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1. PURPOSE Guy!

- Develop a documented method of consultation and participation with employees between different
departments and employees at all levels and departments with the aim of contributing to the solution of
problems associated with the system as well as ensuring that information related to the safety and
occupational health is clarified to employees.
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2. SCOPE kil Jlxe

- All activities related to safety and occupational health.

- All external contacts concerned safety, and occupational health whether they are
information /inquiries /complaints/irregularities /consultations.

- All communications/instructions delivered to visitors/contractors/dealers with the University.
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3. REFRENCES g=1yJ!

- 1SO 9001:2015 titled “Quality management systems — Requirements”.
- 1SO 9000:2015 titled “Quality management systems — Fundamentals and vocabulary”.

- 1SO 45001:2018 titled “Occupational health and safety management systems — Requirements with
guidance for use”.

- 1SO 27001:2022 titled “Information security, cybersecurity and privacy protection Information security
management systems Requirements”.

- 1SO 41001:2018 titled “Facility Management - Management Systems - Requirements with Guidance for
Use”.
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4. RELEVANT PROCEDURES / FORMS  aall w13 z3kidl / Olel 2!
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5. DEFINITIONS AND ABRIVATIONS whlaisYl g <l sl

N/A RPPYRY,
6. RESPONSIBILITIES &gl

** The Manager of Safety:

- Responsible for this procedure (PROCESS OWNER) and the efficiency of its application and is
responsible for:

e Receive any complaints about the safety and occupational health, register and follow up it.

e Inform workers of the causes of accidents and the actions taken and make them aware to avoid
any further risks.

e Coordination with officials if practical training is carried out on the emergency plan.
s All department managers and department officials:

e Develop and follow up its internal /external communications scheme.
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7. PROCEDURE s/y=>)!
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A. The University Provides the following:

e Identify the required mechanism as well as the necessary timing, training and resources required to
carry out the participation work.

e Clarify the timings for implementing, clarifying, and understanding any information related to the
occupational safety and health system.

e |dentify and overcome the difficulties and problems of participation and reduce them to the limits
available.

e Tightening measures taken on the participation of non-administrative workers in consultation, including:

% Determining the mechanism of consultation and participation with employees.
¢ Identify and evaluate risks as documented by conducting risk inventory, evaluation, and

control.

s Actions taken to monitor sources of risk and risk as documented by conducting risk inventory,
assessment, and control.

** Identify the need for training, rehabilitation, awareness, and evaluation of training as
documented by conducting training, rehabilitation, and awareness.

+* Determine the information to be communicated and how to communicate it as documented
by conducting communications and information.

** Identify and effective monitoring methods.

* Investigation of accidents and non-conformity and identification of corrective actions as

documented by the registration and analysis of impending incidents/incidents.

>
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Tightening measures taken against the involvement of non-administrative employees in

)

communications, including:
= |dentify the needs and expectations of interested parties as documented by
the strategic planning procedure.
= Establish a policy of quality, safety, occupational health and have been

published to all employees.

= |dentify functional tasks, powers, and responsibilities.




= Determining how laws, legislation and other requirements are applied as

documented by the procedure of restricting and updating other laws and
legislation.

= Establishing objectives for quality, safety, occupational health as documented
by the organization's context.

= |dentify the necessary controls to monitor the activities of third parties, supplies,
requirements, and contractors as documented by the procedures for selecting,
evaluating, and monitoring suppliers.

= |dentify the need for monitoring, measurement and evaluation as documented
by monitoring, measurement, and matching assessment.

®  Planning, establishing, implementing, and maintaining other audit programs as
documented by internal auditing.

®  Preparation and issuance of processes for continuous improvement as
documented by corrective actions and opportunities for improvement and

development.
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B. Examples of how to apply the mechanism of consultation and participation with

employees:

e The Manager of Safety coordinates with officials if practical training is carried out on the contingency
scheme (if necessary).

e In the event that any of the contractors work at the University’s positions, they are given special
instructions that are followed while they are in the University, especially in places where safety and
occupational health instructions are required to be followed, and in some cases the opinion of contractors

dealing with the University is taken in any necessary and necessary changes that are positively affecting

the safety and occupational health.




e In the event that any of the visitors enter the University, the timings of their entry and exit from the

University are recorded and they are handed special instructions to be followed while they are in the
University, especially in places where safety and occupational health instructions are required and how

to act in the event of an emergency.
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