
procedures for accreditation.

Fifth: College Council

The tasks of the College Council in constructing and developing study plans
include:

1. Review the plan and its components, making sure that the plan includes the
main and detailed basic components and complete all stages.
2. Recommending the approval of study plans.
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3. Submitting the plan to the Department of Academic Plans and Programs at
the University Vice Presidency for Educational Affairs, accompanied by a
copy of the department and college council and all required documents, for
final review and completion of the regular procedures for accreditation.

Sixth: Management of academic plans and programs at the University Vice
Presidency for Educational Affairs

The tasks of managing academic plans and programs include:

1. Reviewing the study plans and programs received from the colleges and
indicating the extent to which they are compatible with the standards and
regulations in force at the university.

Verify the documents and forms attached to the study plan or program.

3. Ensure that the mechanism for preparing plans and programs has been
carried out in accordance with the followed administrative hierarchy and
has been approved in accordance with the approved mechanisms.

4. Sending the study plans to at least two referees from outside the university,
in the same program specialization, and following up on the process of
taking their suggestions and opinions.

5. Submitting the study plan for the program, along with the results of the
arbitrators, to the Standing Committee for Study Plans at the University
Vice Presidency for educational affairs.

N

The review of the study plan focuses on the following aspects:
a. Program learning outcomes.
b. Determine the learning outcomes for the program courses.

The criteria for selecting arbitrators include the following:
a. To be an academic specialized in the precise scientific field of the program.

b. He/she must still be at the helm of academic work.
c. He/she must have at least the rank of associate professor.

c. Making amendments to this guide according to the developments and
requirements received by the university regarding building and updating



A0 gral) Ay yal) ASlaaly

KINGDOM OF SAUDI ARABIA o
Ministry of Education v ptadll 31
Shagra University ‘. T .. "U"’“‘ f\‘"‘t* .
college of applied medical sciences djdsit azals. 4‘“"3“"' Aol w‘ potel) 4l
Shagra University dagadly skl Bas g

Quiality and Development Unit

study plans for the bachelor’s level, obtaining their approval, and circulating
them to the university’s colleges.

Seventh: The Permanent Committee for Study Plans at the University Vice
Presidency for Educational Affairs

Among the tasks of the Standing Committee for Plans are the following:

1. Reviewing academic plans and programs, and the opinions of their
arbitrators, which are submitted by the Department of Academic Plans and
Programs at the University Vice Presidency for Educational Affairs,
ensuring that they meet the conditions in force at the university, and making
appropriate recommendations regarding them.

2. Recommending the approval of study plans and submitting the plan to the
Department of Academic Plans and Programs at the University Vice
Presidency for Educational Affairs to complete the regulatory procedures for
presentation to the University Council.

Eighth: University Council

Among the tasks of the University Council in terms of building and developing
study plans are the following:

1. Reviewing the most important features of the plan and its components,
making sure that the plan includes the main and detailed basic components
and that all stages are completed.

2. Final approval of the study plan

“After the University Council approves the plan, the Deanship of Admission and
Registration enters the study plan into its own electronic system approved by the
university and name the update number for the study plan.”
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