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Summary:

The Performance Management Guide explains the mechanism for evaluating
the job performance of university employees through the Audit and Review
Department:

1-

The launch of the performance cycle is announced at the beginning of
each calendar year with a circular issued by the Deanship of Human
Resources to all university departments (preparing and planning smart
goals that suit the nature of the employee’s work, and then filling out
the performance charter form for each employee and sending it to the
Deanship of Human Resources no later than the end of February. .

2- Receiving, reviewing and auditing employee performance charters.
“If there are errors, they are returned to the entity to correct the error
and returned afterwards.” After ensuring that they are free of errors,
they are approved.

3- Semi-annual review of performance charters: to determine the
employee’s progress towards achieving his goals, conduct an interim
review for the remaining period, and take corrective steps to achieve
the outcome.

4- To announce the end of the performance cycle at the end of the
calendar year with a circular issued by the Deanship of Human
Resources specifying the date of receiving the employee performance
evaluation. 5-

Receiving, reviewing and auditing the employees’ performance
evaluation. “If there are errors, it will be returned to correct the error
and then returned.” After ensuring that the submission is correct and
free of errors, it will be approved.

6- All employee performance evaluations are referred to the analysis
department according to specialization for necessary work

7- The grievance is opened after the performance evaluation is
approved for employees who wish to do so, and it is presented to the
Performance Grievances Committee for decision.

All employee performance evaluations are referred to the analysis
department according to specialization to do the necessary work and
show the results. The guide also clarified the performance charters
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report for the year 2021-2022 AD through: 1- Recelvnfg“‘aﬂd’w'“w
approving the Job Performance and Audit Charter (at the beginning of

the year). 2- Receiving and approving the job performance evaluation,

audit and approval (at the end of the year). 3- Final approval and
evaluation announcement after review and audit via the My Services
platform as follows:

statement Grade
e e Very
All unsatisfying | satisfying | good good Excellent Total
employees 1 13 22 | 43 1915 1994
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