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Preface 
Taibah University seeks to improve the guidelines and policies related to 

the preparation and periodic review of academic programs, as they are a 

cornerstone for ensuring the quality of academic programs and achieving 

their targeted outcomes. 

In light of the rapid developments in the education sector and the labor 

market, and in response to the objectives of the Saudi Vision 2030, 

periodic review is an important requirement to raise the level of alignment 

with the rapid changes inside and outside the education field. 

Based on the University Vice Presidency for Academic Affairs' approach 

to adopting continuous improvement practices related to constructing, 

developing and launching academic programs, this new edition of the 

guide has undergone a comprehensive review of the programs’ contents 

and a reformulation of their policies and procedures to achieve a higher 

degree of clarity and consistency with the university's policies and 

strategic objectives.  

This edition has been designed to enhance the quality of the guide and 

facilitate its use by organising its content and clarifying the working 

mechanisms associated with the administrative and academic processes 

related to the preparation and approval of academic programs.  

The guide will be subject to periodic review to ensure its continued 

development and improvement and to maintain its consistency with future 

changes in the education system and university policies. 

In conclusion, the University Vice Presidency for Academic Affairs extends 

its sincere thanks and appreciation to all those who contributed to the 

preparation of this work and its presentation in a manner that we hope has 

fulfilled some of the university's aspirations and vision for enhancing the 

quality of the university academic programs. 
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Key concepts  
An introduction to the key concepts involved in preparing, developing, and approving 

academic programs at the diploma, bachelor’s, and postgraduate levels. The following 

is a brief overview of the most prominent concepts as they relate to the sections of the 

handbook: 

▪ Academic Program: 

An integrated program of courses designed to prepare the student—within a 

specified period of study—academically, professionally, and personally to earn a 

university degree in a specific field of specialization. 

▪ Academic Upgrading Program (Bridging Program): 

A program designed to enable students to progress from a diploma to a bachelor’s 

degree. 

▪ Academic Program Objectives: 

Statements that describe the outcomes the program aims to achieve within several 

years after the student’s graduation. These objectives should be specific, clear, 

understandable, realistic, flexible, and measurable, and typically consist of an 

average of 3–5 objectives. 

▪ Vision: 

The vision expresses an ideal future that the sector aspires to achieve. 

▪ Message: 

A concise and clear statement that defines the core mission of the sector or 

program, serving as the foundation for guiding the planning and development 

needed to achieve the desired objectives. 

▪ Program Specification: 

A document that provides a comprehensive description of the program, including 

an overview and general information, its mission, objectives, learning outcomes, 

curriculum, admission and student support requirements, faculty and staff 

information, learning resources, facilities and required equipment, as well as a 

description of the procedures used to ensure its quality. 

▪ Learning Domains:  

Fields and pathways comprising the knowledge, skills, and values that learners are 

expected to acquire in a given program or qualification level, upon which the 

learning outcomes are developed. 
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▪ Learning outcomes: 

A description of what the learner is expected to know, understand, be able to do, 

and demonstrate in behavior by the end of an educational program or course. 

These outcomes represent the final results of the teaching and learning process. 

▪ Study Plan: 

A structured set of compulsory, elective, and free courses whose total credit hours 

constitute the graduation requirements that a student must successfully complete 

in order to obtain the academic degree in the specified major. The study plan 

outlines the chronological arrangement of the courses and the required 

sequencing, in accordance with the prerequisites or co-requisites for each course. 

▪ Credit Unit: 

A weekly theoretical lecture (or clinical lesson or exercise session) of no less than 

fifty minutes, or a practical lesson of no less than one hundred minutes, or a field-

based session specified in the study plan. 

▪ Course: 

A subject included in the program’s study plan, identified by a code, number, and 

content description. Each course is subject to continuous monitoring, evaluation, 

and development by the department. A course may be taught independently or may 

require prerequisite or co-requisite courses. Students are required to complete it 

within a specified period, which may range from one semester to a full academic 

year, according to the approved plan. 

▪ Course Specification: 

Course specification is a process that outlines the intended learning outcomes of 

the course, the teaching methods through which these outcomes will be achieved, 

and the assessment tools used to verify their attainment. It also includes the 

learning resources needed for course delivery, methods of evaluation, and 

mechanisms for course improvement. 

▪ Course Description: 

A clear and comprehensive 70-word summary that identifies the topics covered by 

the course. 

▪ Course Card: 

A card containing general information about a course, including the course code 

and number, title, credit hours, actual theoretical and practical contact hours (if 

applicable), the academic level at which the course is offered, and its prerequisites 

or co-requisites (if any). It also includes the course description, objectives, learning 

outcomes, theoretical and practical topics, required course support, and learning 

resources (textbooks, essential and supplementary references, electronic learning 

materials, and websites). 
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▪ University Requirements: 

Compulsory and elective courses taken by all university students at the bachelor’s, 

diploma, and postgraduate levels. 

▪ College Requirements: 

Specific compulsory courses that all students of the college are required to take. 

▪ Free Elective Courses: 

These are free elective courses offered at the university level within its academic 

programs. Students may register for them from within their own academic program 

or from other programs across the university. The number of credit units allowed is 

determined by the student’s academic program and typically ranges from 2 to 8 

credit units. Registration for these courses requires the approval of the student’s 

academic advisor. 

▪ Support Courses: 

Compulsory courses taken by students of a given program from another 

department or program and considered part of that program’s required courses. 

▪ Program Requirements: 

These include specific compulsory courses, in addition to a set number of courses 

selected from the program’s list of elective courses. 

▪ Actual Contact Hours:  

The actual amount of time the learner or trainee spends engaged in various learning 

or training activities, representing the actual contact hours. These include lectures, 

exercises, laboratory sessions, field training activities, and e-learning, or their 

equivalents as defined by the relevant regulations and governing guidelines. 

▪ Credit Units of the Academic Program:  

The credit units represent the officially recognized amount of instructional time 

required to achieve the intended learning outcomes of the academic qualification. 

One credit unit corresponds to a minimum of 15 contact hours for theoretical, 

clinical, or exercise-based components, and a minimum of 30 contact hours for 

practical laboratory components, in accordance with the relevant institutional 

regulations and guidelines. 

▪ Degree Award Requirements: 

The minimum number of approved credit units that must be successfully completed 

to earn the academic degree in the relevant program. 

▪ Academic Qualification: 

A type of qualification earned by a graduate in a specific educational or academic 

field from a recognized educational institution, such as natural sciences, languages, 

and others. 
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▪ Professional Qualification: 

A type of qualification earned by a graduate in a specific professional field from a 

recognized educational or training institution. It typically focuses on the specialized 

knowledge and skills required to practice a particular profession and is often one of 

the prerequisites for entering that profession. 

▪  Major: 

It is the field of study in which the student initially enrolls upon admission and the 

start of their studies at the educational institution, before registering for any 

additional major. 

▪  Double Major:   

An academic program that allows students to earn an additional major alongside 

their primary major. It requires completing no less than 30% of the program’s credit 

hours in the second major, provided that these hours are specialized and do not 

include university requirements or free electives. The name of the additional major 

is recorded on the graduation certificate and in the student’s academic transcript. 

▪ Minor:  

An academic program that allows the student to obtain a minor in addition to their 

primary major. It requires completing no less than 15% of the program’s credit hours 

in the secondary field, provided that these hours are specialized and do not include 

university requirements or free electives. The name of the minor is recorded only 

in the student’s academic transcript. 

▪ Interdisciplinary Program: 

An academic program that integrates two or more distinct major disciplines and 

leads to a single qualification. The name of the program/qualification shall include 

both disciplines in one of the following formats: 

- “Bachelor of (Discipline A) and (Discipline B)” when there is a balanced 

distribution of specialized courses between both disciplines; or 

- “Bachelor of (Discipline A) with (Discipline B)” when one discipline constitutes 

the major portion of the program. 

▪ Primary Department: 

The department responsible for the interdisciplinary program is based on the 

recommendation of the Interdisciplinary Programs Committee and the approval of 

the Standing Committee for Academic Programs and Curriculums. 

▪ Primary College: 

The college to which the interdisciplinary program is academically and 

administratively affiliated. 

▪ Interdisciplinary Programs Committee: 

The committee within the primary college responsible for overseeing the 

interdisciplinary program. 
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▪ Joint Committee:  

A committee formed upon the recommendation of the Interdisciplinary Programs 

Committee and composed of the academic departments participating in the delivery 

of the interdisciplinary program. The committee is responsible for establishing the 

program’s foundational frameworks, constructing and managing the program, 

evaluating its effectiveness, and ensuring its quality. 

▪ Early Exit Points: 

Intermediate academic qualifications within long-term educational programs, 

awarded by the granting institution when the learner achieves the targeted learning 

outcomes and the placement requirements for a specific level. These qualifications 

are not equivalent to the academic degree of the program in which the learner 

initially enrolled. 

▪ Course Evaluation: 

A process carried out by the course coordinator—drawing on the reports prepared 

by faculty members for each section—to determine the extent to which the course 

has achieved its intended learning outcomes, and to identify strengths and areas 

requiring improvement. 

▪ Operational Plan for the Academic Program: 

A document that outlines the detailed steps and procedures required to achieve the 

objectives of the academic program.  

▪ Academic Program Advisory Committee: 

A committee comprising 10-12 members, including representatives of the student 

advisory council, alumni, community service, research, program-related training 

bodies, the public and private employment sectors, the entrepreneurship sector (if 

applicable), and professional certification/licensing bodies (when available), in 

accordance with the regulations governing advisory committees within the 

university’s colleges. 

▪ Academic Program Evaluation: 

A periodic process of collecting, classifying, analyzing, and interpreting quantitative 

or qualitative data related to various aspects of the program to determine the extent 

of progress in achieving its objectives and to identify strengths and areas needing 

improvement, thereby enhancing the quality of the educational process and 

achieving the intended goals. 

▪ Major Modifications to the Academic Program: 

Changes resulting from reviewing and evaluating the program’s outcomes—based 

on developmental reports such as course reports and annual program reports—

which require approval by the University Council upon the recommendation of the 

Standing Committee for Academic Programs and Curriculums, or the Standing 

Committee for Postgraduate Studies if the modification pertains to a postgraduate 

program. 
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▪ Non-Substantial (Minor) Modifications to the Academic Program: 

Changes made based on the review and evaluation of the program’s outcomes 

through developmental reports—such as course reports and annual program 

reports. These modifications are submitted to the Department Council, the College 

Council, or the College’s Main Curriculum Committee for discussion and approval, 

after which they are forwarded to the Chair of the relevant Higher Committee for 

final approval. 

▪ Academic Program Development: 

A process of introducing changes or modifications to one or more components of 

an existing program with the aim of continuous improvement, based on indicators, 

evidence, and documented proof, to ensure the attainment of the intended targets. 

▪ Program Director: 

A faculty member responsible for guiding and monitoring the development and 

implementation of the academic program to ensure excellence and educational 

quality. The role includes effective coordination with faculty members and external 

reviewers to update courses and programs, preparing annual reports, and applying 

improvement strategies based on feedback and accreditation requirements. 

▪ Course Coordinator: 

A faculty member assigned to oversee the academic matters of the course for which 

they are responsible. The coordinator ensures compliance with the regulations and 

policies of academic councils and submits a report on each course to the 

department chair at the end of every semester. The coordinator is selected from 

among the department’s academically distinguished faculty members. 

▪ Course Instructor: 

A faculty member who teaches a specific section of a course, is responsible for 

delivering its content to that section, and prepares the course report based on the 

instruction provided. 

▪ Academic Year: 

Two or more regular semesters and a summer semester (if offered), or four or more 

academic levels and a summer level or two summer levels (if offered). 

▪ Academic Semester: 

A period of no fewer than fifteen weeks in the two-semester system, and no fewer 

than twelve weeks in the trimester system, excluding registration, add/drop periods, 

and final examinations. The study plan is distributed across semesters starting from 

the first semester up to the eighth, tenth, or more, depending on the approved plan. 

The minimum number of semesters required is eight for a bachelor’s degree, two 

for a higher diploma, four for a master’s degree, and six for a doctoral degree. 
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▪ Summer Semester: 

A period of no less than eight weeks in the two-semester system and no less than 

six weeks in the trimester system, during which the instructional time allocated to 

each course is doubled. 

▪ Field Experience Specification: 

An official document that forms part of the academic curriculum, outlining the 

framework for field-based activities. It clarifies their objectives, targeted learning 

outcomes, requirements, and implementation mechanisms. The document 

provides an accurate description of the field experience in terms of the knowledge, 

skills, and values students are expected to acquire, and it defines the shared 

responsibilities of the involved parties, such as the educational institution and the 

training provider.  

▪ College Framework: 

The minimum and maximum number of credit units approved for the programs 

offered by each college, as determined by the University’s Standing Committee for 

Curricula and Program Accreditation. 

▪ College Objectives:  

The goals the college seeks to achieve. They serve as an effective tool to guide 

faculty and staff toward high-quality performance, continuous improvement, and 

ongoing development, and must be aligned with the university’s overall objectives. 

▪ Department Objectives:  

The goals the department aims to achieve, guiding the behavior and efforts of its 

members. These objectives provide direction and leadership toward achieving the 

department’s mission and reflect the broader goals of the university and college. 

They encompass academic programs, research, and community service.   

▪ Accreditation: 

Official certification granted by a recognized body that confirms a program or 

educational institution has met the required standards to ensure the minimum level 

of educational quality. 
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Section One 

• Fundamental Principles and Core Objectives of 
Academic Programs. 

• Establishing a New Academic Program.  
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Establishing a new academic program requires careful consideration of a set of 

principles, foundations, processes, and procedures designed to collect and organize 

the data necessary for its development. The process of initiating a new academic 

program is undertaken only after ensuring that the essential components of the 

program have been met, that the principles of program design and construction are 

fulfilled, and that benchmarking has been conducted against comparable academic 

programs.  

First: General Policy for Establishing Academic Programs at Taibah University 

 
Colleges must adhere to a set of standards when establishing new academic 

programs to ensure alignment with national needs and labor market 

requirements, as outlined below: 

• Colleges and departments are required to complete the approved forms issued 

by the Deanship of Development and Quality in preparation for submission to 

the relevant committees. 

• The proposal for the new program must clearly demonstrate the labor market 

need for the program and its alignment with Saudi Vision 2030 and the 

Sustainable Development Goals.  

• The program must comply with academic accreditation standards and relevant 

professional partnerships to facilitate graduate employability. 

• The learning outcomes must be precisely defined and aligned with the National 

Qualifications Framework and labor market requirements. 

• Benchmarking must be utilized to ensure alignment with current global trends 

and to meet stakeholder needs. 

• Adequate human resources and essential facilities must be available to ensure 

the program’s effective and high-quality implementation. 

• The establishment of the academic program must be linked to the Sustainable 

Development Goals (SDGs). 

 

Approval and Endorsement Authority 

• Establishing a new program requires obtaining approval from the concerned 

colleges and relevant academic committees. 

• Final approval must be obtained from the University Council following a 

comprehensive review by the appropriate bodies. 

Second: Preparing to Submit a Proposal for Establishing a New Academic 

Program 

 

Before developing a proposal for a new academic program, the program director 

and the working team must review the following: 

1- The Sustainable Development Goals (SDGs) and the extent to which the 

proposed program contributes to achieving some of them. 
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2- The objectives and initiatives of Saudi Vision 2030 relevant to the nature of the 

program, and how the program will contribute to fulfilling part of these objectives. 

3- The region’s comparative and competitive advantages. 

4- Potential employers of program graduates, their requirements, and the extent of 

labor market demand for the program’s outcomes. The employment rates of 

graduates from similar programs (if available) should also be reviewed through 

the National Labor Observatory and the national classification reports of 

economic activities issued by the General Authority for Statistics. 

5- The objectives of the university’s strategic plan and the extent to which the 

proposed program contributes to achieving them. 

6- The strategy of the sector related to the nature of the program (if available), the 

Saudi Employment Strategy, and Saudization regulations and guidelines issued 

by the Ministry of Human Resources and Social Development. 

7- The Ministry of Education’s strategy and the directives issued by the Council of 

Universities Affairs regarding the establishment of academic programs. 

8- The Fourth Industrial Revolution Strategy. 

9- The Saudi Classification of Occupations and the identification of occupations 

relevant to the nature of the program. 

10- The National Qualifications Framework, with key points related to establishing 

programs to be highlighted in the next section of this chapter. 

11- The program’s specialized academic standards (if available) issued by the 

Education and Training Evaluation Commission. 

12- Professional accreditation bodies, industry and academic partnerships, and 

professional licensing entities (if applicable). 

13- Conducting workshops, surveys, or interviews with stakeholders in the program’s 

discipline to gather their insights and expertise. 

14- Local, regional, and international benchmarking of the program, which will be 

explained in Section Four of this chapter. 

Third: General Requirements for Academic Degrees According to the National 
Qualifications Framework 

❖ Associate Diploma: 

Obtaining this qualification requires the successful completion of at least 24 approved credit 

hours beyond secondary education or its equivalent. It may serve as an extension of general 

education after high school and typically requires one full academic year of full-time study, 

or its equivalent according to the relevant regulations and guidelines. The Associate Diploma 

is designed to develop the knowledge and skills needed for employment in administrative or 

professional fields that require limited specialized expertise. It is considered a standalone 

qualification and may also serve as a recognized early-exit point within structured programs 

such as advanced or intermediate diplomas or bachelor’s degrees. 
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❖ Intermediate Diploma: 

Obtaining this qualification requires the successful completion of at least 60 approved credit 

hours beyond secondary education or its equivalent. The program requires two full academic 

years of full-time study, or its equivalent according to the applicable regulations and 

guidelines. The Intermediate Diploma provides the knowledge and skills necessary for 

employment in administrative or supporting professional fields. It equips learners with 

foundational theoretical or professional knowledge that enables progression toward a 

bachelor’s degree. It may also serve as an early-exit qualification within certain bachelor’s 

programs. 

 

❖ Advanced Diploma: 

Obtaining this qualification requires the successful completion of at least 72 approved credit 

hours beyond secondary education or its equivalent. The program requires three full 

academic years of full-time study, or its equivalent, in accordance with the relevant 

regulations and guidelines. The Advanced Diploma provides the foundational theoretical or 

professional knowledge required for a specific professional field. It is awarded for fields that 

do not require a bachelor’s degree for qualification or may serve as an early-exit point within 

certain bachelor’s programs. Its learning outcomes are similar to those of the Intermediate 

Diploma but differ in program duration and total approved credit hours. 

❖ Bachelor's Degree: 

Obtaining this qualification requires the successful completion of at least 120 approved 

credit hours beyond secondary education or its equivalent. The program typically requires 

four academic years of full-time study, and not fewer than three years, depending on the 

discipline. While 120 credit hours represent the minimum in most fields, some bachelor’s 

programs require additional credits while maintaining the same degree title and level. 

Additional learning volume is documented in the student’s academic transcript. Exceptions 

include certain professional bachelor’s degrees—such as those in medical fields—which 

require at least six years of full-time study and at least 180 approved credit hours. 

❖ Higher Diploma: 

Obtaining this qualification requires at least 24 approved credit hours beyond the bachelor’s 

degree or its equivalent. The program requires one academic year of full-time study or its 

equivalent. Higher Diploma programs provide advanced academic, professional, or applied 

studies for learners seeking to enhance their knowledge and professional skills. They 

typically consist of advanced courses in a specific professional field and may require 

completion of a major or minor project. This qualification may serve as a bridge to a master’s 

degree and may require additional theoretical or applied coursework. It is considered 

equivalent in level to the professional, executive, or applied master’s degree that requires 

one academic year and 24 credit hours. 
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❖ Master’s Degree: 

Obtaining this qualification requires at least 30 approved credit hours of graduate-level 

courses in programs that follow a coursework-only model, or coursework combined with a 

project, thesis, or capstone research paper worth no fewer than 6 credit hours. In programs 

with a professional orientation, at least 30 credit hours of graduate coursework are required. 

The program requires no less than two academic years of full-time study beyond the 

bachelor’s degree or its equivalent.  

The master’s degree is equivalent in level to the professional, executive, or applied master’s 

degree, which requires two academic years of study—or their equivalent—and the 

completion of 30 approved credit hours. The educational or training institution may set 

additional requirements for progressing to the doctoral degree. 

The master’s degree is also equivalent in level to the professional bachelor’s degree in fields 

that require at least six years of study beyond secondary education and the completion of 

no fewer than 180 approved credit hours, as well as to the professional doctorate in the 

specialization or its equivalent—such as in medical fields—which requires two academic 

years of study, or their equivalent, and the completion of 30 approved credit hours. The 

educational or training institution may establish additional requirements for completing the 

professional doctoral degree. 

❖ Doctoral Degree: 

Obtaining this qualification requires the successful completion of at least 30 approved credit 

hours of advanced coursework, in addition to submitting a dissertation or research project 

after earning the master’s degree. The duration of study for this qualification must be no less 

than three academic years of full-time enrollment, or its equivalent. 

The doctoral degree is equivalent in level to the research doctorate, which focuses on 

independent research in a specific field of study alongside coursework, as well as to the 

professional doctorate, which emphasizes advanced application in a specialized field and 

requires the completion of 12 approved credit hours. Obtaining this qualification requires no 

less than three academic years of study. Some professional doctoral programs require the 

completion of a professional bachelor’s degree (with at least six years of study), a master’s 

degree, or a professional doctorate in the relevant field, or an equivalent qualification. The 

educational institution may establish additional requirements for completing this degree. 
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Fourth: Graduate Attributes:  

Defining the capabilities and qualities expected of a Taibah University graduate, 
reflecting the quality and impact of the academic program, as follows:  

1. Proficient – Demonstrates depth of disciplinary knowledge, and professional 
and digital competence. 

2. Critical Thinker – Exhibits critical thinking and problem-solving skills. 
3. Effective Communicator – Shows strong interpersonal and communication 

skills. 
4. Innovative – Applies creative and innovative thinking. 
5. Responsible – Upholds ethical conduct and social responsibility. 
6. Culturally Competent – Demonstrates cultural awareness and sensitivity. 
7. Lifelong Learner – Commits to continuous learning and professional 

development. 

The following table presents the operational definition of each of Taibah University’s 
graduate attributes, in addition to the corresponding targeted institutional learning 
outcomes. 

Graduate Attributes  Operational Definition 
Institutional Learning 
Outcomes 

1. Proficient – 
Demonstrates depth 
of disciplinary 
knowledge, and 
professional and 
digital competence. 

Depth of Disciplinary 
Knowledge: It refers to a 
comprehensive and in-depth 
understanding of a specific 
field, including its core 
principles, theories, concepts, 
and methodologies. A 
graduate with deep disciplinary 
knowledge is able to analyze 
and interpret complex 
information and apply 
theoretical understanding to 
real-world and practical 
contexts. 

1.1 Demonstrates a deep 
understanding of the field of 
specialization. 

Professional Competence: The 
ability to perform tasks and 
functions related to the field of 
specialization efficiently and 
effectively. This competency 
includes a combination of 
practical skills, technical 
knowledge, and professional 
ethics needed to operate 

1.2 Possesses advanced 
technical and professional skills 
appropriate to the field. 
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successfully in diverse work 
environments. 

Digital Competence: The 
ability to effectively and 
efficiently use digital tools and 
technologies to achieve 
professional and personal 
goals. This includes 
understanding software and 
digital devices, handling and 
analyzing data through 
applications, and applying 
technology to problem-solving 
and process improvement. 

1.3 Demonstrates proficiency in 
using technology and digital 
tools relevant to the field. 

2. Critical Thinker – 
Exhibits critical 
thinking and problem-
solving skills. 

Critical thinking is the ability to 
think clearly and logically 
about what should be done or 
what should be believed. It 
includes reflective and 
independent thinking, 
identifying strengths and 
weaknesses in arguments, 
and drawing conclusions from 
available information and data. 

2.1 Demonstrates the ability to 
analyze information logically 
and critically. 

Problem Solving: The ability to 
identify problems, analyze 
their underlying causes, 
develop effective solutions, 
and implement them skillfully. 
It includes evaluating 
alternatives and making 
evidence-based decisions. 

2.2 Demonstrates the ability to 
make decisions based on data 
and evidence. 

3. Effective 
communicator – 
Shows strong 
interpersonal and 
communication skills. 

Oral Communication:  The 
ability to speak clearly, 
express ideas and information 
in an organized and logical 
manner, and listen effectively 
to others. 

3.1 Demonstrates strong oral 
communication skills. 

Written Communication: The 
ability to write clearly and 
coherently, using appropriate 
language to communicate 
ideas and information 
effectively. 

3.2 Demonstrates strong written 
communication skills. 
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Teamwork:  The ability to work 
collaboratively with others to 
achieve shared goals, interact 
positively with team members, 
and contribute effectively to 
collective outcomes. 

3.3 Works effectively within a 
team to achieve common goals. 

Emotional Intelligence: The 
ability to recognize and 
regulate one’s emotions, 
understand the emotions of 
others, and manage 
interpersonal relationships 
effectively. It includes self-
awareness, self-regulation, 
social awareness, and 
relationship management. It 
includes self-awareness, self-
regulation, social awareness, 
and relationship management. 

3.4 Demonstrates self-
awareness, self-regulation, 
social awareness, and effective 
relationship management. 

4.  Innovative  – Applies 
creative and 
innovative thinking. 

Creative and Innovative 
Thinking: The ability to 
generate new and original 
ideas and apply them to solve 
problems, improve processes, 
or create new products or 
services. An innovative 
individual thinks outside the 
box, embraces new 
perspectives, and develops 
non-traditional solutions to 
complex challenges. 

4.1 Demonstrates the ability to 
think creatively and innovatively.  

5. Responsible – 
Upholds ethical 
conduct and social 
responsibility. 

Ethical Behavior: It refers to 
the ability to adhere to moral 
and professional standards in 
all personal and professional 
contexts. 

5.1 Adheres to ethical and 
professional values. 

Social Responsibility: The 
ability to contribute effectively 
to community service and 
development, fulfill civic duties, 
respect the rights of others, 
and support sustainable 
development. 

5.2 Contributes to community 
service and promotes 
sustainable development.  
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6. Culturally competent 
– Demonstrates 
cultural awareness 
and sensitivity. 

Cultural Competence: The 
ability to interact effectively 
and respectfully in multicultural 
environments while 
maintaining pride in one’s 
national identity and culture. It 
includes understanding global 
challenges and opportunities 
and their local impact, as well 
as working effectively in 
culturally diverse teams. 

6.1 Understands global 
challenges and opportunities 
and their impact on the local 
context. 

6.2 Demonstrates the ability to 
work in multicultural 
environments and shows 
respect for diversity.  

6.3 Demonstrates pride in 
national identity and culture. 

7. Lifelong Learner – 
Commitment to 
lifelong learning 

Commitment to Lifelong 
Learning: A sustained 
commitment to continuously 
developing skills and 
knowledge both professionally 
and personally. 

7.1 Develops the ability for 
continuous learning and keeps 
pace with advancements in the 
professional field and personal 
growth. 
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Fifth: Conducting Benchmarking with Comparable Academic Programs:  

 

Benchmarking is one of the most important scientific tools used in the design and 

development of academic programs. Its primary function is to examine the status 

of comparable programs in leading universities and compare them with the program 

being developed at Taibah University, using these programs as references to guide 

the design process.  

• First: Criteria for Selecting Comparable Programs for Benchmarking: 

Comparable academic programs are selected using two primary references:  

(A) Specialized Program Accreditation Bodies:  These bodies provide lists of 

accredited academic programs and departments. Their value lies in 

understanding how to obtain academic accreditation from these bodies and 

in identifying comparable programs, in order to examine: 

- Identifying the intended learning outcomes of the program. 

- Determining the distribution of credit units across the various learning domains. 

- Specifying the type of field training required in the area of specialization. 

- Establishing the ethical standards of the profession or discipline that must be 

incorporated into the program. 

 

(B) Global University Rankings: Global ranking platforms provide lists of top 

universities worldwide—both at the overall institutional level and within 

specific disciplines. These lists include the names of universities and their 

official websites. There are various types of global rankings for higher 

education institutions, including the following three categories: 

- General global rankings: Rankings that evaluate universities based on a 

predefined set of broad indicators at the institutional level.  

- Specialized global rankings: Rankings that assess and compare universities 

based on discipline-specific criteria.  

- National (local) university rankings: Rankings that evaluate universities 

within a particular country according to specific criteria.  

The program team is responsible for selecting a number of comparable academic 

programs, as required in the approved template issued by the relevant committee. 

These programs may include local, regional, and international academic programs 

that have obtained accreditation from recognized program accreditation bodies or 

relevant scientific associations, or those with a strong reputation in the field of the 

academic program being designed or developed. 
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• Second: Conducting Benchmarking with Comparable Academic Programs:       

Any academic program undergoing design or development must be benchmarked 

against a set of comparable academic programs, as required in the approved 

template. These comparable programs must belong to universities or colleges that 

hold academic accreditation or have a strong reputation in the field relevant to the 

program under consideration. The selected comparable programs should be 

diverse—representing institutions from Saudi Arabia, other Arab countries, Europe, 

Japan, North America, and East Asia. The methodology followed in scanning 

comparable academic programs must be based on the following criteria: 

- The number of courses and total approved credit units in the comparable 

program. 

- The distribution of credit units across university, college, and major 

requirements at the bachelor’s level. 

- The number and distribution of courses within the comparable program. 

- The inclusion and distribution of the various learning components (knowledge 

and understanding, skills, values, responsibility, and autonomy) within the 

comparable program. 

- A comparison between the courses offered in the comparable programs and 

those proposed in the new academic program. 

- Preparing a benchmarking report that analyzes these elements in the proposed 

program in comparison with all selected comparable programs. 

• Third: Data of Selected Academic Programs as Benchmark Indicators: 

Benchmarking for the academic program under development is conducted using 

the selected programs as reference indicators. This is achieved by scanning a set 

of comparable academic programs, as required in the approved template issued by 

the relevant committee, from departments in universities or colleges that have 

obtained academic accreditation or have a strong reputation in the field of the 

academic program being developed. In addition, a review of the learning outcomes 

of the comparable academic programs selected as reference indicators must be 

carried out, along with an analysis of their alignment with the intended learning 

outcomes of the program under development. The designated sections related to 

this process must be completed in the approved template (Template in Appendix 

No. 3). 
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Sixth: Steps for Establishing a New Academic Program 
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The diagram above illustrates the workflow for establishing a new academic program 
at Taibah University—from the initial program idea to the final approval of the program 
and course specifications. The following section outlines the detailed procedures for 
submitting a proposal for a new academic program. 

When proposing the establishment of a new academic program, it is required to 
complete the Academic Program Proposal forms (available in Appendix No. 1) and 
submit them to the Programs and Curriculum Committee at the Applied College for 
diploma-level programs, and to the Standing Committee for Academic Programs and 
Curriculum for bachelor’s-level programs. For postgraduate programs, the preliminary 
proposal form (Appendix No. 2) must be completed and submitted to the Standing 
Committee for Postgraduate Studies. 

Diploma Programs: 

• A recommendation to establish the academic program is issued by the 

specialists in the relevant disciplinary unit, followed by approval of the minutes 

by the Executive Vice President for Academic Affairs. 

• A recommendation to establish the academic program is issued by the 

Programs and Quality Unit at the college, followed by approval of the decision 

by the Chief Executive Officer (CEO). 

• The request to establish the academic program is then submitted to the Chair 

of the Standing Committee for Programs and Curriculum at the Applied College, 

accompanied by the following documents: 

❖ A letter from the CEO to the Chair of the Programs and Curriculums 
Committee requesting a recommendation to establish the academic 
program. 

❖ The Academic Program Establishment Form (Appendix No. 1). 

❖ A copy of the minutes issued by the specialists in the relevant disciplinary 
unit recommending the establishment of the academic program and 
submitting it to the Programs and Quality Unit at the college. 

❖ A copy of the approval letter from the Executive Vice President for 
Academic Affairs for the specialists’ recommendation to establish the 
program. 

❖ A copy of the minutes of the Programs and Quality Unit recommending 
the establishment of the academic program based on the specialists’ 
recommendation. 

❖ A copy of the CEO’s approval letter of the Programs and Quality Unit 
decision to approve the establishment of the academic program. 

❖ Any additional documents required by the Programs and Curriculum 
Committee at the Applied College to support the request for establishing 
the academic program. 

• Addressing the comments of the Programs and Curriculum Committee at the 

college regarding the proposal to establish the academic program. 

• Issuing a recommendation to establish the academic program by the Programs 

and Curriculum Committee at the Applied College, followed by CEO approval of 

the committee’s decision. 
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• Approval of the establishment of the academic program by the Executive 

Council of the Applied College. 

Bachelor’s and Postgraduate Programs: 

• A recommendation to establish the new academic program is issued by the 

relevant Department Council, followed by approval of the decision by the 

College Dean. 

• A recommendation to establish the new academic program is then issued by 

the College Council, or the Curriculum Committee delegated by the College 

Council, with approval of the decision by the University President. 

• The request to establish the academic program is submitted to the Standing 

Committee for Academic Programs (for bachelor’s programs) or to the Standing 

Committee for Postgraduate Studies (for postgraduate programs), 

accompanied by the following documents: 

❖ A letter from the College Dean requesting a recommendation to establish 
the academic program, based on the College Council’s recommendation. 

❖ The Program Establishment Form (Appendix No. 1), and the form in 
Appendix No. 2 for postgraduate programs. 

❖ A copy of the Department Council minutes recommending the 
establishment of the academic program and forwarding it to the College 
Council. 

❖ A copy of the approval letter for the Department Council decision. 
❖ A copy of the College Council minutes or the minutes of the Curriculum 

Committee delegated by the College Council, recommending the 
establishment of the academic program based on the department’s 
recommendation. 

❖ A copy of the University President’s approval letter for the College Council 
decision to establish the academic program (or the President’s approval 
of the delegated Curriculum Committee decision). 

❖ Any additional documents required by the relevant committee.  

• Addressing the comments of the Specialized Program Committees (for 

bachelor’s programs) or the Committee for Approving, Establishing, and 

Developing Postgraduate Programs (for postgraduate programs). 

• Addressing the comments of the Standing Committee for Academic Programs 

and Curriculum (for bachelor’s programs) or the Standing Committee for 

Postgraduate Studies (for postgraduate programs). 

• Issuing a final decision either approving the establishment of the academic 

program or declining the request, by the Standing Committee for Academic 

Programs and Curriculum (for bachelor’s programs) or the Standing Committee 

for Postgraduate Studies (for postgraduate programs). 
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Seventh: Implementation Procedures for Developing the Study Plan of the Newly 

Established Academic Program 

After obtaining approval to establish a new academic program, a study plan 

must be developed and program and course specifications must be prepared 

according to the latest versions of the Program Specification and Course 

Specification templates issued by the National Center for Academic 

Accreditation and Evaluation, based on the template applicable to the degree 

level. This should be done in alignment with the Undergraduate Study and 

Examination Regulations, the Regulations Governing postgraduate Studies 

at universities, and their executive rules at Taibah University. All required 

forms must be completed as requested by the relevant committee to finalize 

the approval procedures for diploma, bachelor’s, or postgraduate-level 

programs. The detailed steps are outlined below: 

✓ Stage 1: 

Complete the benchmarking templates for the newly established academic program 
by filling out Table (3) and Table (4) in Appendix (3), and ensure that the results 
derived from the benchmarking process are considered when developing the study 
plan. 

✓ Phase Two: 

Ensure that the study plan of the newly established academic program meets the 
following requirements: 

Diploma Programs:  

The university adopts a flexible approach to designing diploma programs, 

focusing on courses that directly support the intended specialization, while 

considering the following: 

1. College Requirements (if applicable): A defined number of mandatory credit 

units required for all students across the college’s academic programs. 

2. Specialization Courses: Including all mandatory and elective courses, as well 

as a graduation project (if applicable). These constitute the main portion of the 

study plan. 

3. Cooperative Training: The number of credit units is determined based on total 

required training hours and must be no fewer than 3 and no more than 6 credit 

units. 

4. The study plan, under the two-semester system of the academic year, must be 

distributed across two or three semesters for the Associate Diploma, four or five 

semesters for the Intermediate Diploma, and six or seven semesters for the 

Advanced Diploma. 
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Bachelor’s Programs: 

1. The distribution of the program’s approved credit units shall be determined 

based on the nature of the college to which the program belongs and in 

accordance with the requirements, courses, and training components specified 

in the university’s approved regulations for this level, and in alignment with the 

National Qualifications Framework. A general framework for the bachelor’s 

programs in the college shall be developed as follows: 

 

This framework must be approved by both the College Council and the Standing 

Committee for Academic Programs and Curriculums.  

2. The program courses shall be structured in accordance with the university’s 

established regulations (the Regulations for Study and Examinations and their 

Executive Rules) and must include the following essential components: 

▪ University Requirements: At the bachelor’s level, these consist of 14 

approved credit units, including 8 mandatory credit units and 6 elective credit 

units. 

▪ College Requirements: A defined number of mandatory approved credit units 

required for all students enrolled in the programs offered by the college 

departments. These requirements must include no fewer than three courses, 

totaling not less than six approved credit units. 

▪ Major (Specialization) Courses: This component includes all mandatory and 

elective courses, as well as the graduation project (where applicable). The 

number of elective credit units within the major must be no fewer than six 

approved credit units. Additional requirements may be approved by the 

relevant committee. 

▪ Free Elective Course: A course that a student may register for either from 

within their academic program or from other programs across the university, 

totaling 2–8 credit units, or as determined by the Standing Committee for 

Academic Programs and Study Plans. 

No Component  Relative Weight 

1 General Education 

Requirements  

6.5% – 12%  

2 College Requirements Not less than 5% 

3 Mandatory Program 

Requirements  

58% – 78%  

4 Elective Program 

Requirements  

Not less than 5% 

5 Free Elective Courses 1% - 6.67% 

6 Cooperative Training 1 - 10% 
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▪ Cooperative Training: The number of approved credit units is determined 

based on the total required training hours and must be no fewer than three 

(3) and no more than six (6) credit units. Health programs are exempt from 

the cooperative training requirement.  

3. The undergraduate courses must be distributed across no fewer than eight 

semesters. The academic load in any semester shall not fall below the minimum 

of twelve (12) credit units— or as stipulated in the Executive Rules of the Study 

and Examination Regulations at Taibah University— and shall not exceed the 

maximum of nineteen (19) credit units. This applies to both four-year and five-

year programs. Furthermore, the number of courses registered in any given 

semester must not exceed seven (7) courses; any exceptions shall be reviewed 

by the Standing Committee for Academic Programs and Study Plans. Six-year 

programs are exempt from the restrictions on the number of courses and credit 

units per semester. 

4. The credit units assigned to each course should range between two (2) and 

three (3) credit units, and any deviation from this range must be justified. 

5. Specialization courses must be offered by the relevant academic departments 

in order to avoid duplication among academic units within the university.  

6. Compliance shall be maintained with the standards and guidelines issued by 

relevant professional and specialized bodies, such as the Saudi Commission 

for Health Specialties, the Saudi Council of Engineers, and the Saudi 

Organization for Chartered and Professional Accountant. 

7. The design of academic programs shall be aligned with community needs and 

labor market requirements identified in the Program Establishment Request 

Form. 

8. The vision and mission of the relevant academic department, along with the 

program’s objectives and graduate attributes, must be aligned and serve as the 

foundational reference for designing the academic program, determining its 

courses, and ensuring the coherence of its objectives.  

9. The design of the academic program must incorporate all learning outcome 

domains specified in the National Qualifications Framework.  

10. The design of the academic program must adhere to the standards and 

guidelines issued by relevant scientific associations and professional bodies in 

the field. 

11. If a college or department offers multiple academic programs, it is not required 

that all programs have the same number of credit hours for graduation.  
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Postgraduate programs: 

•  Higher Diploma Programs: The duration of study shall be no less than two 

semesters and no more than three semesters, with a minimum of 24 credit hours 

and a maximum of 36 credit hours.  

• Master’s Programs: The study may be undertaken through one of the 

following tracks:  

❖ Coursework only, with a total of no fewer than 30 credit hours. 
❖ Coursework and Thesis, with a minimum of 30 credit hours, of which 8 

credit hours are allocated to the thesis. 
❖ Coursework and Graduation Research Project, with a minimum of 30 

credit hours, of which 6 credit hours are allocated to the research project. 
❖ Coursework and Comprehensive Examination, in accordance with Article 

(35) of the regulations for Postgraduate Studies in Universities and their 
Executive Rules at the university. 

•  Doctoral Programs: The study may be undertaken through one of the 

following tracks: 

❖ Coursework and Thesis, allocating 40% of the program’s total credits to 
coursework and 60% to the thesis, provided that coursework comprises 
no fewer than 30 postgraduate credit hours beyond the master’s degree.  

❖ Thesis with Limited Coursework, allocating 20% of the total program 
credits to coursework and 80% to the thesis, provided that coursework 
comprises no fewer than 12 postgraduate credit hours beyond the 
master’s degree. 

• The prescribed duration for completing the master’s degree shall be no less 

than four semesters and no more than six semesters under the two-semester 

system. Summer terms are not counted within this duration. 

• The prescribed duration for completing the doctoral degree shall be no less than 

six semesters and no more than nine semesters under the two-semester 

system. Summer terms are not counted within this duration. 

✓ Stage Three: 

The study plan for the newly established academic program shall be developed 
using the template provided in Appendix (4), taking into account the course coding 
and numbering system described at the end of Section Five of this handbook. 

✓ Stage Four: 

Prepare the program and course specifications and complete all administrative and 

technical procedures required for their approval by the College. The specifications 

shall then be reviewed by the Committee for Programs and Curriculums at the 

Applied College for diploma programs, by the specialized program committees for 

bachelor’s programs, and by the Committee for the Establishment, Development, 

and Approval of Postgraduate Programs for postgraduate programs. Section Four 

of this handbook will outline the administrative procedures and the responsibilities 

of the various committees and councils, while Section Five will provide detailed 
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guidelines on how to prepare the program specification, course specification, and 

field experience course specification. 

✓ Stage Five: 

The academic program shall be submitted for review by the Vice Rectorate of 

Academic Affairs or the Vice Rectorate of Postgraduate Studies and Scientific 

Research, taking into consideration the following: 

▪ The academic program shall be evaluated by several distinguished internal 

and external bodies with recognized excellence in their respective programs. 

▪ The number of reviewers assigned to the academic programs shall be 

determined in accordance with the Checklist for Meeting the Requirements 

for Academic Program Approval (Appendix No. 5). 

▪ The results of the program review shall be presented, along with all required 

supporting documents, to the relevant committees in order to obtain the final 

approval, as illustrated in the figure above. 

✓ Stage Six:  

The approval of the program and course specifications shall be granted by the 

Executive Council of the Applied College for diploma programs, by the Standing 

Committee for Academic Programs and Curriculums for bachelor’s programs, and 

by the Standing Committee for Postgraduate Studies prior to submitting them to the 

University Council for final endorsement. 

✓ Stage Seven:  

The final approval of the program and course specifications shall be granted by the 

University Council for bachelor’s and postgraduate programs. As for diploma 

programs, approval by the Executive Council of the Applied College, followed by 

endorsement from the University President, shall suffice, in accordance with Article 

(10) of the Regulations Governing Applied Colleges in Universities. 

✓ Final Stage:  

The newly established program shall be activated after ensuring the availability of 

the required human resources, infrastructure, and necessary facilities for its proper 

implementation. 
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Section Two 

• Approval of the Academic Program 
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The approval of an academic program requires a series of administrative procedures 
that follow the endorsement of the relevant committee for the proposal to establish or 
develop the program—whether at the diploma levels (Associate Diploma, 
Intermediate Diploma, Advanced Diploma), or at the bachelor’s and postgraduate 
levels. These procedures involve multiple stakeholders, including academic 
departments, college councils, and various specialized committees, to ensure that all 
requirements for program approval are fully met in accordance with the university’s 
established regulations. The approval procedures are detailed as follows: 

 

Administrative Procedures for the Approval of an Academic Program  

First: Diploma Program: 

1. Upon the approval of the proposal to design or develop an academic program 

by the Standing Committee for Programs and Curricula at the Applied College—

or other relevant colleges—the concerned academic unit or department shall 

form a team responsible for designing or developing the academic program.  

2. Upon completing the design or development of the academic program, the 

Program Director prepares a presentation memorandum in preparation for 

presenting the academic program to the subject-matter specialists within the 

relevant academic unit or department. 

3. Approval of the academic program by the subject-matter specialists in the 

relevant specialized unit, followed by the endorsement of the meeting minutes 

by the Executive Vice President for Academic Affairs. 

4. Approval of the academic program by the College’s Programs and Quality Unit, 

followed by the endorsement of the decision by the Chief Executive Officer. 

5. The request for program approval shall be submitted to the Chair of the Standing 

Committee for Programs and Curriculums at the Applied College, accompanied 

by the following documents: 

❖ A letter from the Chief Executive Officer addressed to the Chair of the 
Programs and Curriculums Committee at the College, requesting a 
recommendation for the approval of the program based on the 
recommendation of the College’s Programs and Quality Unit. 

❖ A letter from the Head of the Relevant Specialized Unit addressed to the 
Director or Supervisor of the Programs and Quality Unit at the College, 
requesting a recommendation for the approval of the program. 

❖ Submission of a report detailing the modifications made to the program 
based on review comments, evaluation feedback, and the 
recommendations provided by the Academic Program Advisory 
Committee.  

❖ An electronic copy of the academic program in Word format, prepared in 
accordance with the templates approved by the Programs and 
Curriculums Committee at the Applied College. 

❖ A copy of the meeting minutes of the subject-matter specialists within the 
specialized unit, in which they recommended the approval of the 
academic program and forwarded it to the College’s Programs and 
Quality Unit. 
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❖ A copy of the approval letter issued by the Executive Vice President for 
Academic Affairs approving the specialists’ meeting minutes for the 
program. 

❖ A copy of the meeting minutes of the Programs and Quality Unit, in which 
the unit recommended the approval of the academic program based on 
the recommendation of the subject-matter specialists. 

❖ A copy of the approval letter issued by the Chief Executive Officer 
approving the decision of the College’s Programs and Quality Unit to 
approve the program. 

❖ Complete the academic program approval requirements checklist (1).  
❖ A copy of the approval issued by the relevant committee authorizing the 

initiation of the development or design of the academic program. 
❖ Any additional documents requested by the Programs and Curriculums 

Committee at the Applied College to support the request for designing or 
developing the academic program. 

❖ Any additional documents that the academic program team deems 
important to include in the file. 
 

6. Addressing the comments of the College’s Programs and Curriculums 

Committee, as well as the external reviewer’s feedback, by the academic 

program development team. 

7. Approval of the academic program by the Programs and Curriculums 

Committee at the Applied College, followed by the endorsement of the 

committee’s decision by the Chief Executive Officer. 

8. Approval of the academic program by the College’s Executive Council.  

It should also be noted that a copy of all the documents and records mentioned 

above must be retained in the academic program file within the relevant specialized 

unit. 

Note: If the diploma program is offered by other colleges, it shall be subject to the 

procedures applied for the approval of bachelor’s program specifications. 

 

 
1) Appendix (5) may be consulted for the Academic Program Approval Requirements 

Checklist.
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Summary of the Administrative Procedures for Approving an Academic 
Program 

(Diploma Program) 

Program Proposal  

(Proposal Preparation by the Specialized Unit)  

Programs and Quality Unit 

(Review and Approval of the Program Proposal)  

The Programs and Curriculum Committee at the Applied 

College  

(Approval of the Program Proposal)  

The Relevant Specialized Unit 

(Preparation of the Program and Course Specifications)  

Programs and Quality Unit 

(Review and Approval of the Program and Course 

Specifications) 

The Executive Council of the Applied College  

(Approval and Establishment of the Program at the 

College) 

The Programs and Curriculum Committee at the Applied 

College  

(Approval of the Program and Course Specifications) 

The Executive Council of the Applied College  

(Program Approval)  
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Second: Bachelor’s Degree: 

1. Upon approval of the proposal to design or develop an academic program by 

the relevant committee, the concerned department council shall form a team to 

design or develop the academic program. The names of the team members 

must be formally approved by the department council. 

2. Once the program has been designed or developed by the assigned team, the 

Program Director shall prepare a presentation memorandum in preparation for 

presenting the program to the department council. 

3. Recommendation for the approval of the academic program shall be issued by 

the department council, followed by the approval of the council’s decision by the 

Dean of the College. 

4. Recommendation for the approval of the academic program shall be issued by 

the College Council, followed by the approval of the council’s decision by the 

President of the University. 

5. The request for recommending program approval shall be submitted to the 

Curriculums Administration at the Vice Rectorate of Academic Affairs, 

accompanied by the following documents: 

 

❖ A letter from the Dean of the College addressed to the Chair of the 
Standing Committee for Academic Programs and Curriculums, 
requesting a recommendation for approval of the program based on the 
College Council’s recommendation. 

❖ A letter from the Head of the relevant academic department addressed to 
the Dean of the College, requesting that the program be presented to the 
College Council for recommendation.  

❖ A report detailing the modifications made to the program based on review 
comments, evaluation feedback, and the recommendations of the 
Academic Program Advisory Committee.  

❖ An electronic copy of the academic program in Word format, prepared 
according to the templates approved by the Standing Committee for 
Academic Programs and Curriculums. 

❖ A copy of the department council minutes recommending the approval of 
the academic program and forwarding it to the College Council. 

❖ A copy of the letter endorsing the department council’s decision. 
❖ A copy of the College Council minutes recommending the approval of the 

academic program based on the department’s recommendation. 
❖ A copy of the letter issued by the President of the University endorsing 

the College Council’s decision to approve the program. 
❖ Completion of the academic program approval requirements checklist (1). 

2  
❖ A copy of the approval issued by the relevant committee authorizing the 

initiation of the program’s design or development. 

 
2) Appendix (5) may be consulted for the Academic Program Approval Requirements 

Checklist.
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❖ Any documents requested by the Standing Committee for Academic 
Programs and Curriculums to support the enhancement of program 
quality and compliance with local and international accreditation 
requirements. 

❖ Any additional documents deemed important by the academic program 
team to include in the file. 
 

6. Addressing the comments of the specialized program committees and the 

external reviewer’s feedback by the program team.  

7. Approval of the academic program by the Standing Committee for Academic 

Programs and Curriculums, followed by the endorsement of the committee’s 

decision by the President of the University. 

8. Final approval of the academic program by the University Council.  

9. It should be noted that a copy of all the documents and records mentioned 

above must be retained in the academic program file within the concerned 

academic department and the Curriculum Administration. 

Third: Postgraduate Programs: 

1. After coordination with the Administration of Postgraduate Studies regarding the 

proposal to design or develop an academic program, and following the approval 

of the Standing Committee for Postgraduate Studies, the concerned department 

council shall form a team to design or develop the academic program. The 

names of the appointed team members must be approved by the department 

council. 

2. Upon completion of the program design or development, the Program Director 

shall prepare a presentation memorandum in preparation for presenting the 

program to the concerned department council. 

3. Recommendation for the approval of the academic program shall be issued by 

the concerned department council, followed by the endorsement of the council’s 

decision by the Dean of the College. 

4. Recommendation for the approval of the academic program shall be issued by 

the College Council, or by the Curriculum Committee delegated by the College 

Council, followed by the approval of the council’s decision by the President of 

the University. 

5. The request for approving the program shall be submitted to the Standing 

Committee for Postgraduate Studies, accompanied by the following documents: 

❖  A letter from the Dean of the College addressed to the Chair of the 
Standing Committee for Postgraduate Studies, requesting a 
recommendation for the approval of the program based on the 
recommendation of the College Council. 

❖ A letter from the Head of the relevant academic department addressed to 
the Dean of the College, requesting that the program be presented to the 
College Council for recommendation. 



 
 

39  Handbook for Designing Academic Programs 

❖ A report detailing the modifications made to the program based on review 
comments, peer evaluation, and the recommendations provided by the 
Academic Program Advisory Committee.  

❖ An electronic copy of the academic program in Word format, prepared 
according to the templates approved by the Standing Committee for 
Postgraduate Studies.  

❖ A copy of the department council minutes recommending the approval of 
the academic program and forwarding it to the College Council. 

❖ A copy of the letter endorsing the department council’s decision. 
❖ A copy of the College Council minutes—or that of the Curriculum 

Committee delegated by the College Council—recommending the 
approval of the academic program based on the department’s 
recommendation. 

❖ A copy of the letter issued by the President of the University endorsing 
the College Council’s decision to approve the program (or the letter 
delegating the Curriculum Committee to approve it). 

❖ Complete the academic program approval requirements checklist (3).  
❖ Any documents requested by the Standing Committee for Postgraduate 

Studies to support program enhancement and fulfil accreditation 
requirements of local and international program-accreditation bodies. 

❖ Any additional documents that the academic program team deems 
important to include in the file. 

6. Addressing the comments of the Committee for the Approval, Establishment, 

and Development of Postgraduate Programs, as well as the external reviewer’s 

feedback, by the program team. 

7. Addressing the comments of the Standing Committee for Postgraduate Studies. 

8. Recommendation for the approval of the academic program by the Standing 

Committee for Postgraduate Studies, followed by the approval of the 

committee’s decision by the President of the University. 

9. Final approval of the academic program by the University Council.  

It should be noted that a copy of all the documents and records mentioned above 

must be retained in the academic program file within the concerned academic 

department and the Administration of Postgraduate Studies, while a final copy of 

the complete files shall also be provided to the Curriculum Administration for 

archiving. 

To summarize all administrative procedures required for the approval of an 

academic program, the following diagram provides an overview of the 

process: 

 

 

 
3) Appendix (5) may be consulted for the Academic Program Approval Requirements 

Checklist.
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Administrative Procedures for Approving Substantial Program Changes 

 

First: Diploma Programs 

1- Recommendation for the approval of major modifications to the academic 

program by the subject-matter specialists within the relevant specialized unit, 

followed by the endorsement of the meeting minutes by the Executive Vice 

President of Academic Affairs. 

2- Recommendation for the approval of the major modifications to the academic 

program by the College’s Programs and Quality Unit, followed by the 

endorsement of the decision by the Chief Executive Officer. 

 

 
 

3- The request for program endorsement shall be submitted to the Chair of the 

Programs and Curriculum Committee at the College, accompanied by the 

following documents: 

4- An electronic copy (in Word format) of the Program Specification Form or the 

Course Specification Form(s) to be modified, with all amendments clearly 

highlighted in red. 

5- Complete the academic program modification summary form provided in 

Appendix 9 (4). 

6- Attach the program report or the course report(s) that support the proposed 

modification. 

 
4) Appendix (9) may be consulted for the Program Modification Summary Form. 

Summary of the administrative procedures required for approving major 

modifications to an academic program (diploma Program) 

Specialized Programs Unit 

(Proposing the Modifications) 

Programs and Quality Unit 

(Review and Approval of the Proposed Modifications) 

The Programs and Curriculum Committee at the Applied College  

(Endorsement of the Proposed Modifications) 

The Executive Council of the Applied College  

(Final  Approval of the Proposed Modifications) 
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❖ A copy of the minutes documenting the approval by the subject-matter 

specialists in the specialized unit, in which they recommended approving 

the major modifications to the academic program and submitting them to 

the College’s Programs and Quality Unit. 

❖ A copy of the letter issued by the Executive Vice President of Academic 

Affairs approving the minutes in which the subject-matter specialists 

endorsed the major modifications to the academic program. 

❖ A copy of the minutes issued by the College’s Programs and Quality Unit 

recommending the approval of the major modifications to the academic 

program, based on the recommendation of the subject-matter specialists. 

❖ A copy of the letter issued by the Chief Executive Officer approving the 

decision of the College’s Programs and Quality Unit to endorse the major 

modifications to the program. 

❖ Any additional documents required by the College Programs and 

Curriculum Committee to support the request for the academic program 

amendment. 

❖ Any additional documents that the academic program team deems 

important to include in the file. 

7- Addressing the comments of the College Programs and Curriculum Committee, 

as well as the external reviewer’s feedback, by the program team. 

8- Recommendation for the approval of the major modifications to the academic 

program by the College Programs and Curriculum Committee, followed by the 

approval of the committee’s decision by the Chief Executive Officer. 

9- Approval of the major modifications to the academic program by the College 

Executive Council. 

 

Second: Undergraduate and Postgraduate Programs: 

1. Recommendation for the approval of the major modifications to the academic 

program by the Department Council, followed by the approval of the decision by 

the Dean of the College. 

2. Recommendation for the endorsement of the major modifications to the 

academic program by the College Council, followed by the approval of the 

decision by the University President. 

3. The request for recommending the endorsement of the major modifications to 

the academic program shall then be submitted to the Curriculum Administration 

at the Vice Presidency for Academic Affairs for bachelor’s programs, and to the 

Standing Committee for Postgraduate Studies for postgraduate programs, 

accompanied by the following documents:  

❖ An electronic Word file of the Program Specification or Course 

Specification(s) to be modified, with all modifications clearly highlighted 

in red. 
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❖ Complete the academic program modification summary form provided in 

Appendix 9 (5). 

❖ Attach the program report or the course report(s) that support the 

proposed modification. 

❖ A copy of the Department Council minutes in which the major 

modifications were approved. 

❖ A copy of the official approval of the Department Council’s decision. 

❖ A copy of the College Council minutes in which the modifications were 

approved. 

❖ A copy of the University President’s approval of the College Council’s 

decision approving the modifications. 

❖ Any documents required by the Standing Committee for Academic 

Programs and Curriculum or the Standing Committee for Postgraduate 

Studies to support the modification request. 

❖ Any documents that the Program Director or the College considers 

important for review before a final decision is made. 

❖ All comments from the Specialized Program Committee or the Committee 

for Postgraduate Program Approval, Establishment, and Development 

(including external reviewers’ comments, if applicable) have been 

addressed by the program development team. 

4. Recommendation to approve the major modifications to the academic program 

by the Standing Committee for Academic Programs and Curriculum, followed 

by the approval of the committee’s decision by the University President. For 

postgraduate programs, the modifications are approved by the Standing 

Committee for Postgraduate Studies, with the University President approving 

the committee’s decision.  

5. Recommendation for the approval of the major modifications by the University 

Council, if required, in accordance with relevant regulations and policies. 

Finally, it is important to emphasize the need to retain a copy of all the documents 

referenced above in the academic program file maintained by the relevant 

academic department, as well as with the Curriculum Administration and the 

Postgraduate Studies Administration for master’s and doctoral programs. 

To summarize the administrative procedures for approving any substantive 

modifications to an academic program, the following figure can be 

considered: 

 

 
5) Appendix (9) may be consulted for the Program Modification Summary Form . 
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Summary of administrative procedures necessary to approve substantive 

amendments to an academic program (undergraduate – postgraduate) 

The Department  

Proposal of non-substantial modifications 

 
The Department Council  

(Approval of the non-substantial modifications and 

recommendation to the College Council for their final approval) 

The College Curriculum Committee 

(Recommendation for the approval of the non-substantial 

modifications) 

The College Council 

(Or the delegated College Curriculum Committee)  

 

  The Standing Committee for Postgraduate 

Studies 

 

 The Standing Committee for Academic 

Programs and Curriculum 

 

The University Council  

(if required) 

Approval of the 

Substantial 

modifications  
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Administrative Procedures for Approving Substantial Program Changes 

First: Diploma Programs: 

1. Recommendation for the approval of the non-substantial modifications to the 

academic program by the specialists in the relevant unit, followed by the 

approval of the minutes by the Executive Vice President of Academic Affairs. 

2. Recommendation for the approval of the non-substantial modifications to the 

academic program by the College Programs and Quality Unit, followed by the 

approval of the decision by the Chief Executive Officer. It should be noted that 

the College Programs and Quality Unit must ensure that the proposed 

modifications originate from course reports and academic program reports. 

3. A request for the approval of the non-substantial modifications shall be 

submitted to the Chair of the College of Applied Studies’ Committee for 

Academic Programs and Curriculum by sending an electronic Word file of the 

Program Specification and the Course Specification(s) that have been modified, 

with all changes highlighted in red, along with copies of the relevant committee 

decisions. 

4. Approval of the non-substantial modifications shall be granted by the Chair of 

the Standing Committee for Academic Programs and Curriculum at the College 

of Applied Studies. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Summary of the administrative procedures required for approving 

major modifications to an academic program (diploma Program) 

Specialized Programs Unit 

(Proposing the Modifications) 

Chair of the College of Applied Studies’ Programs and 
Curriculum Committee 

(Adoption of the Proposed Modifications) 

Programs and Quality Unit 

(Review and Approval of the Proposed Modifications) 
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Second: Undergraduate and Postgraduate Programs:  

1. Recommendation for the approval of the non-substantial modifications to the 

academic program by the Department Council, followed by the approval of the 

Council’s decision by the Dean of the College. 

2. Approval of the non-substantial modifications to the academic program by the 

College Council, followed by the final approval of the decision by the University 

President. It should be noted that the College Curriculum Committee must 

ensure that the proposed modifications are based on course reports and 

academic program reports. 

3. The request for non-substantial modifications to the academic program shall be 

submitted to the Curriculum Administration at the Vice Rectorate of Academic 

Affairs for undergraduate programs, and to the Postgraduate Studies 

Administration for postgraduate programs. This is done by sending an electronic 

Word file of the Program Specification or the Course Specification form(s) in 

which the modifications have been made, with all changes clearly highlighted in 

red, along with copies of the relevant decisions issued by the concerned 

councils and committees. 

4. Approval of the non-substantial modifications by the Chair of the Standing 

Committee for Academic Programs and Curriculum for undergraduate 

programs, or by the Chair of the Standing Committee of Postgraduate Studies 

for postgraduate programs. 

5. Lastly, it is important to note that a copy of all the documents mentioned above 

must be retained in the academic program file within the relevant academic 

department.  

To summarize the administrative procedures for approving any non-

substantial modifications to an academic program, the diagram below may 

be consulted. 

 

 

 

 



 
 

47  Handbook for Designing Academic Programs 

 
 
 
 
 
 
 
 
 
 

Procedures Required After Approval by the University Council 

 
1. The concerned college must coordinate with the Vice Rectorate of Academic 

Affairs to complete the program-coding procedures with the relevant entity at 

the Ministry of Education, in accordance with the templates specified by the Vice 

Rectorate of Academic Affairs. 

2. The Curriculum Administration shall notify the colleges of the approval of 

undergraduate programs by the University Council, and shall provide them with 

a copy of the decision and a stamped copy of the approved program.  

Summary of the administrative procedures required for approving non-

substantial modifications to an academic program (undergraduate – 

postgraduate) 

The Department  

Proposal of non-substantial modifications 

The Department Council  

(Approval of the non-substantial modifications and 

recommendation to the College Council for their final approval) 

The College Curriculum Committee 

(Recommendation for the approval of the non-substantial 

modifications) 

The College Council 

(Or the delegated College Curriculum Committee)  

 

 The Chair of the Standing Committee for Academic Programs 

and Curriculum, or the Chair of the Standing Committee for 

Postgraduate Studies 

(Approval by the Chair of the Committee only) 
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3. The postgraduate Studies Administration shall notify the colleges of the 

approval of graduate programs by the University Council,  and shall provide 

them with a copy of the decision and a stamped copy of the approved program. 

4. The Curriculum Administration at the Vice Rectorate of Academic Affairs shall 

complete the procedures of installing the study plans onto the admission and 

registration system for diploma and bachelor’s programs, in coordination with 

the designated unit at the Deanship of Admission and Registration, and shall 

ensure that the installed plans fully align with the version approved by the 

University Council for all academic programs at the university. 

5. The Postgraduate Studies Administration shall complete the procedures of 

installing the study plans onto the admission and registration system for 

graduate programs, in coordination with the designated unit at the Deanship of 

Admission and Registration, and shall ensure that the installed plans fully align 

with the version approved by the University Council for all academic programs 

at the university. 

6. The Curriculum Administration shall establish a central archive for all 

undergraduate and diploma programs approved by the University Council. The 

college whose program has been approved, along with the relevant department, 

must maintain a complete archive of the program’s documents for future 

reference. As for postgraduate programs, a central archive shall be maintained 

by the Postgraduate Studies Administration, with a copy provided to the 

Curriculum Administration. 

7. The concerned college must develop a clear and time-bound plan to graduate 

all students enrolled under the previous study plan and address the cases of 

students facing academic difficulties. This process must be completed within a 

period not exceeding the number of years stipulated in the previous study plan 

of the program. 

 

General Policy for Modifying Academic Programs at the University 

This policy covers the types of changes that may occur in an academic program, the 

procedures through which such changes are proposed, approved, and implemented. 

The process of modifying academic programs is subject to the following conditions: 

1. Evidence must be provided that the proposed change would enhance the quality 

of the program in line with best practices in the relevant discipline. 

2. The modifications must align with local and international academic standards 

and must not negatively affect them.  

3. Modifications must be consistent with the University’s vision, mission, and 

strategic plan. 

4. Modifications to programs and courses must be initiated by the main program 

headquarters after consultation with equivalent programs in the branches, and 

the modifications must be implemented in all branches where the program is 

offered. 
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5. No modifications may be implemented before obtaining the official approvals 

and receiving the updated course/program specification from the Curriculum 

Administration at the University Vice Presidency for Academic Affairs. 

6. The Curriculum Administration at the University Vice Presidency for Academic 

Affairs is responsible for updating the specifications based on the modification 

forms submitted by the colleges and for sending the approved version to the 

concerned college. 
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Modifications to academic programs may be divided into two categories as 

follows:  

 

A- 1. Program Development Based on Major Modifications (Levels 2 and 3 in 

the Internal Quality System at the Colleges)  

The program development process is undertaken when substantial modifications are 

introduced to the program. These modifications are initially discussed in the 

departments’ councils, then forwarded to the College Main Curriculum Committee for 

further deliberation. They are subsequently presented to the College Council to issue 

a recommendation for their approval. After that, they are submitted to the Standing 

Committee for Academic Programs and Study Plans for the approval and endorsement 

of bachelor’s programs, and to the Standing Committee for Graduate Studies for 

graduate programs, after which they may be forwarded to the University Council, if 

necessary, for final approval. 

As for diploma programs in the Applied College, the proposed modifications are 

submitted to the Programs and Plans Committee at the Applied College and then 

forwarded to the Executive Council of the College. 

The substantial modifications to any program can be summarized in the following 

points: 

1. Adding, deleting, or making substantial changes to the title of the program or to 

the departments within the college.   

2. Adding, cancelling, or modifying the total number of approved credit hours 

required for the program.  

3. Modifying or changing the distribution of the program’s credit hours allocated to 

the compulsory courses, supporting compulsory courses, and elective courses, 

even when the total number of program credit hours remains unchanged. 

4. Modifying the academic degree awarded upon completion of the program. 

5. Adding or cancelling the main tracks or specializations included within the 

program. 

6. Modifying or changing the intermediate exit points within the program and the 

certificates awarded (if any), such as: the Diploma degree within a Bachelor’s 

degree program. 

7. Changing the language of instruction for a program or for a specific course, 

whether from Arabic to English or vice versa. 

8. Adding new mechanisms and procedures to be used in obtaining overall 

evaluations of the program’s quality and the extent to which the intended 

learning outcomes have been achieved, in a manner that goes beyond 

graduates, employers, and stakeholders, and which requires the approval of 

higher authorities. 
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9. Re-describing a course for justified reasons documented in the course and 

program report. 

10. Changing or modifying any of the learning resources, whether in terms of the 

required textbooks or the primary references of the course. 

11. Modifying or changing the learning outcomes of the program. 

12.  Adding or deleting any service course offered by the department at the college 

or university level. 

13. Changing the academic level at which a course is taught, or modifying its title 

or code. 

14. Modifying the distribution of credit hours for a course among theoretical hours, 

practical hours, field training, or the graduation project. 

15. Modifying the admission requirements for the program.  

16. Changing or modifying the name or code of a course for any reason. 

17. Modification or Change of the Program in which the Course is Offered. 

B- Program development is carried out based on non-substantive changes 

(Level 1 in the internal quality system at colleges). 

The program development process in the case of non-substantive changes is 

conducted as follows: the proposed changes are first discussed in the departmental 

councils, then submitted to the College’s Main Curriculum Committee for review, and 

presented to the College Council for recommendation and approval. Afterward, they 

are forwarded to the Chair of the Permanent Committee for Academic Programs and 

Bachelor’s Study Plans for final approval and ratification. Non-Substantive 

Modifications for any program are Summarized as follows: 

1. Adding, removing, or modifying the learning outcomes in a course if course and 

program reports indicate a need for such changes.  

2. Modifying the course content in a way that does not affect the course objectives 

or its learning outcomes by more than 10% at one time during the program 

development cycle. 

3. Changing or modifying teaching strategies or methods of assessing learning 

outcomes in a course. 

4. Changing or modifying the schedule for student assessments in the course 

during the academic term.  

5. Changing or modifying program admission requirements, orientation and 

preparatory programs for new students, guidance services (academic, 

professional, social, or psychological), special support provided to students with 

disabilities, gifted students, or academically struggling students.  

6. Modification of Prerequisites or Co-requisites of the Course. 

  



 
 

52  Handbook for Designing Academic Programs 

 

 

 

Section Three 

• Academic Program, Course, and Field Experience 
Course Specifications 
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This section aims to support academic entities and supervisors in designing and 

preparing a comprehensive and organized description of the academic program, the 

course, and the field experience course to ensure clarity of roles and responsibilities 

and the achievement of intended learning outcomes. It also seeks to enhance the 

quality of field training and academic education by providing a reference framework 

that can be adapted to suit various academic programs and disciplines. Accordingly, 

this section offers a unified reference for program directors and teaching staff to 

prepare academic descriptions in a manner that ensures consistency, quality, and 

alignment with national and international standards.  

The Importance of Completing the Templates in This Section Accurately and 

Comprehensively is as Follows: 

• Quality Assurance: Completing the templates clearly and accurately serves as 

evidence of the program’s commitment to applying best practices in the design, 

implementation, and development of academic programs. 

• Achievement of Academic Accreditation: The templates constitute a primary 

reference for institutional and programmatic evaluation and review processes, 

serving as a key tool for achieving programmatic academic accreditation. 

• Continuous Development: Completing the templates enables a 

comprehensive review of the program and the identification of strengths and 

challenges, thereby supporting development plans and continuous 

improvement. 

• Enhancing Transparency: The templates contribute to providing accurate and 

comprehensive data for external reviewers, teaching staff members, students, 

and stakeholders, which enhances transparency and affirms the program’s 

reliability. 

Preparation of the Academic Program Specification 

 

Objectives of Preparing the Program Specification 

1. Documenting the Essential Information of the Program: Including the 

mission, objectives, and learning outcomes to ensure clarity of vision for all 

concerned parties. 

2. Achieving Alignment with National and International Standards: To ensure 

the excellence of academic programs and their alignment with the National 

Qualifications Framework (NQF) and labor market needs.  

3. Promoting a Culture of Quality: By providing a systematic framework for 

evaluating program performance and achieving continuous enhancement and 

development. 

4. Supporting Institutional Planning: By providing unified data that contribute to 

strategic planning at the university level. 

Importance of Preparing the Program Specification 

• Program Accreditation: Fulfilling the requirements of academic accreditation 

in accordance with the standards of the National Center for Academic 

Accreditation and Evaluation (NCAAA). 
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• Enhancing Program Efficiency: Improving academic programs, curricula, 

teaching and learning processes, and assessment methods through 

comprehensive program analysis. 

• Strengthening Institutional Trust: Enhancing the reputation of the university 

and its programs among students, employers, and other academic institutions. 

• Meeting Labor Market Expectations: By designing academic programs that 

enhance graduates’ employability and align with the needs of various sectors. 

Entity Responsible for Preparing the Program Specification 

The primary responsibility for preparing and completing the Academic Program 

Specification template lies with the Academic Program Director, in collaboration with 

the program’s teaching staff members, the Quality Assurance and Academic 

Accreditation Unit, and the Curriculum Committee at the department and college 

levels.   

Time of Preparation   

The Academic Program Specification document is prepared before admitting any 

cohort into the academic program, in accordance with the following cases: 

1. Newly Introduced Program: The Program Specification template is prepared 

using the most recent version issued by the National Center for Academic 

Accreditation and Assessment (NCAAA). It must be completed in full as part of 

the requirements for approving a newly introduced program at the university. 

The regulations outlined in Chapter Three of this manual, which address the 

introduction of an academic program, must be observed. 

2. Updating an Existing Program: The template is updated when modifications 

are made to the program, with strict adherence to the governance procedures 

for development and modification stated in the Internal Quality Policies and 

Procedures Manual for Academic Programs. 

Responsibilities of the Teams, Councils, and Committees Involved in Preparing 

and Approving the Program Specification Template 

1. Program Director: The Program Director prepares the template in 

collaboration with the program’s teaching staff members, the Quality Assurance 

and Academic Accreditation Unit, and the Curriculum Committee at both the 

department and college levels. 

2. College Curriculum Committee: Conducts a comprehensive review of the 

template to ensure that it meets the requirements of the college and the 

university. 

3. Program Advisory Board: Reviews all data and information included in the 

template and provides the necessary comments and recommendations. 

4. College Council: Conducts a comprehensive review of the template to ensure 

that it meets the requirements of the college and approves it. 



 
 

55  Handbook for Designing Academic Programs 

5. Committees Relevant to University Vice Precedency: Review the template 

and ensure its alignment with university standards and academic accreditation 

requirements, and approve it for presentation to the University Council.  

6. University Council: Approval by the University Council is the final step that 

formally authorizes the launch of the program. 

General Guidelines for Completing the Program Specification Template 

▪ The Program Specification must be written using the latest template issued by the 

National Center for Academic Accreditation and Evaluation (NCAAA). 

▪ Comprehensiveness of the Specification: The guidelines outlined in the Internal 

Quality Policies and Procedures Manual/Guide for Academic Programs and the 

Academic Program Development Manual of Taibah University must be observed, 

including those related to learning outcomes, assessment, and training activities. 

▪ Adherence to the Original Template Format: No section of the template may be 

deleted, rearranged, or reformulated. The overall design of the template must be 

strictly followed, including page layout, section order, and the formatting of tables 

and their borders. In addition, adding new sections to the template is strictly 

prohibited. 

▪ Ensuring Review and Updating: The specification must be reviewed regularly 

and updated based on feedback and any changes, in full compliance with the 

governance procedures for developing and modifying academic programs and with 

proper documentation of all changes. 

▪ Integration with Quality Standards: The preparation of the specification must be 

guided by academic accreditation requirements. 
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Firstly: Bachelor’s Degree Programs 

Steps for Preparing the Program Specification Template 

Components of the Bachelor’s Program Specification Template (TP-151), 2024 

Edition  

The template consists of the following parts:  

1. Cover Page 

2. Program Identification and General Information 

3. Program Mission, Objectives, and Learning Outcomes 

4. Curriculum Structure 

5. Admission and Student Support 

6. Teaching Staff and Administrative Personnel 

7. Learning Resources, Facilities, and Equipment 

8. Program Quality Assurance 

9. Specification Approval 

Below is a simplified explanation of how to complete the Academic Program 

Specification Template issued by the National Center for Academic Accreditation and 

Assessment (NCAAA), version TP-151/2024, presented in clear and straightforward 

steps to ensure full compliance with all required standards at the highest levels of 

accuracy and quality. 

1- Cover Page: Basic Information about the College, Academic Department, 

and Program 

Program 
Write the program name exactly as approved in the official program 
establishment decision. 

Program Code in 

the Saudi 

Classification 

Write the program code according to the Saudi Standardized 
Classification of Educational Levels and Specializations (the eight-
digit specialization coding system). 

Qualification 

Level 
Write the academic qualification level of the program.  

Department 
Write the name of the academic department(s) responsible for 
delivering the program.  

College   Write the name of the college offering the program. 

Institution 
Write the name of the university (indicate the branch if the program 
is offered at one of the university’s branches). 

Program 

Specification 
Select the specification version (New or Updated). 

Date of last 

review  
Write the date of the most recent approved review of the program 
specification by the University Council. Ensure consistency in using 



 
 

57  Handbook for Designing Academic Programs 

one date format (Hijri or Gregorian) throughout all documents, and 
it must align with the format used for the academic year. 

A. Program Identification and General Information 

Main Campus of 
the Program 

Specify the main campus where the program is offered. 

Branches 

Offering the 

Program 

List of all branches where the program is offered (if any) 
Include their data in this program specification (if available). 

Partnerships 

with other 

entities (if any) 

and their nature 

If the program has partnerships with other universities or 
organizations that participate in the specification or teaching of the 
program’s courses, specify them and indicate the nature of each 
partnership. If none, write: None 

Professions / 

Jobs for which 

students are 

qualified 

Specify the list of professions/jobs for which students are prepared 
to work and include their codes (not the employers). For example: 
Communications Engineer - Electrical Engineer - Electrical Power 
Engineer 

Note: Refer to the Unified Saudi Classification of Occupations. 

Relevant 

Professional 

Sectors 

Identify the sectors that issue professional certifications in the 
program’s specialization. 

Example: The Saudi Council of Engineers is a relevant sector for 
the Bachelor of Electrical Engineering program, or the Saudi 
Commission for Health Specialties.   

Main Program 

Tracks (if any) 

- Track: Specify the main tracks of the program, which are 
linked to the professions/jobs. For example: Engineering and 
Communications Track - Power and Machinery Track - Control 
Track (if any).  

- Credit Hours (for each track): Specify the number of credit 
hours for each track listed in the program tracks (if any). In 
compliance with the credit hours specified in the National 
Qualifications Framework and the Guide for Specialized 
Academic Standards issued by the National Center for 
Academic Accreditation and Evaluation (if available). 

- Professions / Jobs (for each track): Specify the list of available 
professions/jobs for each track. For example: Communications 
Engineer and Electrical Engineer are among the professions 
associated with the Engineering and Communications track 

Note: Refer to the Unified Saudi Classification of Occupations. 

Exit Points / 

Awarded 

Qualification (if 

any) 

Specify the exit points or the qualification awarded in case the 

student does not complete the program’s required credit hours. 

This must comply with the credit hours in the National 

Qualifications Framework. 
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Note: Please refer to the Unified Saudi Classification of 

Educational Levels and Specializations, in addition to the National 

Qualifications Framework, and perform benchmarking 

comparisons. 

Specify the total credit hours for each exit point / awarded 

qualification (if any). 

If there are no exit points, write: None 

Total Credit 

Hours 

Specify the total credit hours of the program. 

Example: 131 credit hours 

B. Program Mission, Objectives, and Learning Outcomes 

Program Mission 
Write the program’s mission, ensuring it aligns with the mission of 

the University and the College. 

Program Goals 

Write the approved program goals, ensuring they are measurable, 

specific, non-repetitive, and cover all aspects of the program 

mission. The goals should not exceed four. his should be in 

accordance with the guidelines in the Internal Quality Guide: 

Internal Quality Policies and Procedures for Academic Programs – 

Mission and Goals.  

Program 

Learning 

Outcomes* 

Write the approved program learning outcomes, distributed across 

the specified domains: Knowledge and Understanding, Skills, 

Values, Autonomy, and Responsibility. The outcomes should be 

no fewer than 8 and no more than 12. 

 Fill in a separate table for each track, if any.  

 This should be in accordance with the guidelines in 

• the Internal Quality Guide. Internal Quality Policies and 

Procedures for Academic Programs – Developing Learning 

Outcomes and Defining Teaching Strategies and Assessment 

Methods. 

• National Qualifications Framework and the Consistency Model 

with the National Qualifications Framework. 

• Guide for Specialized Academic Standards issued by the 

National Center for Academic Accreditation and Evaluation (if 

available). 

• Benchmarking Comparisons. 

• University Guide for Preparing Academic Programs. 

Separate tables should be added for each track or exit point (if any). 
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C. Curriculum Structure 

1: Components of the Study Plan* 

Components of 

the Study Plan* 

Any additional component not listed among the standard 

components may be added. For example: Foundation / 

Preparatory Year – the study plan components should be 

specified, including the number of courses, distribution of credit 

hours, and their proportions, in accordance with the guidelines in: 

• The approved distribution of General Requirements courses by 

semester. 

• Guide for Specialized Academic Standards issued by the 

National Center for Academic Accreditation and Evaluation (if 

available). 

Core / Elective Specify whether the study plan component is core or elective. 

Number of 

Courses 

Determine the number of courses for each component of the study 

plan 

Credit Hours 

Determine the total number of credit hours for all component 

courses.  

Example: The university’s core requirements constitute 12 credit 

hours  

Percentage 

Calculating the Percentage for Each Component of the Total 

Program Credit Hours 

Total  

Total 

Calculate the total for each column: 

Total number of courses. 

Total Credit Hours 

Total percentage (the sum of the different percentages must equal 

100%). 

Note: A separate table should be completed for the courses of each track, if any. 

2- Program Courses* 

Level 

Study levels are numbered sequentially from Level 1 up to the final 

academic level in which courses are offered, with each level 

representing one academic semester. When distributing courses 

across the study levels, the minimum and maximum credit hours 

allowed per semester must be observed, in accordance with the 

University Guide for Preparing Academic Programs. The guidelines 

for distributing the University’s general and elective requirements, 

as well as the distribution of prerequisite or co-requisite courses, 

must also be followed. (Add additional levels as needed.) 

Course Code The course code is determined as follows: 
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Newly established programs: The code is assigned as specified 

in the section on course coding in this guide. 

Existing programs: In the absence of any approved changes, the 

course codes of the previously approved study plan shall be 

adhered to. 

Course Title 

The approved course title from the previous study plan must be 

used if no changes have been approved, while adhering to the 

Guide for Specialized Academic Standards issued by the National 

Center for Academic Accreditation and Evaluation (if available). If 

the course is newly introduced, the title should be written according 

to the approval decision for its introduction. In both cases, 

compliance with the Guide for Specialized Academic Standards 

issued by the National Center for Academic Accreditation and 

Evaluation (if available) must be ensured. 

Core / Elective  Specify whether the course is core or elective. 

Prerequisites 
Specify the prerequisite(s) required before registering for this 

course (if any). 

Credit Hours  

Specify the number of credit hours for the course, not the contact 

hours. This must comply with the Guide for Specialized Academic 

Standards issued by the National Center for Academic 

Accreditation and Evaluation (if available). Ensure consistency 

between the distribution of credit hours and the Study Plan 

Components table. 

Type of 

Prerequisite   

 Specify the type of prerequisite for the course: University 

prerequisite - College prerequisite - Program prerequisite Ensure 

consistency with the Study Plan Components table. 

A separate table should be added for each track, if any. 

3- Program Course Specification: 

Program 

Course 

Specification 

Templates 

Insert the electronic link to the course specifications for all program 

courses in accordance with the template of the National Center for 

Academic Accreditation and Evaluation (NCAAA). The version of 

the course specification template used must be consistent with the 

same version used for the program specification. 

Note: Refer to the guideline chapter for preparing the course 

specification using the approved template of the National Center for 

Academic Accreditation and Evaluation. 

4- Program Learning Outcomes Matrix  
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Program 

Learning 

Outcomes 

Matrix 

Each course (including general university requirements) must be 

mapped to the relevant Program Learning Outcomes according to 

three levels: 

• Foundation Level (1): Provides the essential and introductory 

knowledge. 

• Level of practice (2): Focuses on applying the acquired 

knowledge and skills. 

• Advanced Level (3): Requires deeper analysis and an advanced 

understanding of concepts.  

It must be ensured that there is a logical progression in classifying 

levels (from Foundation to Advanced) across the courses linked to 

each Program Learning Outcome. 

All Program Learning Outcomes must include courses distributed 

across the different levels (1, 2, and 3) to ensure balance and 

comprehensiveness in covering the outcomes at the program level. 

In bachelor’s programs, the number of courses mapped to each 

Learning Outcome must not be fewer than five. If the number is 

lower, the Program Learning Outcomes should be reviewed to 

ensure their consistency and suitability with the study plan. A single 

course is not permitted to be mapped to all Program Learning 

Outcomes. 

Courses should be arranged according to their sequence in the 

study plan to facilitate traceability. 

Note: It is recommended to refer to the following guides: 

• the Internal Quality Guide. Internal Quality Policies and 

Procedures Manual for Academic Programs – Learning 

Outcomes Measurement Plan  

• Disciplinary Academic Standards Manual issued by the National 

Center for Academic Accreditation and Evaluation (NCAAA) 

Note: A separate table must be added for each track, if applicable. 

5- Teaching and Learning Strategies Applied to Achieve the Program Learning 

Outcomes  

Teaching and 

Learning 

Strategies 

Identify all teaching and learning strategies (both in-class and out-

of-class) used in the program’s courses and appropriate for 

achieving the targeted Learning Outcomes, taking into 

consideration the following: 

• - Providing a comprehensive list of all instructional activities and 

teaching strategies used in the courses. 

- Providing a clear definition of each strategy and ensure the 

use of unified terminology across all course specifications. 
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• The instructional activities and teaching strategies must align 

with their corresponding learning domains. 

• All instructional activities and teaching strategies must be 

consistent with the specific Learning Outcomes of the program 

and its associated courses. 

• Diversity and flexibility must be ensured in the design of 

instructional activities and teaching strategies to meet the needs 

of all students, including those with special needs. 

Note: Refer to the Internal Quality Guide: Internal Quality Policies 

and Procedures Manual for Academic Programs – Developing 

Learning Outcomes and Identifying Teaching Strategies and 

Assessment Methods.   

6- Assessment Methods for Program Learning Outcomes 

Assessment 

Methods 

Appropriate assessment methods (both direct and indirect) must be 

identified and applied to verify that students have achieved each 

Learning Outcome individually, taking into consideration the 

following: 

• - Providing a comprehensive list of all instructional activities and 

teaching strategies used in the courses. 

- Providing a clear definition of each strategy and ensure the 

use of unified terminology across all course specifications. 

• Ensure that the assessment methods align with their 

corresponding learning domains. 

• Ensure diversity in assessment methods and alignment 

between assessment approaches and the teaching strategies 

used to achieve the Learning Outcome. A program-level plan for 

assessing Learning Outcomes must be developed to cover the 

measurement of progress in achieving the Learning Outcomes 

on an annual basis. 

Note: Refer to the Internal Quality Guide: nternal Quality Policies 

and Procedures Manual for Academic Programs – Developing 

Learning Outcomes, Identifying Teaching Strategies and 

Assessment Methods, and Learning Outcomes Measurement Plan.  

Dr. Admission and Student Support 

Program 

Admission 

Requirements 

The student admission requirements for programs must be 

determined in accordance with the approval of the College Council.  

ach department specifies its own admission requirements, such as 

the requirement of physical fitness in the Nursing program.  
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Orientation and 

Induction 

Programs for 

New Students 

Orientation and induction programs and activities must be designed 

for the program’s students to meet the specific qualitative needs 

related to the academic nature of the program. These differ from 

what is provided at the institutional level. 

Counseling 

Services 

(Academic, 

Career, 

Psychological, 

Social) 

Identify the counseling services provided to the program’s students, 

detailing each domain independently (academic, career, 

psychological, and social), while taking into account the program-

specific qualitative needs. These services must be designed to be 

specific and targeted to meet the students’ requirements, differing 

from the general services provided at the institutional level, thereby 

ensuring support that aligns with the nature of the program and the 

needs of its students. 

Specialized 

Support 

The specialized support programs provided to the program’s 

students must be identified, with details for each of the following 

categories provided independently: 

• Students in difficulty/Struggling students: Provide academic 

support programs, individual counseling sessions, or flexible 

study plans to address the causes of academic difficulties and 

improve performance. 

• Students with Disabilities: Provide necessary accommodations 

such as accessible learning materials, technical support, or 

designated spaces to meet their needs. Deaf and Hard-of-

Hearing Students: 

Providing services such as sign language interpretation, 

assistive listening systems, or written learning materials that 

meet their communication needs. 

• Gifted Students: Design enrichment programs, organize 

competitions or skill-development activities, and provide 

opportunities to participate in distinguished research or scientific 

projects. 

• Other categories (as needed): For example, international 

students or those with special social circumstances, with the 

provision of necessary support to ensure their academic and 

social adaptation. 

These programs must be designed based on an assessment of the 

specific needs of each category, taking into account institutional 

and programmatic quality standards, and ensuring that the 

necessary resources are available for their implementation. 
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E: Teaching Staff and Administrative Personnel 

Faculty, 

Administrative, 

and Technical 

Staff 

Requirements 

personnel, and technical staff is determined—within the 

specialization field—based on the needs of the study plan, with 

specification of the special requirements and competencies 

necessary for operating the program 

  The determination of the number of teaching staff members 

shall be based on the following foundations 

• The total number of current students shall be considered in 

determining the required academic and administrative staff. 

• The number of opened class sections shall be taken into 

account in order to ensure that all sections are covered by the 

teaching staff members and assistants. 

• The staffing needs shall be estimated based on the number of 

students expected to be admitted annually, to ensure meeting 

the requirements of academic growth. 

• The required ratios shall be observed: 

o The ratio of teaching staff member to student 

o The ratio of technician to student. 

• The requirements shall be determined according to the 

number of required teaching hours, which helps in estimating 

the workload and distributing tasks. 

• Ensuring that the various specializations are adequately 

available to cover all courses and services offered in the 

program. 

• Balanced educational and administrative staff shall be 

provided to serve both the male and female sections of the 

department, in line with the needs of each section. 

• If the program has multiple branches, the requirements for 

each branch shall be determined separately to ensure an 

equal level of academic and administrative services. 

And: Learning Resources, Facilities, and Equipment 

Learning 

Resources  

Identify the resources required by the program (e.g., books, 

references, e-learning resources, websites, etc.). in accordance 

with the teaching strategies and instructional methods. 

Facilities and 

Equipment  

The facilities and equipment required by the program (such as 

libraries, laboratories, and classrooms) are determined in 
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accordance with the teaching strategies and instructional 

methods. 

Procedures 

Followed to 

Ensure a 

Healthy and 

Safe 

Environment 

(According to 

the Nature of 

the Program)  

Specify the procedures followed to ensure the availability of a 

healthy and safe environment (according to the nature of the 

program). Examples:  

Safety Procedures Manual for Laboratories. 

Safety Procedures Manual for Field Training Sites. 

G: Program Quality Assurance 

Quality 

Assurance 

System in the 

Program 

Upload the approved Program Quality Assurance Manual to an 

electronic link and place the link in the text field. The alignment 

between the program’s quality assurance system and the quality 

assurance system adopted at the university level shall also be 

clarified. 

Procedures for 

Monitoring the 

Quality of 

Program 

Courses 

Taught by 

Other 

Academic 

Departments 

Specify the procedures followed by the department/college to 

verify the quality of the courses offered by other academic 

departments. Examples: Reviewing the course specification -  

Reviewing course reports - Meeting with course instructors - 

Student opinion surveys 

Note: Mechanism Manual for Organizing the Relationship 

Between Colleges Offering Service Courses and the Beneficiary 

Colleges or Departments. 

Procedures 

Followed to 

Ensure 

Equivalence 

Between the 

Main Campus 

of the Program 

in Both 

Sections (Male 

and Female) 

and Other 

Branches (If 

Any) 

Specify the procedures followed by the department to verify the 

equivalence of the educational process between the two sections 

and the branches (if any). Examples include: 

• Unifying the admission requirements for the program. 

• Standardizing study schedules and coordinating the timing of 

lectures and examinations to avoid any discrepancies 

between the two sections and the branches. 

• Conducting a comprehensive review of course content to 

ensure consistency between the two sections and the 

branches. 

• Standardizing the study plans, including the objectives, 

learning outcomes, and teaching methods. 

• Reviewing or standardizing examination templates (when 

possible) to ensure equivalence in the level of difficulty. 

• Organizing specialized committees to review and analyze 

examination results to ensure fairness in assessment. 
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• Adopting unified evaluation mechanisms for student projects 

and activities. 

• Holding periodic meetings for teaching staff members from 

both sections and the branches to discuss challenges and 

ensure coordination. 

• Exchange of views and experiences among course instructors 

to unify and improve teaching methods. 

• Periodic review of course reports to analyze results and 

ensure the achievement of the intended learning outcomes. 

• Conduct regular surveys for students in both sections and 

branches to gather their opinions regarding the quality of the 

educational process and the level of equivalence.  

• Ensure the equitable distribution of learning resources (such 

as textbooks, technological tools, and laboratories). 

• Periodic evaluation of the performance of teaching staff 

members in both sections to ensure adherence to academic 

standards. 

Program Plan 

for Measuring 

Program-Level 

Learning 

Outcomes 

A comprehensive plan is developed for measuring the learning 

outcomes at the program level. The plan includes the following 

elements: 

• Approved policies and systems: A clear policy and defined 

systems shall be established for developing the Program 

Learning Outcomes Assessment Plan, ensuring approval by 

the relevant authorities to guarantee consistency and quality. 

• Learning Outcomes Assessment Matrix: Develop a matrix that 

links the course learning outcomes to the program learning 

outcomes.  

• Identification of Assessment Tools: Use a variety of 

assessment tools, including direct tools (such as examinations 

and projects) and indirect tools (such as student and graduate 

surveys) to accurately evaluate the learning outcomes. 

Refer to the Institutional Internal Quality Manual for Academic 

Programs – Learning Outcomes Assessment Plan, to ensure that 

the plan aligns with institutional quality policies and procedures. 
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7-  Program Quality Evaluation 

Program 

Quality 

Evaluation 

When evaluating the program, the following areas shall be 

considered: 

Program leadership: This area includes measuring the 

evaluators’ satisfaction with the quality of the program’s 

administrative and organizational leadership, including the 

leaders’ competence in achieving the program’s objectives, the 

effectiveness of communication with evaluators, and their 

academic and professional support. This area also evaluates the 

clarity of the program’s vision and the leaders’ mission in guiding 

and implementing academic and administrative activities, as well 

as the responsiveness of leadership to the needs and 

expectations of the evaluators. 

Teaching Effectiveness: This area involves measuring the 

evaluators’ satisfaction with the effectiveness of the teaching 

methods used to convey information, which is directly linked to 

the teaching strategies previously defined in the program 

specification. 

Effectiveness of Student Assessment Methods: This area 

focuses on the evaluators’ satisfaction with the quality of 

assessment tools and their appropriateness for measuring 

learning outcomes. It is linked to the assessment activities 

previously entered in the “Evaluation Methods” table to ensure 

that the evaluation methods align with the intended learning 

outcomes. 

Learning Resources: This area relates to measuring the 

evaluators’ satisfaction with the availability and adequacy of 

references and resources (books, databases, electronic tools) to 

support the educational process. It is linked to the previously 

entered “Learning Resources and Facilities” table, ensuring that 

the specified resources meet the program’s needs. 

Achievement of Program Learning Outcomes: This area 

measures the success of the educational process in achieving the 

outcomes specified in the “Learning Outcomes” table for the 

targeted objectives. It may also include measuring the satisfaction 

of training or employment entities with the performance of 

program graduates and the alignment of their skills and 

knowledge with the requirements of the labor market or vocational 

training. It further involves evaluating the effectiveness of 

collaboration between the program and these entities, the extent 

to which the program meets their needs in preparing qualified 

personnel, and the continuity of communication to improve the 
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quality of educational outputs and enhance training and 

employment opportunities. 

Source of 

Evaluation: 

The table identifies the entities or individuals targeted in the 

evaluation process: 

- Students: They evaluate their experience and the extent to 

which they benefited from the course.   

- Teaching staff: Those who assess student performance and 

their satisfaction with achieving the learning outcomes.   

- Program Leadership: Such as supervisors or officials 

responsible for planning and overseeing the course.   

- Advisory Board, External Evaluators, and Independent 

Reviewers: Entities or individuals with expertise who provide 

external or independent evaluation of the course quality.   

- Training or Employment Entities: Institutions or organizations 

that receive students or graduates for practical training or 

post-graduation employment. 

Other: Any other entities or parties identified according to the 

needs and requirements of the program. 

Evaluation 

Method: 

Various methods are used to assess the quality of the course, 

such as direct evaluation, which relies on the program’s direct 

assessment methods, and indirect evaluation, which relies on 

surveys or feedback. This methodology ensures the achievement 

of educational objectives and enhances the effectiveness of 

teaching and assessment in the program. 

Evaluation 

Timing:  

The timing of evaluation is determined, for example: Beginning of 

the semester, End of the academic year, Etc. Etc. 
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8- Program KPIs 

The time period 

(...) Public: 

The academic year is determined to achieve the targeted 

performance indicators, usually after the program has completed 

a full cycle. 

Code: 

• All academic programs must comply with the Key 

Performance Indicators (KPIs) model for higher education 

programs (bachelor’s level) issued by the National Center for 

Academic Accreditation and Evaluation, using the specified 

codes without any modification. 

• The program has the right to add indicators that are 

appropriate to its nature and specific requirements. Program-

specific indicators shall be formulated based on the 

Performance Indicators Measurement Guide issued by the 

Deanship of Quality and Development. The indicator 

performance card shall be designed according to this guide 

and approved by the relevant authorities. Accordingly, the 

performance indicator code shall be determined in accordance 

with the approved performance indicator card.  

Performance 

indicator: 

• All academic programs must comply with the Key 

Performance Indicators (KPIs) model for higher education 

programs (bachelor’s level) issued by the National Center for 

Academic Accreditation and Evaluation, using the specified 

definitions without any modification. 

• Program-specific indicators shall be formulated based on the 

Performance Indicators Measurement Guide issued by the 

Deanship of Quality and Development. The indicator 

performance card shall be designed according to this guide 

and approved by the relevant authorities. 

Target Level:  

This is the level planned to be achieved during the program’s 

academic cycle (usually a full cycle). The following shall be 

considered: 

• It shall be determined based on the analysis of previous data 

(if available) to identify past performance levels.  

• It is preferable that the level is based on a gap analysis 

between current performance and the required level. 

• The level to be achieved shall be determined according to 

development plans and performance improvement plans. 
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• Ensure that the target level is realistic and achievable within 

the program cycle. 

• Ensure that the targets are aligned with relevant national or 

international standards. 

Measurement 

Methods:  

• All academic programs must adhere to the measurement 

methods stated in the Key Performance Indicators (KPIs) 

Model for Higher Education Programs (Bachelor Level) issued 

by the National Center for Academic Accreditation and 

Evaluation. 

• When formulating the program-specific indicators, the 

Indicator Scorecard is designed to clarify the adopted 

methodology and the tools used for data collection and 

analysis. This includes identifying the data sources that will be 

relied upon to obtain the required information, such as surveys 

or performance reports. 

Assessment 

Timing: 

Determining the timeframe for data collection and analysis, along 

with specifying the evaluation periods (annual, semester-based, 

etc.). 

This is done in accordance with the following guides: 

• Guide for Measuring Performance Indicators issued by the Deanship of Quality 

and Development. 

• Key Performance Indicators (KPIs) Guide for Higher Education Programs 

(Bachelor Level) issued by the National Center for Assessment and Academic 

Accreditation. 

C. Specification Approval  

Accreditation 

Entity 

Enter the date on which the program specification was approved 

by the Permanent Committee for Academic Programs and Study 

Plans, following its approval by the University Council. 

Session 

Number 

Enter the number of the University Council meeting during which 

the specification was approved.  

Session Date 
 Enter the date of the University Council meeting during which the 

specification was approved. 
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Secondly: Graduate Studies Programs 

Steps for Preparing the Program Specification Template 

Components of the Program Specification Template for Postgraduate Studies 

(TPG-151), Version …  

The template consists of the following parts:  

1. Cover Page 

2. An introduction to the program and a clarification of its essential information 

3. Program Mission, Objectives, and Learning Outcomes 

4. Curriculum Structure 

5. The thesis and its requirements (if applicable) 

6. Admission and Student Support 

7. Teaching Staff and Administrative Personnel 

8. Learning Resources, Facilities, and Equipment 

9. Program Quality Assurance 

10. Specification Approval 

Below is a brief and procedural explanation of how to complete the Academic 

Program Specification Template issued by the National Center for Assessment and 

Academic Accreditation, version (TPG-151/2024), in order to ensure full compliance 

with all required standards at the highest levels of accuracy and quality. 

1- Cover Page: Basic Information about the College, Academic Department, 

and Program 

Program 
Write the program name exactly as approved in the official 

program establishment decision. 

Program Code in 

the Saudi 

Classification: 

Enter the program code according to the Saudi Unified 

Classification for Education Levels and Specializations (add 

the eight-digit code). 

Qualification 

Level: 

Write the academic qualification level of the program.  

Department 
Write the name of the academic department(s) responsible for 

delivering the program.  

College Write the name of the college offering the program. 

Institution: 
Write the name of the university (indicate the branch if the 

program is offered at one of the university’s branches). 

Program 

Specification: 

Specify the version of the program description (New or 

Revised).” 

Date of last 

review 

Write the date of the most recent approved review of the 

program specification by the University Council. Ensure 

consistency in using one date format (Hijri or Gregorian) 



 
 

72  Handbook for Designing Academic Programs 

throughout all documents, and it must align with the format 

used for the academic year. 

A. Program Identification and General Information 

Main Campus of 

the Program: 
The main campus where the program is offered is specified. 

Branches 

Offering the 

Program: 

List of all branches where the program is offered (if any) 

Include their data in this program specification (if available). 

System of study  

The academic system of the program is specified and can 

follow one of the two systems: 

1. Credit Courses with Thesis: This system ensures the 

delivery of a series of academic courses culminating in a 

thesis, for which an academic supervisor is assigned, and 

a defense is conducted to fulfill the degree requirements. 

2. Credit Courses Only: The program offers a series of 

academic courses without a thesis requirement.  

Mode of study  

The mode of study refers to the way the postgraduate program 

is delivered to students. This section reflects the nature of the 

educational process and its flexibility to suit students’ academic 

and professional needs. 

The mode that reflects the program delivery is selected, 

including: 

1. Regular: If the program requires daily or regular 

attendance in classrooms. 

2. Distance Learning: If the program is delivered entirely 

through e-learning platforms. 

3. Other: If the program is offered in a non-traditional 

mode, for example: 

Blended Learning, Part-Time Study, Intensive Study 

Programs, etc. Blended Learning, Part-Time Study, or 

Intensive Study Programs, etc. Etc.  

Note: The choice of the mode of study affects teaching and 

assessment strategies. 

Partnerships with 

other entities (if 

any) and their 

nature 

If the program has partnerships with other universities or 

organizations that participate in the specification or teaching of 

the program’s courses, specify them and indicate the nature of 

each partnership. 

The program must specify the following for each 

partnership:  
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Partner Organization: Specify the name of the institution or 

sector as stated in the partnership agreement.  

Type of partnership: Specify the type of partnership (e.g., 

participation in program specification, contribution to course 

delivery, joint supervision, collaboration in research, etc.). Etc. 

Duration of partnership: Specify the duration of the 

partnership between the institution/sector as per the 

partnership agreement. 

Note: If there are no partnerships, write: [None]. None 

Professions / 

Jobs for which 

students are 

qualified 

A list of professions/jobs for which students are being qualified 

is specified, along with their codes (not the employers). For 

example: Communications Engineer - Electrical Engineer - 

Electrical Power Engineer 

Note: Refer to the Unified Saudi Classification of Occupations. 

Relevant 

Professional 

Sectors 

The sectors that issue professional certifications in the 

program’s specialization are specified. 

Example: The Saudi Council of Engineers is a relevant sector 

for the Bachelor of Electrical Engineering program, or the 

Saudi Commission for Health Specialties.   

Main Program 

Tracks (if any) 

Track: The main tracks of the program, on which the 

professions/jobs are based, are specified. For example: 

Engineering and Communications Track - Power and 

Machinery Track - Control Track (if any) 

 

Credit Hours (for each track): The number of credit hours for 

each track listed in the program tracks (if any) is specified. In 

compliance with the credit hours specified in the National 

Qualifications Framework and the Guide for Specialized 

Academic Standards issued by the National Center for 

Academic Accreditation and Evaluation (if available). 

 

Professions / Jobs (for each track): The list of professions 

and jobs available for each track is specified. For example: 

Communications Engineer and Electrical Engineer are among 

the professions associated with the Engineering and 

Communications track 

Note: Refer to the Unified Saudi Classification of Occupations. 

Exit Points / 

Awarded 

Qualification (if 

any) 

The exit points or the awarded qualification in case the 

program’s required credit hours are not completed are 

specified. 
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This must comply with the credit hours in the National 

Qualifications Framework. 

Note: Please refer to the Unified Saudi Classification of 

Educational Levels and Specializations, in addition to the 

National Qualifications Framework, and perform benchmarking 

comparisons. 

The total credit hours for each exit point/awarded qualification 

(if any) are specified. 

If there are no exit points, write: (None). 

Total Credit 

Hours 

The total credit hours of the program are specified. 

Example: 131 credit hours 

B. Program Mission, Objectives, and Learning Outcomes 

Program Mission 
The program’s mission is written, ensuring alignment with the 

mission of the university and the mission of the college. 

Program Goals 

The program’s objectives are written, ensuring they are 

measurable, specific, non-redundant, and comprehensive of all 

aspects of the program’s mission, and do not exceed four 

objectives. This is done in accordance with the guidelines 

stated in the Internal Quality Manual: Internal Quality Policies 

and Procedures for Academic Programs – Mission and Goals.  

Program 

Learning 

Outcomes* 

The approved program learning outcomes are written and 

distributed across the specified domains: Knowledge & 

Understanding, Skills, Values, and Autonomy & Responsibility, 

with a minimum of 7 outcomes and a maximum of 9 outcomes. 

A separate table is completed for each track, if any.  

 This is done in accordance with the guidelines stated in: 

• the Internal Quality Guide. Internal Quality Policies and 

Procedures for Academic Programs – Developing Learning 

Outcomes and Defining Teaching Strategies and 

Assessment Methods. 

• National Qualifications Framework and the Consistency 

Model with the National Qualifications Framework. 

• Guide for Specialized Academic Standards issued by the 

National Center for Academic Accreditation and Evaluation 

(if available). 

• Benchmarking Comparisons. 

• University Guide for Preparing Academic Programs. 

Separate tables should be added for each track or exit point (if any). 
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C. Curriculum Structure 

1: Components of the Study Plan* 

Components of 

the Study Plan* 

Any additional component not listed among the standard 

components may be added. For example: Supplementary 

Courses: 

Consider the guidelines for distributing the required and 

elective specialized courses, taking into account the 

prerequisites and co-requisites. 

Graduation 

Project (if any): 

If the program includes a graduation project course, its 

requirements and credit hours are specified. 

Thesis (if any): 

If the program follows the credit courses with thesis system, 

the number of courses associated with the thesis and their 

credit hours are specified.  

Field 

Training/Internshi

p (if any): 

If the program includes a field experience or training course, its 

requirements and credit hours are specified. 

Core / Elective 
Specify whether the component of the study plan is core or 

elective. 

Number of 

Courses 

Determine the number of courses for each component of the 

study plan 

Credit Hours 

Determine the total number of credit hours for all component 

courses.  

Example: The university’s core requirements constitute 12 

credit hours  

Percentage 

Calculating the Percentage for Each Component of the Total 

Program Credit Hours 

Total  

Total 

Calculate the total for each column. 

Total number of courses.  

Total Credit Hours  

Total percentage (the sum of the different percentages must 

equal 100%). 

Note: A separate table should be completed for the courses of each track, if any. 

2. Program Courses* 

Chapter 

The academic semesters are numbered sequentially from the 

first semester to the last semester in which courses are taught. 

When distributing courses across semesters, the minimum and 

maximum credit hours specified for each semester must be 

observed, in accordance with the University’s Academic 

Program Preparation Guide. Additionally, the guidelines for 
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distributing required and elective specialized courses must be 

followed, taking into account prerequisites and co-requisites. 

(Add more semesters as needed). 

Course Code 

The course code is specified as follows: 

Newly Introduced Programs: The code is determined as outlined 

in the Course Coding chapter of this guide. 

Existing programs: In the absence of any approved changes, the 

course codes of the previously approved study plan shall be 

adhered to. 

Course Title 

The course name approved in the previous study plan must be 

used if no changes are adopted. If a new course is introduced, 

the name is written according to the approval decision for its 

introduction. 

Core / Elective Specify whether the course is core or elective. 

Prerequisites 
Specify the prerequisite(s) required before registering for this 

course (if any). 

Credit Hours  

Specify the number of credit hours for the course, not the 

contact hours, ensuring consistency with the distribution of 

hours in the study plan components table. 

A separate table should be added for each track, if any. 

3. Program Course Specification: 

Program Course 

Specification 

Templates 

Insert the electronic link to the course specifications for all 

program courses in accordance with the template of the 

National Center for Academic Accreditation and Evaluation 

(NCAAA). The version of the course specification template 

used must be consistent with the same version used for the 

program specification. 

Note: Refer to the guideline chapter for preparing the course 

specification using the approved template of the National 

Center for Academic Accreditation and Evaluation. 

4. Program Learning Outcomes Matrix  

Program 

Learning 

Outcomes Matrix 

Link each course to the relevant program learning outcomes 

according to three levels: 

• Foundation Level (1): Provides the essential and 

introductory knowledge. 

• Level of practice (2): Focuses on applying the acquired 

knowledge and skills. 

• Advanced Level (3): Requires deeper analysis and an 

advanced understanding of concepts.  
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It must be ensured that there is a logical progression in 

classifying levels (from Foundation to Advanced) across the 

courses linked to each Program Learning Outcome. 

All Program Learning Outcomes must include courses 

distributed across the different levels (1, 2, and 3) to ensure 

balance and comprehensiveness in covering the outcomes at 

the program level. 

The number of courses linked to each learning outcome must 

not be less than five courses. If the number is lower, the 

Program Learning Outcomes should be reviewed to ensure 

their consistency and suitability with the study plan. A single 

course is not permitted to be mapped to all Program Learning 

Outcomes. 

Courses should be arranged according to their sequence in the 

study plan to facilitate traceability. 

Note: It is advised to refer to the following guide: 

• the Internal Quality Guide. Internal Quality Policies and 

Procedures Manual for Academic Programs – Learning 

Outcomes Measurement Plan  

Note: A separate table must be added for each track, if applicable. 

5. Teaching and Learning Strategies Applied to Achieve the Program 

Learning Outcomes  

Teaching and 

Learning 

Strategies 

Specify all teaching and learning strategies (both in-class and 

out-of-class) used in the program’s courses that are 

appropriate for achieving the targeted learning outcomes. 

Taking into account the following: 

• Ensure consistency of the teaching and learning strategies 

with the program’s specified system and mode of study. 

• A comprehensive list of all teaching and learning activities 

and strategies used in the courses must be specified, with a 

clear definition for each and adherence to the standardized 

terminology in course specifications. 

• The instructional activities and teaching strategies must 

align with their corresponding learning domains. 

• All instructional activities and teaching strategies must be 

consistent with the specific Learning Outcomes of the 

program and its associated courses. 
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• Diversity and flexibility must be ensured in the design of 

instructional activities and teaching strategies to meet the 

needs of all students, including those with special needs. 

Note: Refer to the Internal Quality Guide: Internal Quality 

Policies and Procedures Manual for Academic Programs – 

Developing Learning Outcomes and Identifying Teaching 

Strategies and Assessment Methods.   

6. Assessment Methods for Program Learning Outcomes 

Assessment 

Methods 

Specify appropriate methods for assessing the learning 

outcomes (both direct and indirect) applied to verify students’ 

achievement of each learning outcome individually, taking into 

account the following: 

• Ensure that the methods for assessing learning outcomes 

are consistent with the program’s specified system and 

mode of study. 

• A comprehensive list of all assessment methods used in the 

courses must be specified, with a clear definition for each 

and adherence to the standardized terminology in course 

Specifications. 

• Ensure that the assessment methods align with their 

corresponding learning domains. 

• Ensure diversity in assessment methods and alignment of 

assessment approaches with the teaching strategies used 

to achieve the learning outcomes. A plan for assessing 

program-level learning outcomes should be developed, 

covering the measurement of progress in achieving learning 

outcomes annually. 

Note: Refer to the Internal Quality Guide: nternal Quality 

Policies and Procedures Manual for Academic Programs – 

Developing Learning Outcomes, Identifying Teaching 

Strategies and Assessment Methods, and Learning Outcomes 

Measurement Plan.  

Dr. The thesis and its requirements (if any) 

Note: This section is filled only if “Credit Courses with Thesis” is selected as the 

program’s study system.  

If “Credit Courses Only” is selected, write: Not applicable 
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Thesis 

This section includes the description of the requirements, 

conditions, and procedures for registering the thesis, as well as 

the rules, responsibilities, and procedures for academic 

supervision. 

- The requirements for registering thesis courses are 

specified (e.g., completion of a certain number of credit 

hours, submission of a research plan approved by the 

academic department, completion of prerequisite courses,  

Etc. 

- The rules, responsibilities, and sequence of thesis 

registration procedures are specified, including the roles of 

the student, academic supervisor, and department. 

Academic 

Supervision  

This section includes a description of the regulations for 

selecting the academic supervisor and their responsibilities, as 

well as the procedures/mechanisms for academic supervision 

and follow-up. 

The regulations for selecting the academic supervisor, the 

required academic qualifications for the supervisor, and the 

mechanisms for joint supervision are determined. It also 

specifies the responsibilities of the academic supervisor and 

their role in providing academic guidance, preparing the thesis, 

and reviewing its drafts, which include:  

Academic supervision: 

- Providing scientific guidance to the student at all stages of 

thesis preparation. 

- Reviewing and approving the research plan in coordination 

with the academic committee. 

- Assist the student in identifying research sources and guide 

him in analyzing data and writing results. 

Evaluation and follow-up: 

- Monitoring the progress of the research through periodic 

meetings 

- Reviewing the thesis drafts and providing necessary 

feedback. 

- Preparing periodic reports on the student’s performance and 

submitting them to the academic department. 

Coordination with the Academic Committee: 

- Communicating with the committee to ensure the research 

aligns with the standards of the 

department/college/university. 
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- Preparing the student for the final defense and providing the 

necessary guidance. 

Mechanisms for Academic Supervision:  

- Periodic meetings. 

- Written communication. 

- Progress evaluation. 

Thesis 

discussion.  

This section includes a description of the regulations for 

selecting the defense committee, the requirements for applying 

for the defense, the procedures for defending and approving the 

thesis, and the criteria for evaluating the thesis. 

Thesis Defense: This is the final stage in preparing the thesis, 

during which the student presents their research work before a 

specialized committee for evaluation. This stage includes 

presenting and discussing the research findings and ensuring 

that the thesis meets the required academic standards.  

1. 1. Defense Committee: 

The regulations for selecting and forming the defense 

committee are specified and include the following: 

- • Number of committee members: The minimum and 

maximum number of committee members shall be specified. 

- Criteria for Selecting Members: The regulations for selecting 

committee members are determined based on their 

specialization, academic rank, and academic experience. 

- Roles of the Members: The regulations for defining the roles 

of the members (Committee Chair, Rapporteur, and 

Members) shall be specified. 

2. Requirements for Applying for the Defense: The following 

shall be determined: 

- General requirements: The academic and assessment 

requirements, if any, that must be fulfilled prior to the 

defense.  

- Required Documents: The documents that must be 

submitted before the defense shall be specified. 

- Timeline Procedures: The timeframe for submitting 

applications prior to the defense date shall be clarified. 

3. Defense Procedures: The following shall be determined:  

- Clarifying the guidelines related to preparing the thesis 

presentation and the eligibility for attendance.  
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- Describing the steps followed during the defense 

(presentation, questions, discussions, and deliberations). 

- Duration of the defense. 

4. Evaluation criteria: The following shall be determined: 

- Evaluation aspects and criteria.  

- Determining the possible outcomes of the evaluation 

process: Example: “Approval of the thesis without 

modifications.” - “Approval of the thesis with minor 

modifications.” - “Approval of the thesis after major 

modifications.” - “Resubmission of the thesis for defense 

after comprehensive modifications.” 

5. Post-Defense Procedures: The mechanisms and 

regulations for submitting and depositing the final version 

of the thesis shall be specified (requirements and 

modification period, if applicable), as well as the steps for 

obtaining final approval. 

E: Admission and Student Support 

Program 

Admission 

Requirements 

Specify the admission requirements approved by the College 

Council.  

The program shall define its own specific admission 

requirements, such as: The program specifies its own 

admission requirements for example: Personal interview, 

professional license, physical fitness, etc. Etc. 

Orientation and 

Induction 

Programs for 

New Students 

Orientation and Induction Programs for New Students: 

Design the orientation and induction programs and activities 

offered to the program’s students, which address the specific 

needs related to the nature of the academic program and differ 

from those provided at the institutional level. 

Counseling 

Services 

(Academic, 

Career, 

Psychological, 

Social) 

Identify the counseling services provided to the program’s 

students, detailing each domain independently (academic, 

career, psychological, and social), while taking into account the 

program-specific qualitative needs. These services must be 

designed to be specific and targeted to meet the students’ 

requirements, differing from the general services provided at 

the institutional level, thereby ensuring support that aligns with 

the nature of the program and the needs of its students. 

Specialized 

Support 

Specify the special support programs provided to the program’s 

students, with a detailed description for each of the following 

categories separately: 

• Students in difficulty/Struggling students: Provide 

academic support programs, individual counseling 
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sessions, or flexible study plans to address the causes 

of academic difficulties and improve performance. 

• Students with Disabilities: Provide necessary 

accommodations such as accessible learning materials, 

technical support, or designated spaces to meet their 

needs. Deaf and Hard-of-Hearing Students: 

Providing services such as sign language interpretation, 

assistive listening systems, or written learning materials 

that meet their communication needs. 

• Gifted Students: Design enrichment programs, organize 

competitions or skill-development activities, and provide 

opportunities to participate in distinguished research or 

scientific projects. 

• Other categories (as needed): For example, 

international students or those with special social 

circumstances, with the provision of necessary support 

to ensure their academic and social adaptation. 

These programs are designed based on an assessment of the 

specific needs of each category, while taking into consideration 

institutional and program-level quality standards and ensuring 

the availability of the necessary resources for their 

implementation. 

And: Teaching Staff and Administrative Personnel 

Faculty, 

Administrative, 

and Technical 

Staff 

Requirements 

These programs are designed based on an assessment of the 

specific needs of each category, while taking into consideration 

institutional and program-level quality standards and ensuring 

the availability of the necessary resources for their 

implementation. The required number is determined based on 

the following factors: 

• The total number of current students is considered when 

determining the required academic and administrative staff. 

• The number of opened course sections is taken into 

account to ensure that all sections are covered by teaching 

staff members and assistants. 

• The staffing needs shall be estimated based on the number 

of students expected to be admitted annually, to ensure 

meeting the requirements of academic growth. 

• The required ratios shall be observed: 

o The ratio of teaching staff member to student 

o The ratio of technician to student. 



 
 

83  Handbook for Designing Academic Programs 

• The required staffing is determined based on the number of 

instructional hours needed, which helps in estimating the 

workload and distributing responsibilities. 

• Ensuring that the various specializations are adequately 

available to cover all courses and services offered in the 

program. 

• Balanced educational and administrative staff shall be 

provided to serve both the male and female sections of the 

department, in line with the needs of each section. 

• If the program has multiple branches, the requirements for 

each branch shall be determined separately to ensure an 

equal level of academic and administrative services. 

G: Learning Resources, Facilities, and Equipment 

Learning 

Resources  

Identify the resources required by the program (e.g., books, 

references, e-learning resources, websites, etc.), in 

accordance with the teaching strategies and instructional 

methods. 

Facilities and 

Equipment  

The facilities and equipment required by the program (such as 

libraries, laboratories, and classrooms) are determined in 

accordance with the teaching strategies and instructional 

methods. 

Procedures 

Followed to 

Ensure a Healthy 

and Safe 

Environment 

(According to the 

Nature of the 

Program)  

The procedures to ensure the availability of a healthy and safe 

environment (according to the nature of the program) shall be 

specified. Examples:  

Safety Procedures Manual for Laboratories 

Safety Procedures Manual for Field Training Sites  

H: Program Quality Assurance 

Quality 

Assurance 

System in the 

Program 

The approved program Quality Assurance Manual shall be 

uploaded to an electronic link, and the link shall be provided in 

the text field. The alignment between the program’s quality 

assurance system and the quality assurance system adopted at 

the university level shall also be clarified. 

Procedures for 

Monitoring the 

Quality of 

The procedures followed by the department/college to verify the 

quality of courses offered by other departments shall be 

specified. Examples: Reviewing the course specification -  
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Program 

Courses Taught 

by Other 

Academic 

Departments: 

Reviewing course reports - Meeting with course instructors - 

Student opinion surveys 

Note: Mechanism Manual for Organizing the Relationship 

Between Colleges Offering Service Courses and the 

Beneficiary Colleges or Departments. 

Procedures 

followed to 

ensure 

equivalence 

between the 

main program 

campus (male 

and female 

sections): 

Procedures to 

ensure 

equivalence 

between the 

main program 

campus (male 

and female 

sections) and 

other branches 

(if any): 

Students, 

students) and 

other branches 

(if applicable): 

The procedures followed by the department to verify the 

equivalence of the educational process between the sections 

and branches (if any) shall be specified. The following are some 

examples: 

• Unifying the admission requirements for the program. 

• Standardizing study schedules and coordinating the timing 

of lectures and examinations to avoid any discrepancies 

between the two sections and the branches. 

• Conducting a comprehensive review of course content to 

ensure consistency between the two sections and the 

branches. 

• Standardizing the study plans, including the objectives, 

learning outcomes, and teaching methods. 

• Reviewing or standardizing examination templates (when 

possible) to ensure equivalence in the level of difficulty. 

• Organizing specialized committees to review and analyze 

examination results to ensure fairness in assessment. 

• Adopting unified evaluation mechanisms for student projects 

and activities. 

• Holding periodic meetings for teaching staff members from 

both sections and the branches to discuss challenges and 

ensure coordination. 

• Exchange of views and experiences among course 

instructors to unify and improve teaching methods. 

• Periodic review of course reports to analyze results and 

ensure the achievement of the intended learning outcomes. 

• Conduct regular surveys for students in both sections and 

branches to gather their opinions regarding the quality of the 

educational process and the level of equivalence.  

• Ensure the equitable distribution of learning resources (such 

as textbooks, technological tools, and laboratories). 
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• Periodic evaluation of the performance of teaching staff 

members in both sections to ensure adherence to academic 

standards. 

Program 

Learning 

Outcomes 

Assessment Plan 

and Mechanisms 

for Utilizing Its 

Results in 

Development 

Processes: 

Design a comprehensive plan for measuring learning outcomes 

at the program level. The plan shall include the following 

elements: 

• Approved policies and systems: A clear policy and defined 

systems shall be established for developing the Program 

Learning Outcomes Assessment Plan, ensuring approval 

by the relevant authorities to guarantee consistency and 

quality. 

• Learning Outcomes Assessment Matrix: Develop a matrix 

that links the course learning outcomes to the program 

learning outcomes.  

• Identification of Assessment Tools: Use a variety of 

assessment tools, including direct tools (such as 

examinations and projects) and indirect tools (such as 

student and graduate surveys) to accurately evaluate the 

learning outcomes. 

Refer to the Institutional Internal Quality Manual for Academic 

Programs – Learning Outcomes Assessment Plan, to ensure 

that the plan aligns with institutional quality policies and 

procedures. 

Program Quality Evaluation Matrix 

Evaluation 

Areas: 

Specify the evaluation area:  

Program leadership: This area includes measuring the 

evaluators’ satisfaction with the quality of the program’s 

administrative and organizational leadership, including the 

leaders’ competence in achieving the program’s objectives, the 

effectiveness of communication with evaluators, and their 

academic and professional support. This area also evaluates the 

clarity of the program’s vision and the leaders’ mission in guiding 

and implementing academic and administrative activities, as well 

as the responsiveness of leadership to the needs and 

expectations of the evaluators. 

Teaching Effectiveness: This area involves measuring the 

evaluators’ satisfaction with the effectiveness of the teaching 

methods used to convey information, which is directly linked to 

the teaching strategies previously defined in the program 

specification. 
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Effectiveness of Student Assessment Methods: This area 

focuses on the evaluators’ satisfaction with the quality of 

assessment tools and their appropriateness for measuring 

learning outcomes. It is linked to the assessment activities 

previously entered in the “Evaluation Methods” table to ensure 

that the evaluation methods align with the intended learning 

outcomes. 

Learning Resources: This area relates to measuring the 

evaluators’ satisfaction with the availability and adequacy of 

references and resources (books, databases, electronic tools) to 

support the educational process. It is linked to the previously 

entered “Learning Resources and Facilities” table, ensuring that 

the specified resources meet the program’s needs. 

Achievement of Program Learning Outcomes: This area 

measures the success of the educational process in achieving 

the outcomes specified in the “Learning Outcomes” table for the 

targeted objectives. It may also include measuring the 

satisfaction of training or employment entities with the 

performance of program graduates and the alignment of their 

skills and knowledge with the requirements of the labor market 

or vocational training. It also includes evaluating the 

effectiveness of the collaboration between the program and 

these entities, the extent to which the program meets their 

needs in terms of preparing qualified personnel, as well as the 

continuity of communication to improve the quality of educational 

outcomes and enhance training and employment opportunities. 

Evaluation 

Sources: 

The table identifies the entities or individuals targeted in the 

evaluation process: 

- Students: They evaluate their experience and the extent to 

which they benefited from the course.   

- Teaching staff: Those who assess student performance and 

their satisfaction with achieving the learning outcomes.   

- Program Leadership: Such as supervisors or officials 

responsible for planning and overseeing the course.   

- Advisory Board, External Evaluators, and Independent 

Reviewers: Entities or individuals with expertise who provide 

external or independent evaluation of the course quality.   

- Training or Employment Entities: Institutions or organizations 

that receive students or graduates for practical training or 

post-graduation employment. 
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Other: Any other entities or parties identified according to the 

needs and requirements of the program. 

Evaluation 

Method: 

Various methods are used to assess the quality of the course, 

such as direct evaluation, which relies on the program’s direct 

assessment methods, and indirect evaluation, which relies on 

surveys or feedback. This methodology ensures the 

achievement of educational objectives and enhances the 

effectiveness of teaching and assessment in the program. 

Evaluation 

Timing:  

Specifying the timing of the evaluation: Beginning of the 

semester, End of the academic year, Etc. Etc. 

Program KPIs 

The time period (...) 

Public: 

Specify the academic year to achieve the targeted 

performance indicators, which is usually done after the 

program has completed a full cycle. 

Code: • All academic programs must comply with the Key 

Performance Indicators (KPIs) model for higher education 

programs (bachelor’s level) issued by the National Center 

for Academic Accreditation and Evaluation, using the 

specified codes without any modification. 

• The program has the right to add indicators that are 

appropriate to its nature and specific requirements. 

Program-specific indicators are formulated based on the 

Performance Indicators Measurement Guide issued by the 

Deanship of Quality and Development. The indicator 

performance card is designed according to this guide, 

approved by the relevant authorities, and the performance 

indicator code is assigned in accordance with what is 

approved in the indicator performance card.  

Performance 

indicator: 

• All academic programs must comply with the Key 

Performance Indicators (KPIs) model for higher education 

programs (bachelor’s level) issued by the National Center 

for Academic Accreditation and Evaluation, using the 

specified definitions without any modification. 

• Program-specific indicators shall be formulated based on 

the Performance Indicators Measurement Guide issued by 

the Deanship of Quality and Development. The indicator 

performance card shall be designed according to this 

guide and approved by the relevant authorities. 



 
 

88  Handbook for Designing Academic Programs 

Target Level:  This is the level planned to be achieved during the program’s 

academic cycle (usually a full cycle). The following shall be 

considered: 

• It shall be determined based on the analysis of previous 

data (if available) to identify past performance levels.  

• It is preferable that the level is based on a gap analysis 

between current performance and the required level. 

• The level to be achieved shall be determined according to 

development plans and performance improvement plans. 

• Ensure that the target level is realistic and achievable 

within the program cycle. 

• Ensure that the targets are aligned with relevant national 

or international standards. 

Measurement 

Methods:  

• All academic programs must adhere to the measurement 

methods stated in the Key Performance Indicators (KPIs) 

Model for Higher Education Programs (Bachelor Level) 

issued by the National Center for Academic Accreditation 

and Evaluation 

• When formulating the program-specific indicators, the 

Indicator Scorecard is designed to clarify the adopted 

methodology and the tools used for data collection and 

analysis. This includes identifying the data sources that 

will be relied upon to obtain the required information, such 

as surveys or performance reports. 

Assessment 

Timing: 

Determining the timeframe for data collection and analysis, 

along with specifying the evaluation periods (annual, 

semester-based, etc.). 

This is done in accordance with the following guides: 

• Guide for Measuring Performance Indicators issued by the Deanship of Quality 

and Development. 

• Key Performance Indicators (KPIs) Guide for Higher Education Programs 

(Bachelor Level) issued by the National Center for Assessment and Academic 

Accreditation. 

C. Specification Approval 

Accreditation 

Entity: 

Write the date of the program specifications approval by the 

Standing Committee for Curricula and Program Accreditation. 

Session Number: 
Specify the session number during which the program 

specifications was approved. 

Session Date: 
Write the date of the session during which the program 

specifications was approved. 
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Preparation of Field Experience Course Description 

Concept of field experience 

Field experience (also referred to as cooperative training, internship year, functional 

training, or clinical training) refers to practical activities that include fieldwork, functional 

or clinical training, workshops, or any other field-based experiences conducted at 

professional sites and considered part of the formal curriculum in the educational 

program. In many professional programs, field experience is a core component of the 

academic program. 

Although these activities are conducted outside the educational institution’s premises, 

i.e., at professional sites that are partially supervised by external entities, they should 

be considered standalone academic courses. This requires careful planning and 

comprehensive evaluation, along with preparing an independent course description 

that clearly outlines the required skills, knowledge, and values students need to 

perform various professional functions, while specifying the mechanisms necessary to 

ensure an effective learning process. 

It should include proper preparation of students in collaboration with the entities where 

the field experience will take place, in addition to follow-up activities to reinforce what 

has been learned and link it to potential future scenarios. The field experience course 

description must also include the procedures related to preparatory and follow-up 

activities, as well as the processes carried out during the field training, to ensure 

maximum benefit from the field experience. 

Field Experience Course Description 

The document includes preparatory plans, supervision mechanisms, practical and 

evaluative activities, and follow-up procedures necessary to ensure an effective 

learning process. It also serves as a key reference that guides both students and 

supervisors in achieving the educational objectives and learning outcomes associated 

with the field experience. 

Objectives of Field Experience 

▪ Apply the knowledge and skills acquired from the program in practical field 

settings. 

▪ Equip students with practical skills and behaviors that align with labor market 

requirements. 

▪ Develop and foster positive relationships between programs and the labor 

market. 

▪ Develop and foster positive relationships between programs and the labor 

market. 

▪ Create employment opportunities. 

Importance of the Field Experience Course Description 

▪ Enhance clarity of vision among all parties involved in the field experience. 

▪ Provide a unified reference for the curriculum to ensure consistency and quality. 

▪ Improve the efficiency of the training process through precise definition of 

objectives and activities. 
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▪ Support academic programs in achieving accreditation and quality standards. 

Responsible entity  

The field experience course specifications is completed by the Program Director in 

collaboration with the program’s teaching staff and the Quality Assurance and 

Academic Accreditation Unit. This is based on the course-to-program learning 

outcomes matrix. 
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Time of Preparing the Field Experience Description Form 

This document is prepared before admitting any cohort into the academic program 

or before offering the training course, according to the following cases: 

• Newly introduced course: The form must be completed in full, as it is a 

fundamental requirement for approving newly established programs at the 

University. 

• Updated existing course: The form is updated when modifications are made to 

the course, with strict adherence to the governance procedures for development 

and modification outlined in the Internal Quality Policies and Procedures Manual 

for Academic Programs. 

Duties of the teams, committees, and councils responsible for preparing the 

Field Experience Description: 

• Program Director: Prepares the form in coordination with the College Vice-

Deanship for Academic Affairs, program faculty members, and the Quality 

Assurance and Academic Accreditation Unit. 

• College Curriculum Committee: Conducts a comprehensive review of the form 

to ensure it meets the requirements of the College and the University. 

• Program Advisory Board: Reviews all data and information included in the form 

and provides necessary comments and recommendations. 

• Department Council: Approves the proposed field experience course and 

submits it to the College Council. 

• College Council: Reviews the form comprehensively to ensure compliance with 

College requirements and approves it. 

• Vice-Presidency for Academic Affairs (Permanent Committee for Curriculum 

and Program Accreditation Readiness): Records the form and ensures its 

alignment with University standards and academic accreditation requirements, then 

approves it for submission to the University Council. 

• University Council: Approves the course Specification as part of the program 

Specification. 

Bachelor’s Level 

Steps for Preparing the Field Experience Course Description 

Components of the Field Experience Course Description Form (TP-155), 2024 

Edition 

The form consists of six sections as follows: 

1. Cover Page 

2. Field Experience Identification and Information 

3. Learning Outcomes of the Field Experience, Training Activities, and 

Assessment Methods 
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4. Management of the Field Experience 

5. Evaluation of Training Quality 

6. Course Description Approval 

 

General Guidelines for Completing the Field Experience Course Description 

Form for the Bachelor’s Level 

▪ The field experience course description must be written using the latest form 

issued by the National Center for Academic Accreditation and Evaluation. 

▪ Information consistency: All information included must be consistent with the 

approved academic program specification to ensure coherence and integration 

between the courses and the field experience course. 

▪ Comprehensiveness: All requirements in the Internal Quality Policies and 

Procedures Manual for Academic Programs and the Academic Program 

Development Manual of Taibah University must be observed, including aspects 

related to learning outcomes, assessment, and training activities. 

▪ Compliance with the original format: No section of the form may be deleted, 

rearranged, or rephrased, and the overall design must be preserved, including page 

layout, section order, and table formatting and borders. Adding any new sections to 

the form is strictly prohibited. 

▪ Ensuring review and updating: The description must be reviewed regularly and 

updated based on comments and changes, with adherence to the governance 

procedures for academic program development and modification, and full 

documentation of all changes. 

▪ Integration with quality standards: The preparation of the description must be 

guided by the requirements of academic accreditation. 
 

The following provides a simplified and procedural explanation of how to complete the 

Field Experience Course Description Form issued by the National Center for Academic 

Accreditation and Evaluation, version (TP-155/2024). 

Basic Information about the College, the Academic Department, and the 

Course 

A. Description of the Field Experience 

The number of field experience activity hours as officially 

approved in the program specification, not the contact hours . 
Credit Hours 

The academic level and year in which the field experience 

course is offered within the academic program. 

Example: Third year / Level Six. 

Academic Level at 

Which the Field 

Experience is 

Offered 
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The detailed duration of the training activities in weeks, days, 

and hours 

Duration 

Allocated for the 

Field Experience 

List the names and codes of the courses that students must 

complete as prerequisites before registering for this course. 

If no prerequisites exist, write: “None.” 

List the names and codes of the courses that students must 

register for concurrently while taking this course. If no 

corequisites exist, write: “None.” 

Concurrent or 

Prerequisite 

Requirements for 

This Course (if 

any) 

Select the appropriate training delivery mode based on 

the nature and objectives of the program: 

• Field-Based Mode: Refers to training conducted at 

an actual site, such as institutions or operational 

locations. It is characterized by direct interaction with 

the practical environment and gaining real-world 

experience. 

• Blended Mode: Combines both field-based and 

online modes. It relies on implementing activities in 

the field while also using technology and online 

learning platforms. 

• Online Mode: Training or activities are conducted 

entirely online through digital platforms and 

communication tools. It provides flexibility in time and 

place, though it may be limited for activities requiring 

direct hands-on practice. 

Training Mode 

B. Learning Outcomes of the Field Experience, Training Activities, and Their 

Assessment Methods 

Specify the “code” assigned to each learning outcome in the 

field experience course, such as 1.1, 1.2, and so on. 
Code 

Specify the “learning outcomes” that indicate what students 

are expected to achieve through the field experience. These 

outcomes must be categorized into three main domains: 

knowledge and understanding, skills, and values, autonomy, 

and responsibility. The field experience must include learning 

outcomes that emphasize skills as well as values, autonomy, 

and responsibility. The total number of learning outcomes 

must not exceed six. 

This should be done in accordance with the 

requirements stated in: 

• The Internal Quality Policies and Procedures Manual 

for Academic Programs 

Learning 

Outcomes 
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• The University’s Academic Program Development 

Manual 

• The learning outcomes approved in the program 

specification 

• The discipline-specific academic standards issued by 

the National Center for Assessment and Academic 

Accreditation (if applicable) 

 

Add the code of the program learning outcome associated with 

each field experience learning outcome, as indicated in the 

program learning outcomes matrix in the approved program 

specification. It must be ensured that all field experience 

learning outcomes are directly aligned with the program 

learning outcomes. 

Program Learning 

Outcome Code 

Identify the practical or field activities appropriate for achieving 

the specified learning outcome, such as participating in 

workshops, conducting applied research, or performing field 

tasks at designated sites. The selected training activities must 

align with the targeted learning outcome domain and the 

intended outcome. 

 

Training Activities 

Identify the appropriate methods that will be used to assess 

the extent to which the student has achieved each individual 

learning outcome (such as a practical exam, field report, oral 

assessment, presentation, group project, assignments, etc.). 

Ensure diversity in assessment methods and alignment 

between the assessment tools and the training activities used 

to achieve each learning outcome. More than one learning 

outcome may be assessed using the same assessment 

method (e.g., the final exam), provided that the specific 

questions linked to each learning outcome are clearly 

identified. 

 

Assessment 

Methods 

Identify the entity responsible for evaluating the student for 

each assessment method, both from within the program (the 

academic supervisor) and from the training organization (the 

field supervisor). 

 

Assessment 

Responsibility 

C. Field Experience Management 

This section includes a diagram of the administrative 
organizational structure for managing the field experience. 
The units, departments, and committees responsible for 
organizing and implementing the field experience should be 

Roles and 
Responsibilities 
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listed, with clear clarification of the relationships between 
them in a way that highlights the functional hierarchy and 
administrative coordination. This may include: 

- Identifying the responsibilities and activities 
assigned to each unit or department. 

- Clarifying the relationship among relevant entities 
(such as academic departments, student affairs, and field 
training sites). 

- Highlighting the role of supervisory or coordination 
committees in facilitating the field experience and 
ensuring the achievement of its objectives. 

- Describing the decision-making process within the 
organizational structure. 

Distribution of Responsibilities for Field Experience Activities 

To ensure consistency in assigning responsibilities when completing the table, it is 

recommended to review the roles and responsibilities outlined in the previous table 

and verify that all activities listed in the current table have been fully addressed and 

covered earlier. After that, the responsible entity for each activity should be identified 

based on the roles indicated in the columns: the department or college is responsible 

for coordination and administrative tasks, such as approving training sites and 

coordinating with training organizations; the faculty member is assigned the 

academic supervision and monitoring of the student’s progress; the training 

organization is responsible for providing an adequate and well-equipped training 

environment; the field supervisor is responsible for direct supervision of the student 

during the training period; and finally, the student is responsible for adhering to and 

completing the required tasks. Responsibilities must be clearly distributed without 

overlap, ensuring that all activities are included and aligned with the role of each 

entity. For activities requiring shared responsibility, a clear coordination mechanism 

must be identified to prevent any ambiguity in the execution of responsibilities. 

 

Field Experience Site Requirements 

List the names of the proposed field experience sites. 
Proposed Field 

Experience Sites 

Specify the general requirements for each training site, such 

as: alignment of the site’s activities with the learning objectives 

of the academic program; availability of qualified supervisors 

with experience in the field; availability of resources and 

facilities necessary for conducting training activities, such as 

IT services, equipment, laboratories, classrooms, housing, 

learning resources, clinics, etc.; organization and scheduling 

of activities in a manner that suits students’ needs and 

availability; and the training site's cooperation with the 

General 

Requirements 
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academic program to achieve shared objectives and provide 

periodic reports on the student’s performance and progress. 

Specify the program-specific requirements expected from 

each training site, based on the nature of the discipline. 

Examples include: safety standards and patient-handling 

protocols for medical specialties, the availability of a licensed 

and fully equipped hospital or medical center; the presence of 

an accredited psychological or social counseling center, or the 

provision of observation and counseling sessions with real 

cases under professional supervision for programs in the 

humanities; access to real projects, virtual environments, or 

advanced software and technological tools for practical 

training in information technology programs; or the availability 

of accredited law firms or judicial courts, opportunities to 

attend court hearings and trials, training students in contract 

drafting, preparing legal memoranda, and litigation 

procedures, and the presence of a licensed attorney to 

supervise and mentor students in law programs. Similar 

discipline-specific requirements apply to other academic 

programs. 

Specific 

Requirements 

Procedures Followed for Decision-Making Regarding the Selection of 

Appropriate Field Experience Sites 

Explain the procedures followed to make decisions regarding the selection of 

appropriate field experience sites, ensuring the choice of locations that meet 

educational objectives and provide students with a training environment that 

supports their academic and professional development: 

1. Defining Site Selection Criteria: 

Clear and specific criteria are established for selecting field experience 

sites, such as the relevance of the site to the academic discipline, the 

availability of a professional learning environment, the site’s ability to 

provide students with practical experiences aligned with their field of study 

and supportive of achieving the intended learning outcomes, and ensuring 

the availability of appropriate supervision and necessary expertise. 

Additional criteria include the training organization’s adherence to 

professional ethics and regulatory frameworks, being a recognized entity, 

and maintaining a strong record in providing field training experiences. 

2. Coordination with Relevant Entities: 

o Communication is initiated with institutions and relevant organizations 

to determine their readiness and capacity to host students. 

o Preliminary meetings are held to ensure alignment between the 

educational objectives of the field experience and the site’s available 

capabilities. 
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3. Site Visits and Evaluation: 

o Field visits are conducted by a designated team (e.g., faculty 

members or representatives from the field training unit) to evaluate 

the site in person. 

o The team verifies the site’s readiness in terms of resources, tools, 

and facilities necessary to provide a successful educational 

experience. 

4. Official Approval of Sites: 

o Evaluation reports for potential sites are submitted to the relevant 

committee or academic program administration to make the final 

decision regarding site approval. 

o Decisions and the rationale for selecting approved sites are 

documented. 

5. Signing Cooperation Agreements: 

Once sites are approved, formal agreements are signed between the 

university or educational institution and the host organization to define roles 

and responsibilities and ensure continuity of collaboration. 

6. Informing Students: 

Students are informed of the approved sites and the procedures for joining 

them, along with a guide or instructions outlining the nature of activities and 

specific requirements for each site. 

7. Periodic Review of Sites: 

Field experience sites are reviewed regularly to ensure they continue to 

meet quality standards and the requirements of the academic program. If 

necessary, sites may be updated or changed in response to developments 

or feedback. 

Note: Refer to the Cooperative Training Manual of Taibah University. 

Special Cases: 

If a trainee obtains approval for training at an external organization (local or 

international) that is not among the program’s approved sites, the request is 

reviewed and processed individually on a case-by-case basis. 

Safety and Risk Management 

This section refers to identifying potential risks that may arise 

during the training or while carrying out various activities. 

Potential risks may include occupational hazards (such as 

exposure to injuries), environmental risks (such as handling 

hazardous tools or materials), or any other factors that may 

affect safety. The program must prepare a comprehensive 

safety manual for field training sites, outlining the policies and 

guidelines that ensure trainee safety and provide a secure 

environment throughout the training period. 

Potential Risks 

This section focuses on the preventive measures taken to 

avoid the occurrence of risks. These measures may include 

Preventive 

Measures 
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safety training, providing protective tools and equipment, 

implementing occupational safety standards, and establishing 

safe work rules. 

This section addresses how to respond in the event that risks 

occur despite preventive measures. The procedures may 

include evacuation plans, providing first aid, reporting 

incidents, and ensuring the necessary support to maintain 

safety and continuity of operations. 

Risk Management 

Procedures 

Training Quality Evaluation 

The evaluation domains include the following: 

• Training Effectiveness: 

This domain measures the extent to which evaluators 

are satisfied with the achievement of the specified 

training objectives. It is linked to the training activities 

previously identified in the course specification. 

• Effectiveness of Student Assessment Methods: 

This domain focuses on evaluators’ assessment of the 

efficiency of the methods used to measure student 

performance and progress. It is linked to the 

assessment activities entered earlier in the 

“Assessment Methods” table, ensuring that 

assessment tools align with the learning outcomes. 

• Achievement of Learning Outcomes: 

This domain measures the degree to which students 

have acquired the required knowledge and skills as 

specified in the “Learning Outcomes” table. 

• Learning Resources: 

This domain relates to evaluators’ satisfaction with the 

quality and availability of educational resources used 

during the training. It is connected to the “Field 

Experience Site Requirements” table entered 

previously, ensuring that the identified resources meet 

the needs of the intended field experience. 

• Training Environment: 

This domain evaluates evaluators’ satisfaction with 

the provision of a supportive and motivating 

environment for learning and professional 

development. It is linked to the “Field Experience Site 

Requirements,” “Procedures for Determining 

Appropriate Field Experience Sites,” and “Safety and 

Risk Management” sections previously documented. 

• Communication and Supervision: 

This domain focuses on evaluators’ assessment of the 

Evaluation Areas 
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effectiveness of supervision and guidance provided by 

training supervisors. It is aligned with the “Distribution 

of Responsibilities for Field Experience Activities” 

table. 

• Alignment of Activities: 

This domain evaluates the extent to which evaluators 

perceive the training activities to be aligned with the 

program objectives and learning outcomes. 

• Stakeholder Feedback: 

This domain assesses the satisfaction levels of 

various stakeholders (such as students, supervisors, 

and participating institutions) regarding the quality of 

the training. 

• Overall Training Impact: 

This domain measures the extent to which the training 

has contributed to improving students’ academic or 

professional performance. 

The table identifies the entities or individuals targeted in 
the evaluation process: 

- Students: 
They evaluate their experience and the extent to which 
they benefited from the training. 

- Faculty Members: 
They evaluate student performance and express their 
level of satisfaction with the achievement of the learning 
outcomes. 

- Program Leadership: 
Such as supervisors or those responsible for planning 
and overseeing the training program. 

- Advisory Board and Independent Reviewers: 
Entities or individuals with expertise who provide external 
or independent evaluations of training quality. 

- Others: 
Any additional entities or stakeholders identified based on 
the needs and requirements of the program. 

Evaluators 

A variety of methods are used to evaluate the quality of 

training, such as direct assessment, which relies on field 

observations or practical examinations, and indirect 

assessment, which relies on surveys or feedback. This 

approach ensures the achievement of educational objectives 

and enhances the effectiveness of the training. 

Evaluation 

Methods 

Specifications Approval 
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The field experience course specification is approved by the 

Department Council that offers the academic program 

containing the relevant field experience. 

Accrediting 

Authority 

Specify the session number during which the specification 

was approved. 
Session Number 

Date of the Session During Which the specifications Was 

Approved 
Session Date 
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Course Specifications Preparation 

The course specifications is an official document prepared as part of the educational 

curriculum to define all fundamental aspects of a university course. 

Objectives of the Course Specifications: 

1. Clarifying Learning Goals and Outcomes: A detailed outline that provides 

comprehensive information about the course and specifies the knowledge and 

skills students are expected to acquire by the end of the course. 

2. Guiding the Teaching-Learning Process: Directing faculty members in 

selecting appropriate activities, teaching methods, and assessment strategies 

to achieve the course objectives. 

3. Enhancing Academic Transparency: Providing students with a clear 

understanding of the course content and requirements to ensure their 

preparedness for academic success. 

4. Supporting a Culture of Quality: Ensuring alignment between the course, the 

institution’s standards, and external accreditation criteria, while maintaining 

transparency for both students and faculty. 

Importance of the Course Specifications 

• Program Accreditation: Fulfills academic accreditation requirements in 

accordance with the standards of the National Center for Academic 

Accreditation and Evaluation. 

• Ensuring Quality of the Educational Process: Provides a clear framework 

that ensures alignment between the course objectives and learning outcomes 

with the academic program requirements and quality standards. 

• Clarifying Expectations for Students and Faculty: Helps students 

understand the course requirements and goals, and guides faculty in selecting 

appropriate teaching and assessment strategies. 

• Enhancing Transparency and Communication: Contributes to transparency 

between the university and students by providing a reference document that 

clearly outlines the course content and study plan. 

Responsible Entity 

The primary responsibility for preparing and completing the course specifications lies 
with the faculty member in charge, in collaboration with the program development 
team, other faculty members within the program, the Quality Assurance and Academic 
Accreditation Unit, and the College Curriculum Committee. This process must adhere 
to designing the course based on the course-to-program learning outcomes matrix and 
follow the approved procedures for the university’s accreditation process. 

Preparation Timeline 
This document is prepared under the following circumstances: 
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• New Course: The form is completed in full as part of the requirements for 
approving newly introduced courses at the university, and it constitutes a 
mandatory component requested by the responsible institutional bodies. 

• Revision of an Existing Course: The form is updated when modifications are 
made to the course, with strict adherence to the governance procedures for 
development and revision outlined in the institution’s Internal Quality Policies 
and Procedures Manual for academic programs. 
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Undergraduate and Graduate Levels 

 

Steps for Preparing the Course Specifications 

Components of the Course Specification Template for the Bachelor’s Degree 

(TP-153/TPG-153), 2024 Edition 

 

The template consists of eight main sections as follows: 

• Cover Page 

• General Information about the Course 

• Course Learning Outcomes, Teaching Strategies, and Assessment Methods 

• Course Topics 

• Student Assessment Activities 

• Learning Resources and Facilities 

• Course Quality Evaluation 

• Specifications Approval 

Steps for Preparing the Course Specifications 

General Guidelines for Completing the Course Specifications Template 

• Information Consistency: All information included must be aligned with the 

approved academic program specification to ensure coherence and integration 

across courses. 

• Use of the Latest Template: The course specifications must be prepared using 

the most recent template issued by the National Center for Academic 

Accreditation and Evaluation. 

• Comprehensiveness of the Specification: The specifications must adhere to 

the guidelines outlined in the institution’s Internal Quality Policies and 

Procedures Manual for academic programs, as well as Taibah University’s 

Academic Program Development Manual, including all aspects related to 

learning outcomes, assessment, and training activities. 

• Adherence to the Original Template Format: It is prohibited to delete, 

rearrange, or modify the wording of any section of the template. The overall 

design must be preserved, including page layout, section order, table fonts, and 

borders. Adding new sections to the template is also not allowed. 

• Ensuring Review and Updating: The specifications should be regularly 

reviewed and updated based on feedback and changes, while fully adhering to 
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the governance procedures for developing and modifying academic programs 

and documenting all revisions. 

• Alignment with Quality Standards: The preparation of the specifications 

should be guided by the requirements of academic accreditation and quality 

assurance standards. 

Below is a simplified, procedural explanation of how to complete the Course 
Specification Template issued by the National Center for Academic Accreditation and 
Evaluation, Versions TP-153/2024 and TPG-153/2024. 

 

Basic Information about the College, Academic Department, and Course 

The official course title as approved in the program 

specification. 
Course Title 

The official course code as approved in the program 

specification, as indicated in the course coding section 

of this manual. 

Course Code 

The name of the academic program responsible for 

delivering the course, as stated in the approved 

program specification. 

Academic Program 

The name of the academic department offering the 

academic program that includes the course. 
Academic Department 

The name of the college to which the academic 

department offering the program belongs. 
College 

University Name Institution 

The version number of the updated specifications as 

approved by the department. 
Specifications Version 

The date of the most recent specifications review 

approved by the University Council, ensuring the use 

of a single calendar format (Hijri or Gregorian) 

consistently throughout the document and aligned with 

the format used for the academic year. 

Date of Last Review 

 

A. General Information about the Course 

A. Course Description 

The number of credit hours assigned to the course 

(including lectures, laboratories, etc.) as officially approved 

in the program specification, not the contact hours. 

Credit Hours 

First, the appropriate course classification is selected based 

on the approved program specification (e.g., university 

requirement, college requirement, major requirement, or 

Course 

Classification 
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track requirement). After that, it is determined whether the 

requirement is elective or mandatory. 

Specify the academic level and year in which the course is 

offered within the academic program. 

Example: Third Year / Level Six. 

Year/Level in Which 

the Course Is 

Offered 

Provide a concise description of the course’s academic 

content, including the overall purpose of offering the course, 

the main topics that will be addressed, and the key teaching 

methods used. The description should emphasize the 

knowledge and skills students are expected to acquire by 

the end of the course. 

General Course 

Description 

List the titles and codes of the courses that a student must 

complete as prerequisites before enrolling in this course. If 

there are no prerequisite requirements, write: “None.” 

Prerequisites for 

This Course (if any) 

List the titles and codes of the courses in which the student 

must be concurrently enrolled while taking this course. If 

there are no concurrent requirements, write: “None.” 
 

Concurrent 

Requirements for 

This Course (if any) 
 

To formulate the main course objective clearly and 

effectively, a single comprehensive and concise statement 

should be developed that expresses the overall outcome the 

course aims to achieve for students. The formulation should 

take into account the course level as defined in the program 

matrix and ensure alignment between the objective and the 

designated course learning outcomes, without using 

measurable action verbs. 

Concurrent 

Requirements for 

This Course (if any) 
 

2. Mode of Instruction (select all that apply) 

Select the appropriate instructional mode for the course 

(more than one mode may be selected, as approved in the 

program specification and in accordance with the nature of 

the program). 

Instructional Mode 

To calculate the credit hours for any instructional mode in 
the course, the number of approved weekly contact hours 
for that mode is multiplied by the number of weeks in the 
semester. For example, if the approved instructional mode 
is traditional learning, with 5 weekly contact hours and a 15-
week semester, the credit hours are calculated as follows: 
Weekly contact hours × Number of semester weeks = Total 
credit hours 
5 × 15 = 75 hours. 
This means that traditional learning is allocated 75 hours out 
of the total course hours, reflecting the full amount of time 
designated for this instructional mode during the semester. 

The number of 
instructional hours 
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To calculate the percentage allocated to each instructional 

mode within the course, the proportion assigned to each 

mode is determined based on the total instructional modes 

used in the course. For example, if the only instructional 

mode used is traditional learning, its allocated percentage 

would be 100%. However, if multiple instructional modes are 

used (such as traditional learning and e-learning), the 

percentage assigned to each mode is calculated according 

to the number of instructional hours for that mode relative to 

the total instructional hours in the course. The sum of the 

percentages for all modes must equal 100%. 

Percentage 

3. Teaching Hours (at the Semester Level) 

Determine the activity according to the types of instructional 
activities approved for the course. This may include one or 
more of the following, taking into account the course level 
within the program matrix and the academic nature of the 
course: 

- Lectures: Includes hours allocated for theoretical 
instruction. 

- Laboratory, Studio, or Clinical Sessions: Includes 
practical hours or applied activities conducted in a lab, 
studio, or medical clinic. 

- Fieldwork: Includes activities conducted outside the 
classroom, such as field assignments or training. 

- Supplementary Sessions: Hours allocated for 
reinforcement or review sessions. 

- Other: Any additional activity not listed above (such as 
seminars or self-directed learning). 

Activity 

The total number of hours allocated for each activity during 
the semester is recorded by multiplying the weekly hours 
assigned to that activity by the number of instructional 
weeks. 
Example: If weekly lectures amount to 3 hours and the 
semester consists of 15 weeks, the total number of hours is: 
3 × 15 = 45 hours. 
The total learning hours for all instructional activities must 
equal the total teaching (contact) hours listed in the previous 
table (Instructional Mode). 

Learning Hours 

The percentage for each activity is determined based on the 
number of hours allocated to that activity relative to the total 
learning hours. Ensure that the percentages for all activities 
add up to 100%. 

Percentage 
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B. Course Learning Outcomes, Their Teaching Strategies, and Assessment 

Methods 

Begin by assigning a code that represents a numeric identifier for 

each learning outcome in the course, such as 1.1, 1.2, and so on. 

Code 

Specify the learning outcomes that the student is expected to 

achieve through the field experience. These outcomes are 

categorized into three main domains: knowledge and 

understanding; skills; and values, autonomy, and responsibility. 

This should be done in accordance with the guidelines outlined in 

the institution’s Internal Quality Policies and Procedures Manual for 

academic programs and the University’s Academic Program 

Development Manual. The field experience must include learning 

outcomes that emphasize skills, values, autonomy, and 

responsibility. The total number of learning outcomes should not 

exceed six. 

Learning 

Outcomes 

The program learning outcome code associated with the field 

experience learning outcome is added according to the program 

learning outcomes matrix specified in the approved program 

specification. All field experience learning outcomes must be 

directly linked to the program learning outcomes. 

Program 

Learning 

Outcome Code 

Select the appropriate teaching strategies for each learning 

outcome in a manner that supports the intended achievement of 

that outcome. The strategies must be chosen from those approved 

in the program specification, and diversity in instructional 

approaches should be ensured to effectively address the domain of 

the learning outcome and support comprehensive attainment of the 

expected result. 

Teaching 

Strategies 

The appropriate assessment methods are identified to evaluate the 

extent to which the student has achieved each learning outcome 

individually, ensuring diversity in assessment approaches and 

alignment between the assessment methods and the teaching 

strategies used to achieve the intended learning outcome. Multiple 

learning outcomes may be linked to a single assessment method 

(e.g., the final exam), provided that the specific questions 

associated with each learning outcome are clearly identified. 

Assessment 

Methods 

C. Course Topics 
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Write the course topics that will be covered during the semester, 

listing the theoretical components in one table and the practical 

components (if any) in a separate table. The topics must align with 

the intended course learning outcomes. 

Topics should be arranged according to the sequence in which they 

will be taught during the semester, and reviews or examinations 

should not be included as topics. 

List of Topics 

Specify the number of teaching hours (contact hours) allocated to 

each topic, ensuring that they reflect the actual time required to 

cover that topic during the semester. Calculate the total teaching 

hours for all course topics, and ensure that the sum of the hours 

recorded in this column is equal to the total contact hours for the 

course. 

Expected 

Contact Hours 

D. Student Assessment Activities 

Writing the approved assessment activity used to evaluate student 

performance in the course, such as a written exam, group project, 

and so forth. It must be ensured that all assessment activities 

address every aspect related to the course and comprehensively 

reflect all assessment methods previously listed in the table 

“Course Learning Outcomes, Teaching Strategies, and Assessment 

Methods.” 

Assessment 

Activities 

The academic week in which the assessment activity will be 

conducted is specified, in full adherence to the timing requirements 

outlined in the approved regulations and bylaws of Taibah 

University’s Undergraduate Study and Examination Regulations and 

its executive rules. 
 

Timing of 

Assessment 

(Week 

Number) 

It represents the percentage that the assessment activity 

contributes to the total course grade, in accordance with the 

distribution requirements specified in the Undergraduate Study and 

Examination Regulations and the Executive Rules of Taibah 

University. 

 

Percentage of 

the Total 

Course Grade 

E. Learning Resources and Facilities 

1. List of References and Learning Resources 

Identify the primary academic reference used in teaching the 

course. The reference must be appropriate to the course level as 

specified in the program matrix. For example, if the course is at an 

introductory level, it is preferable to select a reference that provides 

foundational concepts. 

The Primary 

Academic 

Reference 

Additional books, articles, or scientific resources that support the 

main reference and are used to enrich teaching strategies, such as 

discussions or projects. 

Supporting 

References 



 
 

109  Handbook for Designing Academic Programs 

Electronic Resources: This includes scientific databases, software 
applications (such as SPSS and JAVA), or educational websites. If 
the course uses blended or online learning, these resources are 
essential for providing instructional content in digital format. 

Electronic 
Resources 

Additional resources may be added, such as instructional videos or 
innovative learning tools. These materials may be used to support 
the development of interactive or practical assessment activities. 

Additional 
Resources 

2. Required Facilities and Equipment: 

Determine the course’s requirements for specialized facilities in 

accordance with the selected instructional mode and the 

designated teaching strategies. 

Specialized 

Facilities 

(Classrooms, 

laboratories, 

presentation 

rooms, 

simulation 

rooms, etc.) 

Determining the course requirements for specialized facilities in 

accordance with the selected teaching strategies and assessment 

methods. 

Technical 

Equipment 

(Data projector, 

smart board, 

software) 

Identify any additional requirements for the course based on its 

nature that support the teaching strategies and assessment 

methods. 

Additional 

equipment 

(depending on 

the nature of 

the discipline) 

Course Quality Evaluation 

Teaching Effectiveness: This domain measures the evaluators’ 
level of satisfaction with the effectiveness of the instructional 
methods used to deliver the content. It is directly linked to the 
teaching strategies previously identified in the course specification. 
Effectiveness of Student Assessment Methods: This domain 
focuses on the evaluators’ satisfaction with the quality and 
appropriateness of the assessment tools used to measure learning 
outcomes. It is tied to the assessment activities previously listed in 
the “Assessment Methods” table to ensure alignment between 
assessment practices and intended learning outcomes. 
Learning Resources: This domain assesses the evaluators’ 
satisfaction with the availability and adequacy of references and 
learning resources (books, databases, digital tools) that support the 
teaching and learning process. It corresponds to the “Learning 
Resources and Facilities” table, ensuring that the specified 
resources sufficiently meet the course requirements. 
Achievement of Course Learning Outcomes: This domain 
measures the extent to which the teaching and learning process 

Evaluation 
Areas 
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has successfully achieved the intended learning outcomes outlined 
in the “Learning Outcomes” table. 

The table identifies the entities or individuals targeted in the 
evaluation process: 

- Students: They evaluate their experience and the extent to 
which they benefited from the course. 

- Faculty Members: They evaluate student performance and 
their level of satisfaction with the achievement of the learning 
outcomes. 

- Program Leadership: Such as supervisors or those 
responsible for planning and overseeing the course. 

- External Consultants and Evaluators: Individuals or entities 
with expertise who provide an external or independent 
assessment of the course quality. 

- Others: Any additional parties identified according to the needs 
and requirements of the program. 

-  

Evaluators 

A variety of methods are used to evaluate the quality of the course, 

including direct evaluation, which relies on the course’s direct 

assessment tools, and indirect evaluation, which relies on surveys 

or feedback. This approach ensures the achievement of the 

intended learning outcomes and enhances the effectiveness of 

teaching and assessment within the course. 

Evaluation 

Methods 

Approval of the Specifications 

Approval of the course specifications by the department council 

responsible for delivering the academic program. 

Accrediting 

Authority 

Write the session number during which the specifications was 

approved. 

Session No. 

Write the date of the session during which the specifications was 

approved. 

Session Date 
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Course Numbering System 
First: Coding and Numbering of Bachelor’s Degree Programs 

 

The course number consists of three digits (units, tens, and hundreds), and each 
digit signifies the following. 

1. Numbers in the Hundreds Place: 
 

The digit recorded in the hundreds place indicates the academic year, including both 
the first and second semesters. 
Example: In the number 316, the digit 3 in the hundreds place refers to the third 
academic year. 
 

The Digit Recorded in 

the Hundreds 
Study Year 

1 First Year 

2 Second Year 

3 Third Year 

4 Forth Year 

5 Fifth Year 

6 Sixth Year 

(*) Courses that begin with the digit (0) represent foundational or preparatory courses required by 

the university for certain academic programs.
 

2. Numbers in the Tens Place: 
The number recorded in the tens place indicates the subspecialty for a group of 
academic courses. The following detailed table illustrates this. 
 

 

Meaning 
The Decimal 

Digit 

It indicates the courses of the sub-specialization. 1-8 

Indicates courses related to summer training, graduation 

projects, and research. 

9 

 
 

3. The Digits in the Units Place: 
Odd numbers (1, 3, 5, 7, 9) are used in the units digit when numbering courses offered 
in odd semesters in the study plan. Even numbers (2, 4, 6, 8) are used in the units digit 
when numbering courses offered in even semesters according to the study plan. 
Example: The following figure illustrates the system used for numbering and coding 
academic courses. 
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As illustrated in the following table, examples are provided for coding several courses in a 

manner consistent with the name of the department or the division within the department: 

 
 

Department/Section Arabic Code English Code 

Arabic Department عرب Arab 

Department of Islamic 

Studies 
 ISLS سلم

Department of Physic  فيز PHYS 

 

And annual courses that are offered over two or more academic semesters shall carry 

an odd digit in the units place if they begin in the first semester, and an even digit if 

they begin in the second semester. 
 

Second: Coding and Numbering of Graduate Programs 

The coding and numbering of courses at the graduate level differ from those used in 

undergraduate programs, and the details are as follows: 
 

1. Coding 

The course code consists of three letters in Arabic and four letters in English. 
These letters are selected by the relevant department according to conventions 
recognized locally and internationally, while ensuring that the course codes in 
graduate programs remain consistent with those used in undergraduate programs 
within the same specialization. 

EDCT 

 نهج
233  

 
It indicates the sub-
specialization (tens place). 

It indicates that the 
course is offered at an 
even level within the 
study plan. 

 

It indicates the name 
of the department or 
program in Arabic. 

Indicates the academic year 
in which the courses are 
taught 
(hundreds place). 

 

The code indicates 
the name of the 
department or 
program in English. 
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2. Numbering 

Each course is assigned a three-digit number (units, tens, and hundreds), and each 

digit carries a specific meaning, as outlined below. 

 

1. The numerical designation in the hundreds place represents the academic 

degree (Diploma, Master’s, or Doctorate). Since the duration required for 

awarding the bachelor’s degree extends to four years or more, the numerical 

designation in the hundreds place shall be as indicated in the following table. 
 
 

Academic 

Degree 

The hundreds digit for a four-

year bachelor's degree 

The hundreds place for a four-

year bachelor’s degree. 

Diploma 5 7 

Master 

Degree 

6 8 

Doctorate 7 9 

 
2.  The numbering of the tens place denotes the specialization, as illustrated in 

the following table. 
 

The Tens Digit Courses 

0 - 1 

(00 + degree number) → (19 + degree number) 

(600–619) 

Compulsory and Core 

Courses 

2 - 3 

(20 + degree number) → (39 + degree number) 

(620–639) 

First Specialization 

Courses 

4 - 8 

(40 + degree number) ← (89 + degree number) 

(640 – 689) 

Courses in the 

Subsequent 

Concentrations 

9 

(90 + Degree Number) ← (99 + Degree Number) 

(690–699) 

Special Courses 
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3. For academic programs in colleges where the number of compulsory and 
core courses exceeds twenty, the digit (2) may be used within these 
compulsory and core courses. The full distribution is illustrated in the following 
table, with an example provided for the master’s degree. 
 
 

The Tens Digit Courses 

0 - 2 

(00 + degree number) → (29 + degree number) 

(600–629) 

Compulsory and Core 

Courses 

3 - 4 

(30 + degree number) → (49 + degree number) 

(630–649) 

First Specialization Courses 

5 - 8 

(50 + degree number) ← (89 + degree number) 

(650 – 689) 

Courses in the Subsequent 

Concentrations 

9 

(90 + Degree Number) ← (99 + Degree Number) 

(690–699) 

Special Courses 

 

4. The digit in the ones place indicates the sequencing of courses based on 
prerequisite requirements; the prerequisite course is offered and taught 
before the course that depends on it. 

 

 
5. The digit (9) is retained in the tens place together with the digits in the ones 

place to denote the special courses identified in the following table, with an 
example provided for the master's degree level. 

 
  

Course Title 
Example of 

Master Grade 
Full Number 

Tens 

Digit 

Units 

Digit 

The Thesis 699 
99+ Degree in 

numbers 
9 9 

Research Project 698 
98+ Degree in 

numbers 
9 8 

Special or Selected 

Topics (2) 
697 

97+ Degree in 

numbers 
9 7 

Special or Selected 

Topics (1) 
696 

96+ Degree in 

numbers 
9 6 

Research Seminar 695 
95+ Degree in 

numbers 
9 5 

Scientific Research 

Methods 

694 94+ Degree in 

numbers 

9 4 
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Other Special 

Courses 

690           693 90+ Degree in 

numbers 

93+Degrees in 

numbers 

9 0-3 

 

It is noted that the number (96 + course level) as well as (97 + course level) has 

been designated for special or selected topics. If additional special or selected 

topics are needed, or if a course is to be repeated under a different title, the 

numbers (90 + course level through 93 + course level) maybe 

used.  
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Section Four 

• Policies Governing General University 
Requirements (Compulsory and 
Elective)  
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University Requirements 

Compulsory university requirements consist of a set of general courses that all 
undergraduate students are mandated to complete, in addition to a number of 
elective courses that students must select from designated elective course 
clusters. These electives ensure the acquisition of the shared attributes expected 
of all university graduates. 

First: Principles and Regulations Governing the Specification of 
University Requirements 

1. General Principles for Defining University Requirements: 

o Reinforcing religious, national, and linguistic identity. 

o Reflecting the university’s orientation, mission, and strategic objectives. 

o Contributing to shaping the attributes of the university graduate. 

o Aiming to achieve the learning outcomes sought by the labor market. 

o Aligning with the vision and objectives of national development 

programs in the Kingdom of Saudi Arabia. 

o Adhering to the requirements of the university’s Program 

Transformation Strategy. 

o Complying with the university’s material and human capabilities and 

with expenditure-efficiency guidelines. 

2. Foundations for Specifying University Requirements: 

o The course must not overlap with other courses offered by the 

university. 

o It must not be part of the specialized program courses. 

o It must be closely aligned with the vision determinants and their 

targeted outcomes. 

o It must achieve the intended outcomes and targets of the university’s 

graduate attributes. 

o It must align with the objectives of the compulsory requirements if it is a 

compulsory course, or with the elective baskets if it is an elective. 

o It must not have prerequisite or concurrent requirements. 

o It must meet the criteria for electronic courses. 

o Compliance with the electronic-content standards of the course must be 

verified and approved by departmental and college councils. 
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3. Standards for Formulating Learning Outcomes for University 

Requirements: 

o They must align with the learning domains of the National Qualifications 

Framework at the bachelor's level, using the most recent templates 

issued by the National Center. 

o They must be diverse in content across knowledge, skills, and values. 

o They must employ varied teaching strategies suitable for achieving the 

intended learning outcomes. 

o They must be assessed using appropriate mechanisms that are 
periodically reviewed to verify their suitability. 

 

Second: Procedural Mechanisms for Evaluating University 
Requirements to Ensure the Quality of Their Outcomes and 
Objectives 

1. The existence of a monitoring system for university requirements, ensuring the 

following: 

• Monitoring the conduct of synchronous lectures according to the schedule 

assigned to the faculty member. 

• Monitoring the recording of attendance and absence on the electronic services 

system on a regular basis. 

• Monitoring the recording of coursework grades for activities and assignments 

on both the admission and registration system and Blackboard. 

• Monitoring course reports and their alignment with the graduates’ attributes. 

2. Availability of the technical requirements for university requirements on the 

Blackboard system, based on national standards for e-learning, such that they 

meet at least the following: 

• Full availability of digital content on the Blackboard Learning Management 

System, ensuring that the content aligns with the approved course objectives 

and topics. 

• Provision of digital content in multiple and diverse formats—textual, audio, 

and visual—appropriate to the nature of the course content. 
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• Division of digital content into units that correspond to the weekly lectures 

delivered in the course. 

• Provision of a mechanism for responding to learner inquiries by the faculty 

member throughout the duration of the course, including the communication 

tools used (e.g., email, discussion boards) and the timeframe for responses. 

• Availability of varied assignments and learning activities appropriate to the 

nature of the content and the target group, enhancing interaction between the 

learner, the content, the instructor, and peers, and supporting the acquisition of 

required learning experiences. 

• Alignment of the course objectives and learning outcomes with the graduate 

attributes of Taibah University. 

• Linguistic accuracy in content formulation. 

• Correct formulation of objectives and outcomes. 

• Ensuring that the learning outcomes are measurable. 

• Alignment between objectives, learning outcomes, domains, and the mode of 

delivery. 

3. Design of an assessment system for university requirements that includes the 

following: 

• A variety of assessment tools such as exams, projects, and discussion boards 

that measure the intended learning outcomes. 

• A policy for assessing activities and tasks within all general university 

requirements, which must include at minimum the method of distributing 

grades for student activities and tasks, and publishing this inside the course 

page. 

• Assessment methods that align with international and national standards. 

• Use of innovative and well-designed objective question banks that are updated 

regularly, using random blocks corresponding to course topics and aligned 

with the nature and duration of the exam. 

• In multiple-choice question banks, the number of answer options must not be 

fewer than four, and none may include options such as “All of the above,” 

“None of the above,” “A + B,” etc. 

• Dependence on computerized testing and grading. 
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• Ensuring that assessments uphold principles of privacy and security and 

minimize cheating, with exams administered on campus under proctored 

conditions. 

• Alignment with the illustrated rubric guide at Taibah University. 

• Linking examinations to learning objectives to measure the extent to which 

learning outcomes have been achieved. 

4. Mechanism for ensuring the evaluation of university requirements: 

Establishment of a committee responsible for ensuring the evaluation of university 

requirements, with duties that include: 

• Selecting coordinators for university requirement courses. 

• Reviewing course reports prepared by coordinators after receiving reports from 

all course sections, including learning-outcome measurements. 

• Reviewing and analyzing assessment reports, identifying strengths and areas 

for improvement. 

• Following up on the implementation of development plans with relevant 

entities. 

• Applying the university’s internal quality system to university requirements. 

• Activating the closure of the quality loop for all university-requirement 

courses. 

 

Third: Mechanisms and Requirements Related to Assigning 
University Requirements to Faculty Members: 

1. Mechanisms for Determining the Academic Department: 

• The academic departments that developed the specifications for the university-

requirement courses are responsible for teaching them. 

• If the academic content of a course falls between multiple disciplines, the course 

is assigned to the department that originally prepared its specification. 

• If a department is unable to teach the course for any reason, the Vice President 

for Academic Affairs may assign it to the department most closely aligned with 

the specialization. 
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• Coordination must take place between the department and the Deanship of 

Admission and Registration regarding all student-related academic processes 

(registration, withdrawal, grade entry). 

 

2. Requirements for Assigning Courses to Faculty Members: 

• University-requirement courses are assigned to faculty members by the relevant 

academic departments. 

• Assignment is based on the faculty member’s competence in teaching general 

courses through a fully online mode. This competence may be demonstrated 

through obtaining a professional certificate in e-learning from the National 

Center for e-Learning (such as OTT, eLXD, eLQA) or through possessing 

appropriate training and qualifications in the Blackboard Learning Management 

System. 

• Faculty members must be proficient in using Blackboard and fully 

knowledgeable about distance-teaching skills, including the use of available 

application features, diversity of instructional methods, and implementation of 

assessment standards. 

• Faculty members responsible for teaching general university-requirement 

courses are required to submit a course report that includes a detailed 

assessment report measuring learning outcomes, complete with all 

measurement data (rubrics). 
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Fourth: Mechanisms and Requirements Governing Students’ 
Registration of University Requirements : 

1. Students’ Adherence to Study Plans: 

• Students must register for courses—whether compulsory or elective—strictly in 
accordance with their approved study plan, as illustrated in the table below. They are 
not permitted to register for courses offered at academic levels higher than their 
current level, in order to maintain balanced student distribution across course 
sections. 

Distribution of General Requirement Courses as outlined in the University’s General 
Requirements Framework. 

Second Term First Term Year 

Islamic Studies: Values and Ethics Islamic Studies: Creed and Worship First 

Arabic Language Skills (2) Arabic Language Skills (1) Second 

University Elective Requirement (2) University Elective Requirement (1) Third 

 University Elective Requirement (3) Forth 

 
• The student is not permitted to register for elective university-requirement 

courses that are related to their major. 
 

• The student must diversify their enrollment in elective-basket courses in 
accordance with what has been approved by the Permanent Committee for 
Academic Programs and Study Plans. Specifically, the student may not register 
for more than one course from the same elective basket. Since the university 
offers eight baskets (illustrated in the figure below), the student is required to 
diversify their registration across these baskets. 
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Elective clusters for university requirement courses: 
 
1. Islamic Values 
This track aims to provide students with essential general knowledge while fostering 
cultural awareness through a set of courses that reinforce sound Islamic creed and 
link future generations to the core sources of Islam. 

 
2. National Identity and Historical Depth 
The courses in this track aim to equip students with the key attributes of Saudi 
identity—religious, economic, political, and social—while strengthening national 
belonging, loyalty, and pride by preserving the history and heritage of the state. 

 
3. Health Awareness 
This track prepares students to work in fields related to health education and public 
health awareness by developing essential life skills that promote students’ well-being. 
It also strengthens health practices and habits by examining food components, 
natural resources, and the environmental factors that influence overall public health. 

 
4. Modern Technologies and Data Security 
This track seeks to equip students with the skills needed to use secure internet 
applications via computers and mobile devices. These skills help them navigate 
modern technological challenges, protect personal privacy, and employ modern 
technologies in ways aligned with Islamic societal values and culture. 

 
5. Entrepreneurship and Innovation 
This track introduces students to the concept of entrepreneurship and its 
significance, emphasizing the factors that contribute to the emergence of 
entrepreneurs. It highlights innovation as one of the most important skills of the 
modern era, through which ideas can be transformed into promising entrepreneurial 
projects with clear planning, problem solving, and resilience in overcoming obstacles. 

 
6. Arts and Literature 
Linguistic competence is one of the essential graduation requirements for university 
students. Through this track’s courses, students acquire fundamental knowledge of 
the Arabic language that enhances their ability to communicate effectively across 
different contexts. 

 
7. Personal Traits and Social Adaptation 
This track focuses on developing students’ personal and behavioral competencies by 
providing knowledge and university-level skills that support their academic and social 
growth. 

 
8. Workplace Readiness and Professional Interaction 
This track strengthens students’ work-related engagement and adaptability, fostering 
positive attitudes toward workplace satisfaction and integration. Its courses help 
students acquire professional skills that contribute to improving their productivity and 
readiness for the labor market. 
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Alignment of the general requirements with graduate attributes and institutional 

learning outcomes has been detailed comprehensively in Chapter One of this manual. 
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Section Five 

• Mechanism for Adapting Programs for Persons 
with Disabilities. 
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This section outlines a set of adaptations that must be applied to the approved 
program or course specifications to accommodate the needs and abilities of students 
with disabilities. 

First: Required Accommodations for Students with Hearing 
Impairments : 

These accommodations can be categorized into those related to learning outcomes, 
course content, teaching strategies, in-class and extracurricular activities, learning 
resources, assessment and follow-up methods, facilities and equipment, and faculty 
members. 

1. Accommodations Related to Learning Outcomes: 

o Learning outcomes for the program and its courses should be aligned 
with the abilities and capacities of students with hearing impairments. 
Outcomes that rely on auditory skills should be excluded, and 
alternative outcomes related to visual or tactile skills should be added. 

2. Accommodations Related to Content: 

o Present course materials in a more visual format (e.g., diagrams, 
charts, tables). 

o Simplify complex texts to facilitate comprehension. 

3. Accommodations Related to Teaching Strategies: 

o Use of Sign Language: Provide professional sign language 
interpreters during lectures and university activities. 

o Visual Supports: Emphasize presentations, images, diagrams, and 
captioned videos translated into sign language. 

o Written Communication: Provide written notes or lecture handouts in 
advance. 

o Assistive Technology: Utilize software that converts text to sign 
language or offers real-time translation through smart applications. 

o Clear Speech: Face students while speaking to facilitate lip-reading. 

o Body Language: Reinforce meaning using hand gestures and facial 
expressions. 

o Prepared Written Materials: Offer written or electronic versions of 
lecture notes and course content. 

4. Accommodations for In-Class and Extracurricular Activities: 

o Provide sign language interpreters in classrooms and other student 
activities. 

o Utilize assistive technologies such as text-to-sign applications or tablet-
based tools. 

o Engage in direct communication with the student, consulting regularly 
to understand their needs and offer tailored solutions. 

5. Accommodations Related to Learning Resources: 
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o Provide visual recordings of lectures translated into sign language. 

o Produce written or interactive educational materials that enhance 
comprehension. 

6. Accommodations Related to Assessment and Follow-Up: 

o Visual or Written Exams: Prepare exam questions in a format 
conducive to visual reading and comprehension. 

o Extended Time: Grant additional time during exams to ensure students 
have adequate opportunity to understand and respond. 

o Alternative Assessments: Allow students to submit visual 
presentations or research projects instead of oral exams. 

7. Accommodations Related to Facilities and Required Equipment: 

o Improve classroom layouts to ensure clear visibility of the instructor. 

o Provide large display screens to enhance visibility of text and 
presentations. 

o Install sound amplification systems or assistive listening devices for 
students who use hearing aids. 

 

Second: Accommodations Related to Visual Impairment: 

1. Adaptations Related to Learning Outcomes: 

• Program and course learning outcomes should align with the abilities and 
capacities of students with visual impairments. Outcomes requiring visual skills 
should be excluded and replaced with outcomes related to auditory or tactile 
skills. 

2. Adaptations Related to Content: 

• Course content should be designed to develop the skills of students with 
visual impairments. 

• Content should incorporate extensive audio materials, as hearing becomes 
the primary sensory channel for visually impaired students. 

3. Adaptations Related to Teaching Strategies: 

• Teaching strategies should stimulate, motivate, and activate students’ thinking. 

• Use supportive tactile-based resources such as Braille materials, raised 
illustrations, raised graphs, and tactile maps. 

• Use auditory-based learning tools such as audio recordings and multi-speed 
recording devices. 

• Provide learning materials for students with partial visual impairments, such as 
enlarged printed texts. 

• Use clear verbal descriptions of visual materials and graphical representations 
during lectures to enhance comprehension for students with visual 
impairments. 

4. Adaptations Related to Classroom and Extracurricular Activities: 
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• Activities should match the abilities and capacities of visually impaired 
students. 

• Activities should align with students’ interests and preferences. 

• Utilize these activities to facilitate the inclusion of visually impaired students 
within the community. 

5. Adaptations Related to Learning Resources: 

• Provide lectures and textbooks in audio format to facilitate listening, 
understanding, and retention. 

6. Adaptations Related to Assessment and Follow-Up: 

• Identify assessment methods that consider the specific needs of visually 
impaired students, such as oral examinations or assessments completed 
using Braille. 

• Provide a scribe to write what the visually impaired student dictates. 

• Ensure continuous support and modify assessment approaches in response to 
students’ evolving needs. 

7. Adaptations Related to Facilities and Required Equipment: 

• Ensure appropriate lighting in classrooms to enhance visibility for students 
with low vision. 

• Place Braille labels on equipment and furniture to facilitate independent use by 
students with visual impairments. 

• Provide screen-reading software such as JAWS or NVDA that enables text-to-
speech access. 

• Provide text-magnification devices for students with residual vision who can 
still benefit from visual input. 

 

3. Adaptations Related to Learning Difficulties : 
 

1. Adaptations Related to Learning Outcomes: 

• The student may benefit from emphasizing learning outcomes associated with 

practical and physical skills, communication skills, and information technology. 

2. Adaptations Related to Content: 

• The content should be written clearly and presented in the most concise form 

possible. 

3. Adaptations Related to Teaching Strategies: 

• Peer-assisted instruction. 

• Taking notes on behalf of the student during lectures. 

• Ensuring the student’s comprehension of the lecture by asking follow-up 

questions. 
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• Diversifying presentation and discussion strategies to capture the student’s 

attention and enhance participation in the classroom. 

4. Adaptations Related to In-Class and Extracurricular Activities: 

• Reducing instructional load. 

• Granting priority in course registration or allowing early registration. 

• Providing psychological, vocational, and social counseling. 

5. Adaptations Related to Learning Resources: 

• Recording assigned textbooks or providing them in audio format. 

• Providing readers for students. 

6. Adaptations Related to Assessment and Follow-Up: 

• Allowing extra time to complete assignments and for continuous assessment. 

• Providing additional time during examinations. 

• Formulating exam questions in a clear and well-structured manner. 

• Offering a quiet or low-distraction environment during examinations. 

• Allowing the use of a calculator during exams. 

• Permitting oral responses for essay-type questions. 

• Reading exam questions aloud to the student. 

• Providing diverse alternatives for student assessment. 

7. Adaptations Related to Facilities and Required Equipment: 

• Arranging classrooms in a way that minimizes distractions and facilitates 

student focus. 

• Providing a quiet space for examinations and study. 
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Fourth: Accommodations for Attention-Deficit/Hyperactivity Disorder 
(ADHD): 

1. Learning Outcome Accommodations: 

o Students may benefit from an emphasis on learning outcomes related 

to practical, physical, communication, and information-technology skills. 

2. Content Accommodations: 

o Content should be written clearly and divided into manageable, 

practical sections. 

3. Instructional Strategy Accommodations: 

o Clarifying course requirements such as exam times, assignment 

deadlines, and providing sufficient time to accommodate any changes. 

o Presenting a clear outline of lessons and lectures. 

o Diversifying instructional explanations. 

o Breaking down tasks into motivational, step-by-step components. 

o Allowing adequate time for questions. 

4. In-Class and Co-Curricular Accommodations: 

o Reducing the instructional load. 

o Granting priority in course registration or enabling early registration. 

o Enrolling students in morning sections. 

o Providing psychological, career, and social counseling. 

o Identifying opportunities to strengthen the student’s abilities, especially 

in non-academic areas such as hobbies, talents, or sports. 

5. Learning Resource Accommodations: 

o Providing written instructions. 

o Supplying additional instructions in the form of worksheets or 

requirement lists. 

o Offering a guidebook, review sheets, and samples of previous exams 

for practice. 

6. Assessment and Follow-Up Accommodations: 

o Allowing additional time to complete assignments and continuous 

assessments. 

o Providing a quiet environment or minimizing distractions during 

examinations. 

o Ensuring exam instructions are explicit and delivered both in written 

and oral formats. 

o Avoiding misleading question formats in multiple-choice exams. 

o Allowing the use of calculators. 

o Permitting oral responses for essay-type exams. 

o Reading exam questions aloud to the student. 

o Ensuring that exam content and duration match the student’s level of 

focus and attention. 

o Offering multiple alternatives for student assessment. 

7. Facility and Equipment Accommodations: 

o Allowing the student to sit at the front of the classroom. 
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o Arranging classrooms in ways that reduce distractions and facilitate 

concentration. 

o Providing a quiet space for examinations and study. 
 

Fifth: Accommodations Related to Communication Disorders 
1. Adaptations Related to Learning Outcomes: 

– Ensuring that the program and course learning outcomes align with the 

abilities and capacities of individuals with communication disorders. 

2. Adaptations Related to Content: 

– The content must be rich in visual aids such as diagrams, charts, and 

images, as these are the most suitable tools for individuals with 

communication disorders. 

3. Adaptations Related to Teaching Strategies: 

– Using presentations that include images and videos to clarify information for 

students with communication disorders during lectures, enabling them to 

record lectures, providing extended time for presenting certain information, 

and ensuring the availability of a sign language interpreter. 

– Employing information-organization strategies such as mind maps and 

visual note-taking. 

– Using verbal prompting to encourage students to provide appropriate 

responses. This strategy provides temporary assistance to help them 

complete the required task by articulating a full word, part of a word, or a 

phrase that guides them toward the correct answer. 

– Using discussion-based and dialogic instruction to support the development 

of linguistic skills. This approach helps identify students’ prior knowledge, 

assess their understanding of new concepts, and strengthen social interaction, 

thereby addressing common linguistic difficulties such as stuttering or 

disfluency. 

– Using clear verbal terminology and diverse visual supports during lectures to 

enhance comprehension for students with communication disorders. 

4. Adaptations Related to Classroom and Co-Curricular Activities: 

– Ensuring the participation of individuals with communication disorders in all 

programs available to them (training programs, activities, events), in alignment 

with their interests and preferences. 

– Using group project-based learning to apply theoretical knowledge in 
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practical contexts inside and outside the classroom. 

– Utilizing these activities to promote the social integration of individuals with 

communication disorders. 

5. Adaptations Related to Learning Resources: 

– Coordinating with the university’s central library to provide students with 

communication disorders with additional support in accessing and using library 

services and resources. 

– Providing professionals specialized in sign language for students with 

hearing impairments. 

– Using oral interpreters to assist students in following verbal interactions 

across different platforms. 

– Providing lectures and textbooks in visual formats to facilitate 

comprehension and retention for students with hearing impairments. 

6. Adaptations Related to Assessment and Follow-Up: 

– Granting students additional time during examinations and assessments. 

– Providing flexibility in assignment and project submission deadlines for these 

students. 

– Assessing students with communication disorders using methods aligned 

with their abilities, which may include written exams, practical assessments, 

presentations, and applied assignments, ensuring the highest positive 

educational outcomes. 

7. Adaptations Related to Facilities and Required Equipment: 

– Selecting an appropriate, distraction-free environment for examinations. 

– Using assistive technologies that support the educational process in ways 

suitable for students with communication disorders. 

– Utilizing modern and advanced auditory technologies that reduce 

background noise, which has a negative impact on individuals with 

communication disorders. 
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Sixth: Adaptations for Autism Spectrum Disabilities: 
1. Adaptations Related to Learning Outcomes: 

o Individualized Curriculum: Designing the curriculum in a manner that 

aligns with the student’s interests and strengths to promote 

engagement and learning. 

2. Adaptations Related to Content: 

o Task Segmentation: Breaking assignments and tasks into smaller, 

manageable steps. 

o Content Simplification: Presenting concepts in a direct and well-

structured manner. 

3. Adaptations Related to Teaching Strategies: 

o Flexible Teaching Methods: Using visual instruction such as charts 

and diagrams, as students with autism often respond well to visual 

learning. 

o Flexibility in Assignment Submission: Allowing additional time to 

complete assignments or offering alternatives such as projects instead 

of traditional examinations. 

o Individualized Learning: Providing one-on-one sessions or personal 

support when needed to clarify complex concepts. 

o Experiential and Applied Learning: Incorporating practical and real-

world activities to facilitate conceptual understanding. 

o Repetitive Instruction: Repeating information and activities to ensure 

comprehension and retention. 

4. Adaptations Related to In-Class and Co-Curricular Activities: 

o Academic Support: Providing an academic coach or mentor to assist 

the student in schedule organization and time management. 

o Psychological Support: Offering counseling sessions with specialists 

to support mental health and social adjustment. 

o Assistive Technology: Using applications that help with task 

organization and time management. 

o Clear Communication: Delivering instructions in a clear and simple 

manner, with repetition as needed. 

o Understanding Individual Needs: Allocating time to speak with the 

student to understand strengths and challenges. 

o Constructive Feedback: Providing direct and positive feedback to 

support the student’s progress. 

5. Adaptations Related to Assessment and Follow-Up: 

o Flexible Examinations: Offering alternative assessment methods such 

as projects or oral exams. 

o Extended Examination Time: Allowing additional time during exams to 

reduce stress and pressure. 

o Reduced External Stimuli: Conducting exams in a quiet, distraction-

free environment. 
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o Continuous Assessment: Relying on ongoing assessment rather than 

solely on a final exam. 

6. Adaptations Related to Required Facilities and Equipment: 

o Classroom Arrangement: Organizing classrooms to minimize 

distractions and facilitate student focus. 

o Quiet Spaces: Providing a calm environment for examinations and 

study when required. 
 

Seventh: Accommodations Related to Physical and Health 
Disabilities 
 
Students with physical and health impairments require support and accommodations 

that enable them to experience a stable and dignified university life, providing them 

with the necessary adjustments to carry out daily academic activities. These 

accommodations include the following: 

● Assistance with academic registration. 

● Providing additional time during examinations when needed. 

● Administering examinations in a quiet environment when required. 

● Modifying the format or size of examinations to suit the student’s physical or health 

condition. 

● Note-taking assistance during lectures. 

● Providing readers or scribes. 

● Providing assistive technology such as a laptop computer. 

● Providing audio recorders and facilitating their use in classrooms. 

● Facilitating printing and photocopying services. 

● Ensuring accessible entrances and exits in college and department buildings to 

reach classrooms, laboratories, libraries, and other facilities. 

● Allocating sufficient classroom space for students using wheelchairs. 

● Providing a personal assistant or aide to help the student with mobility, movement, 

or writing when needed. 

● Providing assistive or compensatory devices and equipment. 

● Preparing computer laboratories, including adjustable desks, headsets, and small 

audio devices, to ensure accessibility and usability. 

● Granting additional time appropriate to the student’s condition and the nature of the 

assigned task or requirement (as agreed between the student and the faculty 

member). 
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Regarding the Preparation of Faculty Members: 
 
First: Supporting Faculty Members 

• Providing faculty members with essential information regarding the nature of 

various disabilities, as well as the characteristics and needs of university 

students with such disabilities. 

• Informing faculty members and relevant staff—such as student affairs personnel 

and similar roles—about the academic, social, and other services offered by the 

university. 

• Coordinating with faculty members on matters related to the services provided 

to students with disabilities throughout the academic year, including the support 

and accommodations available to them. 

• Supplying faculty members with strategies that facilitate adapting the teaching 

process to meet the needs of students with learning difficulties. 

• Preparing teaching staff to use assistive technologies and deliver course 

materials in formats that accommodate the needs of students with visual 

impairments. 

• Providing opportunities for faculty members to discuss issues related to 

students with learning difficulties and to address their questions and inquiries. 

• Collaborating with faculty members and relevant staff to provide adapted 

examinations (e.g., administering tests in Braille) in a manner appropriate to the 

student’s needs, and securing an appropriate testing environment when 

necessary. 

Second: Steps for Adapting Curricula and the Decision-Making Process 

To facilitate the process of adapting curricula for students with disabilities and to 

support appropriate decision-making, an auxiliary form (Appendix No. 10) is 

completed after implementing the following steps: 

Step 1: Reviewing Learning Strategies 

1. Can the student participate effectively in the lesson without adaptation? Will 

they achieve the same essential expected outcome? 

2. Can student participation be increased by modifying learning strategies? 

From traditional arrangements to: 

o Cooperative groups 

o Small groups 

o Peer partners at the same level 

o Peers from more advanced levels 
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3. Can student participation be increased by modifying the structure of the 

lesson? 

o Interdisciplinary or thematic units 

o Activity-based lessons, games, simulations, and role-playing 

o Group research or exploratory learning 

o Experimental lessons 

o Community-based lessons 

Step 2: Reviewing Assessment and Monitoring Standards and Requirements 

Does the student require adapted objectives? 

• Adjustment of performance standards 

• Adjustment of completion pace 

• Same content with reduced complexity 

• Comparable content with functional or practical applications 

• Adjustment of assessment criteria (grade distribution) 

• Adjustment of the techniques or tools used 

Step 3: Reviewing the Learning Environment 

Can changes be made to the classroom or lesson environment to facilitate 

participation? 

• Environmental or spatial modifications 

• Social rules (e.g., permitting movement or standing during lessons) 

Step 4: Reviewing Learning Resources 

Will different learning resources be required to ensure participation? 

• Same content with variation in size, quantity, or format 

• Additional or different materials/devices 

Step 5: Reviewing Available Services and Support 

Will the student require personal assistance or support to ensure participation? 

• Support from peers or a special education instructor 

• Support from a designated center for students with disabilities 

• Psychological, social, or career counseling 

• Other types of support 
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Step 6: Organizing Curricular and Co-Curricular Activities to Enhance 

Participation and Interaction 

• Inside the classroom 

• Within the university campus 

• In the community 
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Section Six: 

• General Framework for Adding a Double Major, 
Minor, Interdisciplinary Program, or Exit Point 
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The introduction of an additional major, minor, or interdisciplinary program at the 
University aims to: 
 

• Contribute to achieving several objectives and targets of the Sustainable 
Development Goals, including Goal 4, which states: “Ensure inclusive and 
equitable quality education and promote lifelong learning opportunities for 
all.”  
This includes Target 4.3, which aims to “substantially increase the number of 
youth and adults who have relevant skills, including technical and vocational 
skills, for employment, decent jobs, and entrepreneurship by 2030.” 

 
• Support the aspirations and ambitious goals of the Kingdom of Saudi Arabia's 

Vision 2030, and respond to the evolving and changing needs of the labor market. 
This aligns directly with several Vision goals, including Goal 4: “Increasing 
Employment Rates”, under which lies Level 2 Goal 4.1: “Developing human 
capital to meet labor market needs”, and its Level 3 sub-goal 4.1.1: “Building an 
integrated learning journey”, as well as sub-goal 4.2.1: “Improving youth 
readiness to enter the labor market.” 

 
• Align with the Education Sector Strategy, which is directly connected to several of 

its strategic objectives, including Objective 2: “Enhancing the education 
system’s capacity to meet development requirements and labor market 
needs.” 

 
• Align with the academic field standards and indicators for universities 

implementing the new Universities System, particularly in developing existing 
programs to match modern local and global trends, introducing high-demand 
specialized programs relevant to national and international labor markets, and 
enhancing the professional competencies of students and graduates across 
various disciplines. 

 
• Support the University’s strategic directions, where the first direction emphasizes 

“Excellence in Teaching and Learning.” This is aligned with several of the 
University’s strategic objectives, including Objective 2: “Providing enhanced 
academic programs” and Objective 10: “Effective responsiveness to labor 
market requirements and community needs.” 

 
• Comply with the criteria of the University’s ongoing Program Transformation 

Initiative, being one of the high-impact enablers within the project’s roadmap. 
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• Keep pace with local and international best practices in expanding 
complementary academic specializations. 

 
• Align with the definitions and parameters of the National Qualifications 

Framework. 
 

• Consider the classification criteria of academic disciplines outlined in the Saudi 
Standard Classification for Education Levels and Fields. 

 
• Take into account minimizing the impact of implementing this framework on the 

University’s academic programs’ key performance indicators related to on-time 
graduation; while balancing this with the considerable benefits the framework 
provides to students. 
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Summary 

   
 

Degree Regulatory Framework (System Requirements) 

Double Major  

(Companion Major) 

1. Not less than 30% of the program’s specialized credit hours. 

2. The student must complete 36 credit hours of core major courses. 

3. Shared credit hours counted must not exceed 8 hours. 

4. Allowing an extension of two semesters beyond the student’s standard 

duration. 

5. Must not be from the department in which the student is enrolled in the 

primary major. 

6. GPA must not be less than 3 out of 5. 

7. At least three cohorts must have graduated from the primary major 

before offering the double major. 

8. A single degree certificate is issued, with the double major added, and a 

notation is included in the student's academic record. 

Minor Major 

1. Not less than 15% of the program’s specialized credit hours. 

2. The student must complete 36 credit hours of core major courses. 

3. Shared credit hours counted must not exceed 6 hours. 

4. Allowing an extension of one semester beyond the student’s standard 

duration. 

5. Must not be from the department in which the student is enrolled in the 

primary major. 

6. GPA must not be less than 3 out of 5. 

7. At least three cohorts must have graduated from the primary major 

before offering the minor. 

8. A single degree certificate is issued for the primary major, and the minor 

is recorded only in the academic record and not on the degree certificate. 

Interdisciplinary 

Programs 

1. Must consist of two different disciplines with varying academic weights. 

2. A single degree certificate is issued, including the name of the program 

that encompasses both or all disciplines. 

3. Interdisciplinary programs follow the same regulations that apply to 

single-major programs. 
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Academic Objectives Expected from Offering a Double Major or Minor at the 
University 
 
The double major and minor carry significant academic importance, as they play a major 
role in equipping students with diverse and multi-disciplinary knowledge and skills, and 
in enhancing the efficiency and quality of university education through: 
 

1. Enhancing new skill sets and areas of knowledge for the student that are not 
included in the primary academic program. 

2. Strengthening the student’s knowledge and skills within the primary major by 
building an integrated system between disciplines. 

3. Raising the professional level of university graduates. 
4. Diversifying and expanding employment opportunities for Taibah University 

graduates in suitable and available roles. 
5. Maximizing the use of the University's resources by optimally utilizing programs 

that have not yet reached their full student capacity. 
6. Encouraging students to excel and rewarding high achievers by enabling them to 

pursue companion specializations, while ensuring their ability to complete both 
the primary major and the companion specialization within the standard program 
duration. 

 
Student Eligibility Requirements for Adding a Double Major or a Minor 

In compliance with the regulatory framework of the “Self-Designed Academic Degrees” 
initiative issued by the Universities Affairs Council, a student must satisfy the following 
conditions to be permitted to add a double major or a minor: 
 

1. The student’s cumulative grade point average in their primary program at the time 
of applying to add a double major or a minor must be no less than 3; the academic 
department may consider setting the required GPA according to the nature of the 
program. 

2. The student must not have previously received any academic warning for low 
cumulative GPA. 

3. The student must not have previously incurred any disciplinary penalty or similar 
sanction. 

4. The student must not have previously changed their primary major if that change 
resulted in taking courses that are not counted toward the requirements of the new 
primary major, thereby causing an extension of the standard study period. 

5. The student must meet the application start and end date requirements specified 
in Sections Six and Seven. 

6. Any other regulations and conditions set by the academic department apply, 
provided they do not conflict with this framework. 
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General Regulations and Policies for Adding a Double Major or Minor: 
 
With due consideration to the Regulatory Framework of the “Self-Designed 
Academic Degrees” Initiative issued by the Universities Affairs Council, the student 
must meet the following requirements to be eligible to add a double major or a minor, as 
outlined below: 
 

1. A student enrolled in a primary major may add either a (Double Major) or a (Minor) 
but may not combine both. 

 
2. A student may not add two double majors or two minors alongside the primary 

major. 
 

3. The double major or minor must have graduated at least three cohorts before 
students may enroll in it. 

 
4. The double major or minor must be different from the student’s primary major and 

offered by another college or academic department. 
 

5. If the student’s primary major contains multiple concentrations 
(concentrations/areas of emphasis), the student may not add any of these 
concentrations as a double major or minor. 

 
6. Doctoral, master’s, fellowship, and higher diploma students are not eligible to 

apply for a double major or minor. 
 

7. General University Requirements are not counted toward the credit hours of a 
double major or minor. 
 

8. The student is permitted to take courses in both the primary major and the double 
major or minor concurrently, provided that all regulations and rules related to 
study, examinations, and the academic load requirements for each semester are 
observed. Additionally, the total number of registered credit hours from the 
primary program must not be less than half of the total registered credit hours in 
that semester. This requirement aims to ensure balance and to prevent the student 
from becoming overly occupied with courses of the second major or the minor at 
the expense of the primary program, which is the regulatory and statutory 
foundation upon which graduation is contingent after fulfilling all its requirements. 
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9. Upon registration, the student is allowed to have shared credit hours between the 
primary major and the double major re-counted, provided that the total does not 
exceed a maximum of 8 credit hours. 
 

10. Upon registration, the student is allowed to have shared credit hours between the 
primary major and the minor re-counted, provided that the total does not exceed 
a maximum of 6 credit hours. 
 

11. If there are shared courses (included in the primary program and also included in 
the program requirements of the second major or the minor), and the student has 
not previously taken these courses within the primary program, the default rule is 
that the student must take them as part of the primary program. The provisions 
stated in the preceding paragraph shall apply. 

 
 
12. The duration of study for programs that include a minor shall be the officially 

approved duration of the primary program under the Universities Law. The 
University Council may allow the extension of the student’s regular study period 
by a maximum of one additional semester to complete the minor requirements in 
a two-semester academic year system, and by a maximum of two additional 
semesters in a three-semester academic year system. This extended duration 
shall be considered in favor of the student with respect to eligibility for academic 
honors. 
 

Policies and Regulations for Adding a Double Major 

1. When designing a double major, it must be ensured that the number of credit hours 
allocated to it is not less than 30% of the total credit hours of the respective 
program. These hours must be major-specific and shall not include university 
requirements or free electives. 

2. The student must have successfully completed thirty-six (36) credit hours of the 
primary program to be eligible to apply for a double major. 

 
Policies and Regulations for Adding a Minor 
 

1.  When designing a minor, it must be ensured that the number of credit hours 
allocated to it is not less than 15% of the total credit hours of the respective 
program. These hours must be major-specific and shall not include university 
requirements or free electives. 
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2.  If the primary program includes a cooperative training program, a summer training 
program, or a capstone project, and the minor also includes similar components, 
the student shall only 
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be required to complete the cooperative program, summer training, or capstone 
project within the primary program. These requirements shall not be counted 
toward the minor’s approved credit hours. 

 
3. The student must have successfully completed (36) credit hours of the primary 

program to be eligible to apply for a minor. 
 
Interdisciplinary Programs  
  
Determining the College Responsible for the Interdisciplinary Program: 
 
The Interdisciplinary Programs Committee shall determine the college responsible for the 
interdisciplinary program after approval from the Standing Committee for Academic 
Programs and Study Plans. The determining process shall be based on: 
 

• The identity of the program and benchmarking results. 
• The identity of the college that is most suitable for the nature of the program. 
• The classification of the academic degree according to the Saudi Unified 

Classification for Levels and Fields of Education. 
• The number of specialty credit hours contributed by each college. 
• The available infrastructure (material and human resources) within the college. 
• A joint committee shall be formed to manage the interdisciplinary program. 
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Regulations for Interdisciplinary Programs 
 

• An academic department may design this type of program as a pre-structured 
program, or it may be selected by the student if not pre-structured by combining 
two or more different major specialties offered by the university. In such cases, 
approval from the Interdisciplinary Programs Committee and the relevant 
academic departments is required. 

 
• The degree of similarity between the courses of the interdisciplinary program and 

any existing contributing program must not exceed 20% of the credit hours of each 
program participating in delivering the interdisciplinary program. 

 
Degree Title for the Interdisciplinary Program 
 

A.  Upon completion of the degree requirements, the student shall be awarded a 
single graduation document (Certificate) that includes the name of the program 
encompassing both (or all) specialties. 

 
B.  The document shall include the name of the primary college to which the program 

belongs, in accordance with the regulations and guidelines governing academic 
degree titles. 

 
Exit Points in Academic Programs 
 
Procedural Regulations for Establishing an Exit Point in Academic Programs are as 
follows: 
 
First: To determine an exit point in the university’s academic programs, the following shall 
be carried out: 
 

1. Conduct benchmarking with no fewer than five academic programs offered by 
comparable departments in universities or colleges that hold national or 
international academic accreditation or have a strong reputation in the relevant 
field. These institutions must include national, Arab, and international 
universities. The designated benchmarking tables shall be used for this purpose 
(Annex No. 3). 

 
2. Define the goals and learning outcomes of the exit point in alignment with labor 

market needs and national directions, in accordance with the National 
Qualifications Framework and the Saudi Unified Classification for Levels and 
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Fields of Education, as well as the University's Academic Program Development 
Guide and internal quality system. 

 
3. Distribute the credit units for the exit point according to the nature of the college 

offering the targeted academic program. University requirements, college 
requirements, major compulsory and elective courses, and the required field 
experience for the exit point shall be specified, taking into account the number of 
credit hours and the duration of study for the diploma awarded, in compliance with 
the Saudi Unified Classification for Levels and Fields of Education and the 
National Qualifications Framework. 

 
4.  When designing the study plan for the exit point in academic programs, the 

number of specific courses must not be less than 70% of the courses required for 
awarding the academic degree designated by the college as an exit point from the 
academic program. 
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Second: When preparing the program specification, the following shall be observed: 
 

• The academic program specification must include the exit point, the academic 
degree awarded at the exit point, the conditions for awarding the degree, and the 
learning outcomes and graduate attributes for the exit point in alignment with the 
National Qualifications Framework and the Saudi Unified Classification for Levels 
and Fields of Education. 

 
• A separate study plan for the exit point must be prepared within the program 

specification, using the university’s approved study plan template, to be 
completed independently for the exit point of the academic program. 

 
Third: A student who has been awarded the academic degree for the primary major 
shall not be granted the academic degree designated as the exit point of the 
academic program. 
 
Fourth: The University Council, based on the recommendations of the College 
Councils and the endorsement of the relevant committees (the Executive Council of 
the Applied College – the Standing Committee for Academic Programs and Study 
Plans – the Standing Committee for Graduate Studies Programs), shall approve the 
exit points in academic programs, their titles, the academic degree to be awarded, 
and the conditions for awarding the degree, in accordance with the Saudi Unified 
Classification for Levels and Fields of Education and the National Qualifications 
Framework. The decisions of the Department and College Councils must explicitly 
state the exit point in the program (degree title – sub-level code – field code according 
to the Saudi Unified Classification for Levels and Fields of Education), and this must 
be documented separately from the primary program. 
 
Fifth: At the end of each academic semester, each college shall notify the Deanship 
of Admission and Registration of the cases eligible for the academic degree 
designated as an exit point from academic programs, for the Deanship to complete 
the required administrative procedures for awarding the degree in accordance with 
regulations. 
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Section Seven 

• Appendices of the Guide 
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Appendix No. (1): Template 
for Establishing or 
Developing an Academic 
Program 
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A. Template for Establishing an Academic Program 
 

A. Program Information 

Program Name (with consideration for alignment with the Saudi Unified Classification for 

Levels and Fields of Education). 

In Arabic:  In English:  

Department(s):  

College(s):  

Qualification: 
☐ Diploma (……..)   ☐ Bachelor’s Degree  ☐ Higher Diploma   

☐ Master’s Degree  ☐ Doctoral Degree 

Justification for 

Selecting the 

Program Degree: 

 

Program Delivery 

Language: 
 

Program Course 

Delivery: 
☐ On-Campus  ☐ Blended (percentage: ______ )  ☐ Online  

Proposed 

Program Mission 

 

The proposed mission is clear and appropriate, aligned with the mission of 

the institution and the college/department, and consistent with community 

needs and national directions. 

Meets Requirement (       )  Does Not Meet Requirement (  ) 

Program 

Objectives 

 

The objectives are linked to the program mission, aligned with the goals of 

the institution/college, and characterized by clarity, realism, and 

measurability. 

Meets Requirement (       )  Does Not Meet Requirement (  ) 
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B. Criteria for Establishing the Academic Program 

Four main criteria have been identified for developing the program. 

 

First Criterion: Program Governance 

(1_1) Targets: 

To ensure proper governance of the academic program, a set of targets has been defined to guarantee full alignment of the program with national priorities and with the Kingdom of Saudi Arabia's Vision 

2030 in particular. These targets must be taken into consideration when developing the academic program according to its nature. 

 

1-1-1 Sustainable Development Goals and Targets  

The program contributes to achieving one of the Sustainable Development Goals. 
Applicable (  )  Not Applicable (  ) 

Goal Number Goal  Targets No.  Target 

    

    

    

Integration of Sustainable Development Goals into the curriculum in alignment with the nature of each course: 
Applicable (  )  Not Applicable (  ) 

1-1-2 Detailed Goals of the Kingdom of Saudi Arabia Vision 2030 Directly Related to the Program’s Nature 

Goal 
No. 

Goal  

Vision 
Program 
Directly 
Linked to 
the Goal 

Program 
Duration 

Program 
Launch 
Year 

Leading 
Entity/Entities 
for the Goal 
within the 
Program 

Goal 
Performance 
Indicators 

Number of Jobs the Program Will Provide 
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1-1-3 Initiatives of the Kingdom of Saudi Arabia’s Vision 2030 Programs Related to the Nature of the Program 

Program 

Program Initiatives 

Related to the 

Program’s Nature 

Initiative 

Outputs 

Initiative Performance 

Indicators 
Expected Impact 

     

     

     

     

1-1-4 Regional Comparative and Competitive Advantages 

The program leverages one of the comparative or competitive advantages of the region or of the Kingdom of Saudi Arabia. 

Applicable (  )  Not Applicable (  ) 

Advantage Comparative/Competitive Geographic Location 

   

   

   

   

1-1-5 National Classification of Economic Activities (Issued by the General Authority for Statistics) 

The nature of the program is linked to one of the economic activities according to the National Classification of Economic Activities. 

Applicable (  )  Not Applicable (  ) 

Activity Category Activity Number Activity Description 
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1-1-6 National Labor Observatory 

When designing the program and linking its nature to the relevant economic activity, labor market data must be monitored according to the latest Labor Market Status Report issued by the National Labor 

Observatory. 

Applicable (  )  Not Applicable (  ) 

Labor Force Data Related to the Economic Activity 

Report Edition 
Economic 

Activity 

Saudization Rate for 

Economic Activity 

Total Active Subscribers 

Other Labor Market Data 

Male Female Total 

        

        

1-1-7 University Strategic Plan Goals 

The program ensures the achievement of the institution’s mission and goals. 

Applicable (  )  Not Applicable (  ) 

Strategic Theme 
Goal 

No. 
Strategic Goal 

Meets 

Requirement 
Does not Meet Requirement 

Excellence in 

Teaching and 

Learning 

 

Goal (1) 

Providing updated 

academic programs 

aligned with global 

quality and academic 

accreditation 

standards. 

  

Goal (2) 

Enhancing admissions 

policies and students' 

academic performance. 

  

Building Genuine 

Partnerships with the 

Community 

 

Goal 

(10) 

Effective 

responsiveness to labor 

market requirements 

and community needs. 
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(1-2) Regulatory Determinants: 

To ensure effective governance of the academic program, several national strategies and programs have been identified to support the alignment of the program’s nature with labor market developments as 

well as global, national, and regional trends. These also include identifying professions in accordance with the Saudi Standard Classification of Occupations to enhance quality, define emerging professional 

directions, and specify the actual need for each occupation. 

 

  

1-2-1 Sector Strategy 

When developing the program, the sector strategy relevant to the program's nature must be referenced. 

Applicable (  )  Not Applicable (  ) 

Title  Issuing Authority  

Reference 

Number 
 

Approving Authority and 

Date of Approval 
 

Number of Target 

Jobs 
 Number of Job Shortages  

Titles of Targeted 

Occupations 
 

1-2-2 Saudi Employment Strategy 

When developing the program, the policies of the approved Saudi Employment Strategy were taken into consideration. 

Applicable (  )  Not Applicable (  ) 

Policy No. Policy Proposed Implementation Mechanism 

8-1 

Career coordination between 

educational institutions and the 

labor market. 

 

3-4 

Achieving a balance between 

urban centers in developing 

human resources and providing 

job opportunities. 

How does the program contribute to offering a specialization that ensures employment for graduates within the region? 
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If there are additional policies considered during the development of the program, please specify them. 

   

   

   

1-2-3 Saudization Decisions and Guides Issued by the Ministry of Human Resources and Social Development 

When developing the program, the occupations targeted for Saudization, according to the official Saudization guides, were taken into account. 

Applicable (          )                       Not Applicable   (          ) 

Guide Title  Issuing Authority  

Approving Authority 

and Date of Approval 
 Implementation Period  

Saudization Ratios  

Targeted Occupations 

Related to the Program’s 

Nature 

 

1-2-4 Ministry of Education Strategy 

The program can develop skills that qualify graduates to compete in the labor market and contribute to community development. 

Applicable (          )                       Not Applicable   (          ) 

Labor Market Needs the 

Program Will Fulfill 
 

Mechanism for Enhancing 

Engagement with the Labor 

Market Based on Its Needs 

 

Mechanism for Aligning 

Graduate Output with Labor 

Market Requirements 
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1-2-5 Approved Secondary Education Tracks by the Ministry of Education 

The nature of the program aligns with the Secondary Education Tracks System and serves as an extension of it. 

Applicable  (          )                        Not  Applicable   (          ) 

Track Name  

1-2-6 Fourth Industrial Revolution Strategy 

The nature of the program is linked to one of the technologies and applications of the Fourth Industrial Revolution identified in the strategy. 

Applicable  (          )                        Not  Applicable   (          ) 

Technologies 

Linked to the 

Program Relevant 

Sector(s) 
Jobs Enabled by the Technology 

Yes No 

Data, computational capacity, 

and network connectivity (Big 

Data, Internet of Things, Cloud 

Computing) 

     

Digital-to-physical conversion 

(Advanced Robotics, 3D 

Printing) 

    

Data analytics and intelligence 

(Digital Transformation, 

Advanced Analytics) 

    

Human–machine interaction 

(Haptic Interaction, Virtual 

Reality / Augmented Reality) 

    

Other Technologies 

     

     

When developing the program, the following must be taken into consideration: Meets Requirement Does not Meet Requirement 

Developing high-skilled human capital capable of handling and advancing the technologies and applications of the Fourth Industrial 

Revolution relevant to the program 
  

Engaging with the sectors that lead and develop this technology to identify their needs in terms of jobs and required skills   
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1-2-7 Ministry of Human Resources and Social Development’s Regional Saudization Program 

The program ensures that graduates are qualified to fill the job opportunities allocated to the region and approved by the Regional Saudization Committee. 

Applicable  (          )                        Not  Applicable   (          ) 

Region-Designated Occupations Approved 

by the Regional Saudization Committee and 

Relevant to the Nature of the Program 

 
Number of Approved 

Jobs 
 

1-2-8 Saudi Classification of Occupations 

When designing the program, the occupational titles that graduates will be eligible to hold shall be identified in accordance with the approved Saudi Classification of Occupations. 

Applicable  (          )                        Not  Applicable   (          ) 

Occupation 

Code 

Occupation 

Title 

Economic Activity 

of the Occupation 

Does the Occupation Support Fourth Industrial Revolution Technologies? 

Yes No Specify the Related Technology 
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Second Criterion: Flexibility and Attractiveness of the Program 

To ensure the program’s attractiveness to the labor market, it must align with relevant accreditation bodies, establish professional and educational partnerships that ensure graduate employability, consider 

professional licenses and their requirements related to the program's nature, and enable students to pursue a Double Major or Minor. 

To guarantee vertical mobility across educational levels, early exit points must be considered in designing the academic program. 

 

  

2-1 Accreditation Bodies 

When establishing the program, reference was made to the accreditation bodies relevant to the program’s nature. 

Applicable  (          )                        Not  Applicable   (          ) 

Entity Name 
Type of 

Accreditation 
Duration 

Requirements of 

the Accrediting 

Body 

Added Value to the Program from the Accreditation Body 

 
☐ Local   

☐ International  

☐ Academic   

☐ Professional  

☐ Other  

Specify: 

   

2-2 Partnerships 

2-2-1 Professional Partnerships 

During the program’s development, professional partnerships were identified to ensure graduate employability, such as partnerships with major Public Investment Fund projects (NEOM, AMAALA, Qiddiya, 

etc.), Vision 2030 programs, and leading private-sector entities relevant to the program’s nature.  

Applicable  (          )                        Not  Applicable   (          ) 

Partnership Entity Name Type of Partnership  Core Conditions for the Partnership 

☐ Project    

☐ Vision Program   

☐ Private Sector   

☐ Government Sector  

☐ Authorities    

 

☐ Training Leading to Employment 

☐ Training Followed by Employment 

☐ Training Only  

☐ Other 

 (specify)  

 

☐ Other    
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2-2-2 Professional Licenses 

When establishing the program, the professional license associated with its nature shall be taken into consideration, with the inclusion of the license-related skills to ensure that graduates meet its requirements 

and are qualified to obtain it. 

Applicable  (          )                        Not  Applicable   (          ) 

License 
Issuing 

Authority 

Type 

(National / 

International) 

Required 

Passing 

Score 

Validity 

Period 
Applying Requirements 

      

      

2-2-3 Educational Partnerships 

The program is offered jointly with a highly ranked local or international university. 

Applicable  (          )                        Not  Applicable   (          ) 

University Name Ranking 
Partnership 

Requirements 
Partnership Mechanism 

☐ Local 

☐ International  

    

The program shall ensure the following when establishing partnerships: Meets Requirement  Does Not Meet Requirement 

1 

The agreement clearly defines the arrangements and responsibilities, is enforceable under the regulations of the Kingdom, 

and includes compliance with the standards of the National Center for Academic Accreditation and Evaluation, as well as the 

standards and requirements of the Saudi Qualifications Framework (SAQF). Full adherence is required. 

  

2 
Academic programs or courses offered by international educational institutions, including e-learning programs and online 

learning courses, must be accredited, quality-assured, and officially authorized by the government in the country of origin.  

  

3 

The program shall establish controls ensuring the quality of all aspects of the programs offered by partner institutions, 

including curricula, learning materials, instruction, student achievement standards, and services provided, and shall monitor 

compliance with these controls.  

  

4 The effectiveness of the partnerships shall be evaluated regularly, with appropriate decisions taken accordingly.  
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2-3 Study Plan and Program Specification 

The following must be observed:   Meets Requirement  Does Not Meet Requirement 

1 
Ensuring balance between general requirements and major requirements, as well as between theoretical and 

practical components, while considering sequencing and integration among the courses. 
  

2 
Facilitating student progression from one academic degree to another, whether upward (bridging) or downward 

(exit points). 
  

3 
Defining the adequate requirements for the different tracks (if any), in accordance with global practices and 

comparable programs. 
  

4 
Applying a unified study plan, program specification, and course descriptions across all delivery sites (male and 

female sections and different campuses). 
  

5 Meeting the standards and requirements of the National Qualifications Framework.   

6 Studying the specialized requirements in the English language.   

7 
Enhancing courses related to the Fourth Industrial Revolution and offering them through open online 

education. 
  

2-4 Double Major / Minor Specializations                        Applicable (          )                        Not Applicable   (          ) 

1 
Alignment with the university framework for adding a Double Major or a Minor and fulfilling their 

requirements. 
  

2-5 Early Exit of the Program (Exit Points)  

When establishing the program, early exit points must be defined to ensure flexibility in transitioning between 

educational levels, taking into account the following:   
Meets Requirement Does Not Meet Requirement 

1 Meeting the required level of knowledge and skills in the specified field.   

2 

Determining the qualification level for the early exit point and the corresponding certificate title, in alignment 

with the National Qualifications Framework regulations, ensuring it is a standalone and recognized 

qualification. 

  

3 
Allowing students to complete the higher qualification upon fulfilling the academic requirements and meeting 

the required GPA for continuation. 
  

4 
Ensuring alignment with the exit points of community college diplomas compatible with the program’s nature, 

as stipulated in the Ministry of Education’s Community Colleges Development Project. 
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Criterion Three: Graduate Attributes and Learning Outcomes and Domains 

The graduate attributes and learning outcomes of the program must be precisely defined, consistent with the requirements of the National Qualifications Framework, academic and professional standards, 

labor market needs, alignment of the curriculum with professional requirements, and 21st-century skills. 

3-1 Program Learning Outcomes Meets Requirement Does Not Meet Requirement 

1 
The program identifies its graduate attributes and targeted learning outcomes in alignment with its mission 
and in harmony with institutional graduate attributes; they are approved, published, and reviewed 
periodically. 

  

2 
Graduate attributes and learning outcomes align with the requirements of the National Qualifications 
Framework, academic and professional standards, and labor market needs. 

  

3 The program identifies learning outcomes for different tracks (if any).   

4 
The program applies appropriate mechanisms and tools to measure graduate attributes and learning outcomes 
and to verify their achievement according to defined performance levels and assessment plans. 

  

5 
Course learning outcomes are aligned with program learning outcomes (Matrix for distributing program 
learning outputs across courses). 

  

6 
Teaching and learning strategies, and assessment methods align with the targeted learning outcomes at both 
the program and course levels. 

  

7 Teaching and learning strategies are student-centered and promote active learning.   

8 
Teaching and learning strategies and assessment methods are appropriately diverse to match the nature and 
level of the program, enhance research capability, and ensure students acquire higher-order thinking skills and 
self-directed learning. 

  

9 
Learning outcomes for field experience activities align with program learning outcomes, and appropriate 
training strategies, assessment methods, and training venues are identified to achieve these outcomes. 

  

3-2 Learning Domains 

This describes the knowledge, understanding, skills, and values required for the learner to obtain the qualification, 
expressed in terms of cognitive dimensions, skills, and values as follows: 

Meets Requirement Does Not Meet Requirement 

3-2-1 Knowledge: Includes what the graduate knows and understands in the learning domain, work, or profession of: 

1 
Broad and deep knowledge and understanding of the facts, concepts, principles, theories, processes, and procedures embedded within the 
learning domain, work, or profession. 

  

2 Depth of knowledge, whether general or specialized.   

3 Breadth of knowledge, ranging from a single subject to multidisciplinary areas.   

4 Types of knowledge range from sensory knowledge to abstract knowledge, and from simple knowledge to cumulative knowledge.   
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3-2-2 Skills: Includes what the graduate is able to do for continuous learning, work, or the profession: 

1 Cognitive skills: applying knowledge, critical thinking skills, problem-solving, inquiry, and creativity.   

2 
Practical and physical skills: applying knowledge, using appropriate materials, devices, and tools, and proficiently applying motor and manual 
skills. 

  

3 
Communication and information technology skills: written, verbal, and non-verbal communication; numeracy skills; and the use and 
production of information and communication technologies. 

  

3-2-3 Values: Includes the principles and standards embodied by the graduate to succeed in life, work, or the profession: 

1 Academic and professional ethics and values.   

2 Continuous self-learning and independence.   

3 Teamwork and responsibility.   
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Criterion Four: Benchmarking 

When establishing a program, benchmarking must be conducted using comparable academic programs relevant to the nature of the proposed academic program. This ensures alignment with the latest local 

and global trends and meets stakeholder needs. 

 

  

4-1 Academic Programs Selected as Benchmarking References for Program Development 

Comparable 
Programs 

Comparable 
Academic 
Program 
Name 

University College Department Country 
Global 
Ranking (if 
any) 

Program 
Accreditation 
Body 

Degree Awarded 
upon 
Completion 

Available Tracks 
within the Program (if 
any) 

Available 
Diplomas 
within the 
Program  (if 
any) 

First Program           

Second Program           
Third Program           
Fourth Program           
Current Program 
(Under 
Development) 

          

4-2 Mapping of Learning Outcomes of Comparable Programs  

Comparison Aspect First Program Second Program Third Program Fourth Program Current Program 

Knowledge and Understanding 
Domain 

     

Skills Domain 

     

     

     

     

Values, Responsibility, and 
Independence Domain 

     

     

     

Degree of alignment between the 
learning outcomes of the 
program under development and 
those of the comparable 
programs: 
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Appendix No. (2):Preliminary 
Proposed Template for 
Establishing or Developing a 
Graduate Program at Taibah 
University 

 



 
 

168 
 

Handbook for Designing Academic Programs 

Version 4 

(This form is to be completed by the concerned department(s), indicating the essential 

information of the program to be established or developed, its objectives, and the 

labor-market need for it, with the study plan attached. The form must be approved by 

the relevant councils of the departments and college(s), and then submitted to the 

Deanship of Graduate Studies to obtain preliminary approval, in accordance with the 

Regulations Governing Graduate Studies in Universities and their Executive Rules at 

Taibah University.) 

 

Basic Information: 

  

Type of Request 
❑ Establishing a Graduate Program  

❑ Developing a Graduate Program 

College  

Department  

General Major 
In Arabic: 

In English: 

Specific Specialization 
In Arabic: 

In English: 

Program Name 
In Arabic: 

In English: 

Program Tracks (if any) 
In Arabic: 

In English: 

Degree Awarded by the 

Program 
❑ Diploma  ❑ Master’s  ❑ Doctorate 

Mode of Study in the 

Program 

❑ Coursework and Thesis         ❑ Coursework Only (❑ 

Includes Research Project ❑ Does Not Include Research 

Project) 

Language of Instruction in 

the Program 

 

Program Credit Hours, 

Levels, and Expected 

Duration 

Total Program Credit Hours: 

Number of Program Levels: 

Expected Duration to Complete the Program Levels: 

Target Group for 

Admission to the Program 

(and their qualifications) 

 

Program Ownership 

❑  Individual Program 

❑ Joint Program (with the Department of 

................................, College of ................................... 

Other Colleges and 

Departments Associated 

with the Program 

 

Community Partnership 

with Societal Sectors in 

Delivering the Program (if 

any) 

 

Proposed Academic Year 

for Program Launch 
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First: Program Standards (According to Articles Five and Seven of the 

Regulations Governing Graduate Studies) 

 

  

1) Program Vision: 

................................................................................................................... 

................................................................................................................... 

• Program Mission: (Answer is sufficient in the Program Transformation Model) 

• Program Objectives: (Answer is sufficient in the Program Transformation Model) 

• Extent (or Indicators) of Community and Saudi Labor Market Need for the 

Program: (Answer is sufficient in the Program Transformation Model) 

• Relevant Employment Fields for Program Graduates (Please complete the table of 
expected employment entities for graduates from the Civil Service System below.) 

2) Nature of the Program (More than one may be selected) 

  ❑ Academic  ❑  Professional  ❑ Executive 

 

3) Importance of the Program and Rationale for Offering It, Compared to similar 
programs inside and outside the university in the same discipline: (Answer is sufficient in 
the Program Transformation Model) 

4) Available or Required Resources in the Department, to deliver the program at a high 

academic and professional level 

(Please complete the operational plan tables below.) 

• Main Research Areas in the Department and the Active Ones: 

 ............................................................................................................................. ..... ....  

 ........ .................... ..........................................................................................................  

 ............. ...... ...................................................................................................................  

5) Faculty Stability Rate in the Department Over the Last Five Years (Please calculate the 

stability rate after completing the operational plan tables below.) 

 ............................................................................................................................. .....  

6) Expected Number of Male and/or Female Students to Be Admitted annually or per 

semester into the program (Ensuring sustainability of the program, considering a potential 

attrition rate of 30%) 

 ............................................................................................................................. .....  

7) Proposed Program Fees (Based on the proposed fee per credit unit): 

Fee per Credit Unit: ...................................................................................................... 

Total Program Fees: ..................................................................................................... 
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Second: Expected Employment Entities for Program Graduates (According to 

the Civil Service Ministry System) 

 

No.  
Employment 

Entity 

Job Title (and 

Classification) for 

Program Graduate 

Sector Type 
Region 

Government Private 

1      

2      

3      

4      

5      

 

Third: Program Benchmarking (Answer is sufficient in the Program 

Transformation Model.) 

 

Fourth: Survey of Similar Academic Programs: 

The following data for selected academic programs used as benchmarking for building 

or developing the proposed academic program may be surveyed using the two tables 

below and the discussion that follows them: 

A) Survey of Learning Outcomes Domains with Similar Programs: (Answer 

is sufficient in the Program Transformation Model.) 

 

B) Survey of Credit Hours of Learning Outcomes with Similar Programs: 

First Program 
Second 
Program 

Third 
Program 

Fourth 
Program 

Average 
of Similar 
Programs 

Proposed 
Program 

Topics and Sub-
Specializations (fields 
are named according 
to the nature of the 
program and courses) 

Unites 
No. 

Unites 
No. 

Unites 
No. 

Unites 
No. 

Unites No. 
Unites 
No. 

General and 
Supporting Courses 

      
      
      
      
      
      

Compulsory 
Specialization 
Courses (Sub-
Specializations) 

      
      
      
      
      

Elective 
Specialization 
Courses 

      

Thesis Credit Units 
(if any) 

      

Research Project 
Credit Units (if any) 

      

Field Training Credit 
Units (if any) 
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Fifth: Resource Inventory and Program Requirements (According to Articles Five and Seven of the Regulations Governing 

Graduate Studies) 

• Human Resources Required to Ensure the Success of the Program in Terms of Teaching, Supervision, and 

Research 

 

Note: CVs must be attached for all individuals associated with the program. 

  

Academic / Job 

Rank 

Available 

Number 

Required 

Number 

Mechanism for 

Addressing 

Shortage (If any) 

Name* 
General 

Specialization 

Specific 

Specialization 
Nationality 

Year of 

Birth 

Year of 

Appointment at 

the University 

Professor 

 

  

      

      

      

      

Associate 
Professor 

 

  

      

      

      

      

      

Assistant 
Professor 

 

  

      

      

      

      

      

Administrative 
Staff 

   

      

      

      

       

      

Technical Staff    
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• Research, Educational, and Training Resources 

Note: If providing any of the required resources is not possible within the university, please calculate 

the total cost based on the cost per student and include it in the “Mechanism for Addressing Shortage 

(If Any)” field. 

• Laboratories* 

Type of 

Laboratories 

Required for 

Implementing the 

Program 

Available 

Number 

Required 

Number 

Mechanism for Addressing 

Shortage (If Any) 

    

    

    

• Training Facilities* 

Nature of Training 

Facilities Required 

for Implementing 

the Program 

Available 

Number 

Required 

Number 

Mechanism for Addressing 

Shortage (If Any) 

    

    

    

• Learning Resources and Office Equipment* 

Required Learning 

Resources for the 

Program 

Required 

Equipment for 

the Resource 

Available 

Number 

Required 

Number 

Mechanism for 

Addressing 

Shortage (If Any) 

Books and 

References 
    

Scientific Journals     

Computer and 

Electronic Devices 
    

Software 

Applications 
    

Office Supplies     

Other (      )     

• Classrooms 

Type and Capacity 

of Classrooms 

Required for 

Implementing the 

Program 

Available 

Number 

Required 

Number 

Mechanism for Addressing 

Shortage (If Any) 
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Sixth: Department and College Experience (According to Article 7 of the 

Graduate Studies Regulations) 
 

- Departments, Academic Programs, and Degrees Awarded by the 

College: 

 

Seventh:  Program Management 

 

A)  Program Development Team Information: 

 

B) Initial Program Proposal Committee Information: 

 

C) Applicant Information (Program Director) 

 

  

Academic 

Department 

Department’s 

Academic 

Program 

Degree 

Awarded by 

the Program 

Number of 

Graduating 

Cohorts 

     

     

      

     

Task Name 
Academic 

Degree 
Department Signature 

     

     

     

     

     

     

     

Task Name 
Academic 

Degree 
Department Signature 

Program 

Director 

    

    

Members 

    

    

    

    

    

Program Director  Academic Degree  

Academic 

Department 

 
Mobile Number 

 

Email Address  Signature  
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Recommendations 

 

 
  

The Department Council recommends approving the 

establishment/development of the aforementioned academic program. 

 

Session Number: (        )Recommendation Number: (       ) Date:       /      /14     AH 

 

Department Chair Signature:   

Date:       /       /14     AH 

The College Council recommends approving the establishment/development of 

the aforementioned academic program. It is noted that (in the event of 

approval) the academic program study plan will be designed through: 

☐ Preparing a new study plan for the newly established program (in accordance 

with the Graduate Studies Regulations at Taibah University and its Executive Rules). 

☐ Restructuring a study plan similar to the program of Department / College / 

University ………………… 

 

Session Number: (       )       Decision Number: (       )        Date:       /       /14     AH 

 

College Dean Signature:                                                             Date:       /       /14     AH 

Permanent Committee for Graduate Studies Recommendation: 

☐ Approving the preliminary proposal and proceeding with preparing the 

detailed program proposal (with the academic program transformation model 

attached). 

☐ Returning the preliminary program proposal to the college for 

amendments. 

☐ Not approving the preliminary program proposal. 

 

Session Number: (      )                                                                    Date:       /       /14     AH 

 

Dean of Graduate Studies Signature:                                        Date:       /       /14     AH 
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Appendix No. (3): 
Benchmarking Tables for 
an Academic Program 
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• Table (1): Benchmarking Programs Selected as Reference Indicators for Developing the Academic Program Under Development 
or Enhancement 

 
Mechanism and Procedures for Benchmarking Comparable Academic Programs  

  

Comparable 

Programs 

Comparable 

Academic 

Program 

Name 

University College Department Country 

Global 

Ranking 

(if any) 

Program 

Accreditation 

Body 

Degree 

Awarded 

upon 

Completion 

Available 

Tracks 

within the 

Program 

(if any) 

Available 

Diplomas 

within the 

Program (if 

any) 

First 

Program 
          

Second 

Program 
          

Third 

Program 
          

Fourth 

Program 
          

Current 

Program  
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• Table (2): Mapping of Learning Outcomes of Comparable Programs  

Comparison Aspect First Program Second Program Third Program Fourth Program Current Program 

Knowledge and 

Understanding Domain 

     

     

Skills Domain 

     

     

     

     

Values, Responsibility, 

and Independence 

Domain 

      

     

     

 
Discussion on the Alignment of Learning Outcomes of the Program Under Development or Enhancement with the Learning 
Outcomes of Comparable Programs 

1- ...........................................................................................................................  
2- .............................................................................................................................. 
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• Table (3): Benchmarking the Relative Weight of Sub-Specializations Within the Program Against Comparable 

Programs 

 

  

  Program … Program … Program … Program … Program … Average 
Taibah 

University 
Program 

Sub-fields and Topics (fields are named 
according to the program’s nature) 

Units No. Units No. Units No. Units No. Units No. Units No. Units No. 

General and 
Support 
Courses 

Topic …        
        
        
        
        
        
        
        
        

Mandatory 
Specialization 
Courses 

Sub-specialization …        
Sub-specialization …        
Sub-specialization …        
Sub-specialization …        
Sub-specialization …        

Elective Specialization Courses        
Number of Units for the Graduation 
Project (if any) 

      
 

Field Training (if any)        

* Rows may be added or removed and named based on the topics of general/support courses and the sub-specializations relevant to the 

program. 
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• Table (4): Benchmarking Between the Courses in the Program and Comparable Programs 

 

No. Course Title Program … Program … Program … Program … Program … 

Taibah 

University 

Program 

        

        

        

        

        

        

        

        

• If the course exists in the program, mark with (X). 

• Include all courses in the programs being compared, whether they are specialized or from outside the college. 
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Appendix No. (4): 
General Program 
Structure and 
Curriculum Plan  
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General Program Structure and Curriculum Plan 

 

 

• University Mandatory Requirements (for Bachelor's) 

  

Requirements Courses Units No. 

 

University Requirements (for 

Bachelor's) 

 

Mandatory   

Elective  

College Requirements Elective  

Program Requirements 

Elective  

Supporting (if any)  

Elective  

Graduation Project (if any)  

Free Elective Courses   

Field Training (if any)   

Total Credit Units for the Academic Program  

No. 

Course Code 
Course 

Number 

Course 

Title 

Credit 

Units 

Type of Units Level 

of 

Study 

Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1           

2           

3           

4           

 Total Units of University 

Mandatory Courses: 
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• University Elective Courses (for Bachelor’s Degree) 

 

 
• College Mandatory Requirements 

  

No. 

Course Code 
Course 

Number 

Course 

Title 

Credit 

Units 

Type of Units Level 

of 

Study 

Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1           

2           

3           

4           

5           

6           

Total Units of University Elective 

Courses 

       

No. 

Course Code 
Course 

Number 

Course 

Title 

Credit 

Units 

Type of Units Level 

of 

Study 

Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1           

2           

3           

4           

5           

6           

Total Units  of University 

Mandatory Courses 
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• Program Mandatory Requirements 

 

 

No. 

Course Code 
Course 

Number 

Course 

Title 

Credit 

Units 

Type of Units Level 

of 

Study 

Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1           

2           

3           

4           

5           

6           

7           

8           

9           

10           

11           

12           

13           

14           

15           

16           

17           

18           

19           

20           

Total Units of Program 

Mandatory Courses 
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• Program Supporting Mandatory Courses (if any) 

 
• Program Elective Courses 

  

No. 
Course Code Course 

Number 

Course 

Title 

Credit 

Hours 

Type of Units Level of 

Study 

Course 

Requirement 
Course Title 

Arabic English Theoretical Practical 

1           

2           

3           

4           

5           

6           

Total Units of Program Mandatory 

Supportive Courses (if any) 

       

No. Course Code Course 

Number 

Course 

Title 

Credit 

Units   

Type of Units Level of 

Study 

Course 

Requirement 

Course Title 

Arabic English Theoretical Practical 

1           

2           

3           

4           

5           

6           

Total Units of Program Elective Courses        
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• Bachelor’s Graduation Project or Graduate Research Project (if any) 
 

 

  

No. 
Course Code Course 

Number 

Course 

Title 

Credit 

Units 

Type of Units Level of 

Study 

Course 

Requirement 
Course Title 

Arabic English Theoretical Practical 

1           

2           

Total Project Units        
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• Graduate Thesis (if any) 

 

• Field Training (if any) 

 

• Service Courses at the College or University Level (if any) 

  

No. 

Course Code 
Course 

Number 

Course 

Title 

Credit 

Units 

Type of Units Level 

of 

Study 

Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1           

2           

Total Thesis Units        

No. 

Course Code 
Course 

Number 

Course 

Title 

Credit 

Units 

Type of Units Level 

of 

Study 

Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1           

2           

Total Field Training Units        

No. 

Course Code 
Course 

Number 

Course 

Title 

Credit 

Units 

Type of Units Level 

of 

Study 

Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1           
2           
3           
4           
5           
6           
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Study Plan Distributed Across Academic Semesters 

First Academic Year 

• *Language refers to the language of instruction of the course. 
• Mode refers to the mode of delivery (On-campus – Blended – Online). 

  

First Semester  First Semester  

No. 
Course Code Course 

Number 

Course 

Title 

Credit 

Hours 

Type of Units 
Language Mode 

Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1            

2            

3            

4            

5            

6            

Total Units of the First 

Semester 

        

Second Semester  Second Semester  

No. 
Course Code Course 

Number 

Course 

Title 

Credit 

Units 

Type of Units 
Language Mode 

Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1            

2            

3            

4            

5            

6            

Total Units of the Second 

Semester 
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Second Academic Year 

 

 
  

Third Semester  Third Semester  

No. Course Code Course 

Number 

Course 

Title 

Credit 

Units   

Type of Units Language  Mode  Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1            

2            

3            

4            

5            

6            

Total Units of the Third Semester         

Fourth Semester  Fourth Semester  

No. Course Code Course 

Number 

Course 

Title 

Credit 

Units   

Type of Units Language  Mode  Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1            

2            

3            

4            

5            

6            

Total Units of the Fourth Semester         
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Third Academic Year 

 

  

Fifth Semester  Fifth Semester  

No. Course Code Course 

Number 

Course 

Title 

Credit 

Units   

Type of Units Language  Mode  Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1            

2            

3            

4            

5            

6            

Total Units of the Fifth Semester         

Sixth Semester  Sixth Semester  

No. Course Code Course 

Number 

Course 

Title 

Credit 

Units   

Type of Units Language  Mode  Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1            

2            

3            

4            

5            

6            

Total Units of the Sixth Semester         
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Fourth Academic Year 

 

 

  

Seventh Semester  Seventh Semester  

No. Course Code Course 

Number 

Course 

Title 

Credit 

Units   

Type of Units Language  Mode  Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1            

2            

3            

4            

5            

6            

Total Units of the Seventh Semester         

Eighth Semester  Eighth Semester  

No. Course Code Course 

Number 

Course 

Title 

Credit 

Units   

Type of Units Language  Mode  Course 

Requirement 

Course 

Title Arabic English Theoretical Practical 

1            

2            

3            

4            

5            

6            

7            

Total Units of the Eighth Semester         
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Appendix No. (5): Template 
for the Requirements 
Fulfillment Checklist for 
Approving an Academic 
Program 
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Template for the Requirements Fulfillment Checklist for Approving an Academic 

Program 

University: Taibah College:  

Academic Department (for colleges offering 

multiple programs): 

 Program Name:  

Degree Awarded:   

Important Note: 

This checklist (1) serves as a supportive tool for those involved in designing or restructuring an academic program to ensure the 

fulfillment of essential standards when submitting the program and course specifications. It does not represent all the requirements 

that must be considered when designing or developing the academic program. The “Academic Program Development Manual” at 

Taibah University (Chapters Three and Four), previously circulated to all colleges in its updated edition, remains the primary reference 

containing all necessary guidelines for designing or developing the academic program. 

First: Criterions for Reviewing the Fulfillment of Academic Program Elements 

When beginning the review of the academic program components, attention must be given to verifying the availability of the following 

requirements: 

Requirements Yes No Notes  

(1) Developing the academic program based on labor-market needs after referring to one or more of the following sources: 

• Ministry of Human Resources and Social Development (Saudi Occupations 

Classification Manual or Saudization guides).    
   

• Kingdom of Saudi Arabia Vision 2030 Programs.       

• National Labor Observatory.       

• Chamber of Commerce and Industry.       

• Fourth Industrial Revolution Strategy.       

• Leading companies and factories in the program’s field.      
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 (7) This template is to be used by the Academic Program Director to ensure that the program has fulfilled all approval requirements before being submitted for endorsement 

by the Permanent Committee for Academic Programs and Study Plans, or the Permanent Committee for Graduate Studies.  

Requirements Yes No Notes  

• Comparable colleges and programs.       

• Consultation with experts in the program’s field.       

• Publications issued by the General Authority for Statistics.      

• Holding workshops at the college with representatives from government or private-

sector labor-market entities.    
   

• Documents and publications issued by relevant professional associations.     

(2) Completing the requirements for constructing the general structure of the academic program, including:  

• Stating the academic program name.    

• Utilizing the program framework (if any), approved by the Permanent Committee for 

Academic Programs and Study Plans, or the Permanent Committee for Graduate 

Studies, and previously provided to the college.    

   

• Ensuring the inclusion of all three Learning Outcomes Domains indicated in the 

National Qualifications Framework.    
   

• Conducting Benchmarking of the academic program with comparable programs in 

national and international universities.    
   

• Attaching the Benchmarking templates for the academic program.      

• Appointing a Program Director.       

• Writing a program mission that is clear, concise, and well-defined.      

• Clearly defining the program objectives and ensuring that they are measurable.    

• Indicating the academic degree awarded by the program and the exit points.    
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Requirements Yes No Notes  

(3) Attaching the following information: 

• Names and contact details of four reviewers to be submitted to the Permanent 

Committee for Academic Programs and Study Plans or the Permanent Committee for 

Graduate Studies. 

   

(4) Providing the following essential academic program data: 

• The program must include no fewer than eight academic levels for the bachelor's 

degree. 

• No fewer than two levels for the higher diploma. 

• No fewer than four levels for the master’s degree. 

• No fewer than six levels for the doctoral degree. 

   

• The number of approved credit units per course must range between two and three 

units, with justification provided in cases of fewer or more units. 
   

• The number of approved credit units per academic level for the bachelor's degree 

must range between 12–19 units. 
   

• The number of courses per academic level for the bachelor's degree must not exceed 

seven courses. 
   

• The total number of approved credit units required for graduation.    

• Course titles, numbers, and codes in both Arabic and English must be clear and 

complete. 
   

• The number of approved units for each course and their distribution (theoretical / 

practical / clinics / exercise hours) must be accurate and consistent. 
   

• Course titles, numbers, codes, unit counts, and the nature of units (theoretical, 

practical, etc.) must be identical in both the Study Plan Template and the Course 

Specification Template. 
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Requirements Yes No Notes  

(5) Fulfilling the following academic program requirements: 

• University mandatory and elective requirements included in the study plan.     

• College mandatory requirements only (if any).    

• Program mandatory requirements in the study plan.    

• Program elective requirements (if any).    

• Program supporting elective requirements (if any).    

• Program requirements (Graduation Project) (if any).    

• Field training or cooperative training.    

• Free elective courses.    

• Research project (if any).    

• Thesis (if any).    

• Service courses offered by the department at the college or university level.    

• Course prerequisites or co-requisites (if any) as included in the study plan.    

• Course prerequisites or co-requisites (if any) as listed in the Course 

Specification Template. 
   

(6) Fulfilling the following requirements for the Academic Program Course Specifications: 

• The specific objectives of each course are clear and aligned with the general 

objectives of the academic program. 
   

• Each course contributes to achieving the University Graduate Attributes 

(learning outcomes and methods of assessment). 
   

• The number of assigned textbooks for each course does not exceed two.    

• Providing concise course descriptions for all courses within the academic 

program. 
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Second: Reviewer Information: 

 

  

Requirements Yes No Notes  

 (7) Attach the following minutes and supporting documents for the approval of the academic program: 

• Minutes of the Department Council recommending the approval of the academic 

program. 
   

• Minutes of the College Council recommending the approval of the academic 

program. 
   

• All program-related documents and appendices in both hard copy and electronic 

copy. 
   

• Responses to all comments from reviewers and advisory committees (in cases 

where the program is resubmitted after revision). 
   

Reviewer Name  Mobile Number  

Job Title  Email  

College  Date  

Department  Signature  
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Appendix No. (6): 
Academic Program 
Specification Review 
Checklist (A & B): 



 
 

198 
 

Handbook for Designing Academic Programs 

Version 4 

Academic Program Specification Review Checklist 

Verification of Compliance with the Components of the Academic Program Specification Template (College and the Specialized 

Committees at the University Vice Presidency for Academic Affairs) 

A. College Review Form 

 Review Items 

 Level of Compliance 

(College) 

Yes No Notes  

Basic Program Information 

• Program Name and Code    

• Program Code according to the Saudi Unified Classification for Levels and Fields of 

Education,  
   

• Qualification Level    

• Department, College, and Institution    

Program Overview and General Information 

• Main Headquarters of the Program    

• Branches Where the Program Is Offered    

• Mode and Format of Study    

• Partnerships with Other Entities (if any) and the Nature of Each    

• Professions / Jobs for Which Students Are Prepared    

• Relevant Professional Sectors    

• Specializations or Tracks Included in the Program    

• Exit Points and Awarded Qualification (if any)    

• Total Credit Hours    

 Program Mission, Objectives, and Learning Outcomes 

• Program Mission    

• Program Objectives    

• Program Learning Outcomes    
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• Appropriateness of Program Learning Outcomes to the Granted Qualification 

(Bachelor’s, Diploma, Master’s, Doctorate) 
   

Curriculum Structure 

• Components of the Study Plan    

• Semester    

• Course Code    

• Course Title    

• Mandatory or Elective    

• Prerequisites    

• Credit Hours    

• College or Department Requirement    

 Course Specifications 

• Inclusion of a Link to All Course Specifications    

Program Learning Outcomes Matrix 

• Inclusion of All Program Courses in the Matrix    

• Program-Level Learning Outcomes Matrix    

• Alignment Between Course-Level Learning Outcomes and the Program Learning 

Outcomes Matrix 
   

• Balance in the alignment of each Learning Outcome with the program courses, 

ensuring a progression from introductory to advanced levels 
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 Review Items 

Level of Compliance 

(College) 

Yes No Notes  

Teaching and Learning Strategies and Methods for Assessing Learning Outcomes 

• Teaching and learning strategies applied to achieve the program’s Learning 

Outcomes 
   

• Description of all teaching and learning strategies used    

• Description of appropriate curricular and co-curricular activities that support the 

achievement of Learning Outcomes 
   

• Assessment and evaluation methods suitable for measuring the program’s 

Learning Outcomes 
   

• Description of all direct and indirect assessment methods used to evaluate the 

achievement of the program’s Learning Outcomes 
   

Thesis Requirements (if any) 

• Thesis registration    

• Academic supervision    

• Thesis defense    

Admission and Student Support 

• Description of the admission requirements for the program    

• Orientation and induction programs for new students    

• Academic, career, psychological, and social advising services    

• Specialized support (academically struggling students, gifted students, students 

with disabilities, …) 
   

Faculty and Staff 

• Requirements for faculty members, administrative staff, and technical staff    

Learning Resources, Facilities, and Equipment 

• Learning resources    
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• Facilities and equipment    

• Procedures followed to ensure a safe and healthy environment    

Program Quality Assurance 

• Program Quality Assurance System    

• Procedures for Monitoring the Quality of the Program    

• Procedures for Monitoring the Quality of the Program Courses Offered by Other 

Academic Departments 
   

• Procedures Followed to Ensure Equivalence Between the Program’s Main Campus 

for Both Male and Female Sections (if any) 
   

• Program Learning Outcomes Assessment Plan and Mechanisms for Utilizing the 

Results in Development Processes 
   

• Program Quality Evaluation Matrix    

• Program Performance Measurement Indicators    

Program Specification Quality Review Items 

Program Output Quality Rating 

Good 
Needs 

Modification 

Specific 

Notes 

1. Consistency of the document’s tables in terms of size and orientation.     

2. Consistency of line spacing throughout the entire document.     

3. Consistency of spacing between words in the study plan and ensuring 

no words are attached.  
   

4. Consideration of spelling mistakes in general.     

5. Replacing “yaa” with “alif maqṣūrah,” such as writing the preposition 

  .etc ,”إلي“ correctly instead of ”إلى“
   

6. Ensuring that text direction is correct throughout the entire document.    

7. Paying close attention to the correct use of hamza forms (cut hamza / 

connecting hamza) across the entire Study Plan. 
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Review Items 

Level of Compliance 

(College) 

Yes No Notes  

8. Ensuring that the font type and size are used consistently.    

9. Using the symbol (✓), which denotes a check mark, instead of (√), which 

denotes a square root sign. 
   

10. Ensuring the use of correct English equivalents, accurate in meaning and 

spelling, within the Arabic version of the Study Plan. 
   

Approval of the Program Specification 

• Approving Authority    

• Meeting Number    

• Meeting Date    

Program Name  

Program Director  

College (        )  

Quality Assurance Officer  Signature  

Dean of the College   Signature  

Date  
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B. Review Template by the Specialized Subcommittees of the Program  

 

 

Review Items 

Level of Compliance 

(Specialized Subcommittee) 

Yes No Notes  

Basic Program Information 

• Program Name and Code    

• Program Code according to the Saudi Unified Classification for Levels and 

Fields of Education. 
   

• Qualification Level    

• Department, College, and Institution    

Program Overview and General Information 

• Main Headquarters of the Program    

• Branches Where the Program Is Offered    

• Mode and Format of Study    

• Partnerships with Other Entities (if any) and the nature of each    

• Professions / Jobs for which students are prepared    

• Relevant Professional Sectors    

• Specializations or Tracks Included in the Program    

• Exit Points and Awarded Qualification (if any)    

• Total Credit Hours    

Program Mission, Objectives, and Learning Outcomes 

• Program Mission    

• Program Objectives    
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Review Items 

Level of Compliance 

(Specialized Subcommittee) 

Yes No Notes  

• Program Learning Outcomes 

• Appropriateness of Program Learning Outcomes for the Granted 

Qualification (Bachelor’s, Diploma, Master’s, PhD) 

    

Curriculum Structure 

• Components of the Study Plan    

• Semester    

• Course Code    

• Course Title    

• Mandatory or Elective    

• Prerequisites    

• Credit Hours    

• College or Department Requirement    

Course Specifications 

• Inclusion of a link to all Course Specifications    

Program Learning Outcomes Matrix 

• Inclusion of all Program Courses in the Matrix    

• Program-Level Learning Outcomes Matrix    

• Alignment Between Course-Level Learning Outcomes and the Program 

Learning Outcomes Matrix 
   

• Balance in the alignment of each Learning Outcome with the program 

courses, ensuring a progression from introductory to advanced levels 
   

Teaching and Learning Strategies and Methods for Assessing Learning Outcomes 

• Teaching and learning strategies applied to achieve the program’s 

Learning Outcomes 
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• Description of all teaching and learning strategies used    

• Description of appropriate curricular and co-curricular activities that 

support the achievement of Learning Outcomes 
   

• Assessment and evaluation methods suitable for measuring the 

program’s Learning Outcomes. 
   

• Description of all direct and indirect assessment methods used to 

evaluate the achievement of the program’s Learning Outcomes 
   

Thesis Requirements (if any) 

• Thesis Registration    

• Academic Supervision    

• Thesis Defense    

Admission and Student Support 

• Description of the admission requirements for the program.    

• Orientation and induction programs for new students.    

• Academic, Career, Psychological, and Social Advising Services    

• Specialized support (academically struggling students, gifted students, 

students with disabilities, …) 
   

Faculty and Staff 

• Requirements for faculty members, administrative staff, and technical 

staff 
   

Learning Resources, Facilities, and Equipment 

• Learning Resources    

• Facilities and Equipment    

• Procedures followed to ensure a safe and healthy environment    
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Review Items 

Level of Compliance 

(Specialized Subcommittee) 

Yes No Notes  

Program Quality Assurance 

• Program Quality Assurance System    

• Procedures for Monitoring the Quality of the Pro gram    

• Procedures for Monitoring the Quality of the Program Courses Offered by 

Other Academic Departments 
   

• Procedures Followed to Ensure Equivalence Between the Program’s Main 

Campus for Both Male and Female Sections (if any) 
   

• Program Learning Outcomes Assessment Plan and Mechanisms for 

Utilizing the Results in Development Processes 
   

• Program Quality Evaluation Matrix    

• Program Performance Measurement Indicators    

Program Specification Quality Review Items 

Program Output Quality 

Rating 

Good 
Needs 

Modification 

Specific 

Notes 

1. Consistency of the document’s tables in terms of size and orientation.     

2. Consistency of line spacing throughout the entire document.     

3. Consistency of spacing between words in the study plan and ensuring no 

words are attached.  
   

4. Consideration of spelling mistakes in general.     

5. Replacing “yaa” with “alif maqṣūrah,” such as writing the preposition 

  .etc ,”إلي“ correctly instead of ”إلى“
   

6. Ensuring that text direction is correct throughout the entire document.    
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7. Paying close attention to the correct use of hamza forms (cut hamza / 

connecting hamza) across the entire Study Plan. 
   

8. Ensuring that the font type and size are used consistently.    

9. Using the symbol (✓), which denotes a check mark, instead of (√), which 

denotes a square root sign. 
   

10. Ensuring the use of correct English equivalents, accurate in 

meaning and spelling, within the Arabic version of the Study Plan. 
   

Approval of the Program Specification 

• Approving Authority    

• Meeting Number    

• Meeting Date    

Program Name  

Program Director  

Specialized Subcommittee  

Reviewer Name   Signature  

Auditor Name    Signature  

Date  
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Appendix No. (7): Checklist for 
Verifying Compliance with the 
Requirements of Self-Designed 
Programs (Sub-Specializations, 
Double Majors, and 
Interdisciplinary Programs) 
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Checklist for Verifying the Requirements of Sub-Specializations and 
Double Majors Programs (by the College Offering the Self-Designed 
Program) 

Sub-Specialization and Double Major Program 

 

 

Core Program  

Self-Designed 

Program 
 

Self-Designed 

Program Director 
 

College (      )  

Dean of the 

College: 
 Signature  

Audit Officer  Signature  

Date  

 
  

Self-

Designed 

Program 

Number of 

Core 

Program 

Units 

Number of Units in the 

Sub-Specialization 

Program 

(Not less than 15% for 

the sub-specialization 

and 30% for the 

double major) 

Program 

Objectives 

Achieving Sub-

Specialization or 

Double Major 

Learning 

Outcomes 

Note 

     

Interdisciplina

ry Program 

Name 

First Major Second Major 
Third Major (if 

any) 

Number of 

Units 
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Appendix No. (8): 
Course Specification 
Review Checklist 
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A. Course Specification Review Checklist – College ( ) Fulfillment of the Components of the Course Specification 

Template 

 Review Items 
Level of Compliance 

Yes No Notes  

Course Specification: Course Components 

• Teaching Hours    

• Course Hours    

Student Assessment Activities 

• Assessment Activities    

• Assessment Timing (by Week)    

• Percentage of Total Assessment Grade    

Learning Resources and Facilities 

• Main Textbook for the Course    

• Supplementary References    

• Electronic Resources    

• Any Additional Learning Resources for the Course    

Required Facilities 

• Buildings (Lecture halls, laboratories, presentation rooms, workshops, etc.)    

• Technical Equipment (Data show devices, smart boards, software, etc.)    

• Other Equipment )Specify as needed; for example, if special laboratory 

equipment is required, mention it or attach a list.) 
   

Course Quality Evaluation 

• Teaching Effectiveness    

• Effectiveness of Student Assessment Methods    

• Learning Resources    
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• Achievement of Course Learning Outcomes    

• Any Additional Procedures Related to Course Quality Evaluation    

Program Specification Quality Review Items 

Program Output Quality Rating 

Good 
Needs 

Modification 

Specific 

Notes 

1. Consistency of the document’s tables in terms of size and orientation.     

2. Consistency of line spacing throughout the entire document.     

3. Consistency of spacing between words in the study plan and ensuring 

no words are attached.  
   

4. Consideration of spelling mistakes in general.     

5. Replacing “yaa” with “alif maqṣūrah,” such as writing the 

preposition “إلى” correctly instead of “ إلي”, etc.  
   

6. Ensuring that text direction is correct throughout the entire 

document. 
   

7. Paying close attention to the correct use of hamza forms (cut hamza / 

connecting hamza) across the entire Study Plan. 
   

8. Ensuring that the font type and size are used consistently.    

9. Using the symbol (✓), which denotes a check mark, instead of (√), 

which denotes a square root sign. 
   

10. Ensuring the use of correct English equivalents, accurate in 

meaning and spelling, within the Arabic version of the Study Plan. 
   

Approval of the Program Specification 

• Approving Authority    

• Meeting Number    

• Meeting Date    
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Program Name  

Program Director  

Course Title   

College Council  Council Date  

Reviewer Name   Signature  

Auditor Name    Signature  

Date  
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B. Course Specification Review Checklist, Specialized Subcommittee (            ) 

  

 Review Items 
Level of Compliance 

Yes No Notes  

Basic Information 

• Course Title    

• Course Code and Number    

• Program    

• Academic Department    

• Educational Institution    

• Date of Last Review     

Course Description and General Information    

• Credit Hours    

• Course Type    

• Year or Semester in Which the Course Is Offered    

• General Course Description    

• Prerequisites Of This Course (if any)    

• Corequisites With This Course (if any)    

• Main Course Objective    

• Mode of Delivery    

• Teaching Hours    

Course Learning Outcomes 

• Learning Outcomes Aligned with the National Qualifications Framework    

• Course Teaching Strategies    

• Assessment Methods for Learning Outcomes    

• Alignment with Program Learning Outcomes     
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Course Topics 

• List of Topics    

• Expected Teaching Hours    

Course Specification: Course Components 

• Teaching Hours    

• Course Hours    

Student Assessment Activities 

• Assessment Activities    

• Assessment Timing (by Week)    

• Percentage of Total Assessment Grade    

Learning Resources and Facilities 

• Main Textbook for the Course    

• Supplementary References    

• Electronic Resources    

• Any Additional Learning Resources for the Course    

Required Facilities 

• Buildings (Lecture halls, laboratories, presentation rooms, workshops, etc.)    

• Technical Equipment (Data show devices, smart boards, software, etc.)    

• Other Equipment )Specify as needed; for example, if special laboratory 

equipment is required, mention it or attach a list.) 
   

Course Quality Evaluation 

• Teaching Effectiveness    

• Effectiveness of Student Assessment Methods    

• Learning Resources    

• Achievement of Course Learning Outcomes    

• Any Additional Procedures Related to Course Quality Evaluation    
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Program Specification Quality Review Items 

Program Output Quality Rating 

Good 
Needs 

Modification 

Specific 

Notes 

1. Consistency of the document’s tables in terms of size and orientation.     

2. Consistency of line spacing throughout the entire document.     

3. Consistency of spacing between words in the study plan and ensuring 

no words are attached.  
   

4. Consideration of spelling mistakes in general.     

5. Replacing “yaa” with “alif maqṣūrah,” such as writing the preposition 

  .etc ,”إلي“ correctly instead of ”إلى“
   

6. Ensuring that text direction is correct throughout the entire 

document. 
   

7. Paying close attention to the correct use of hamza forms (cut hamza / 

connecting hamza) across the entire Study Plan. 
   

8. Ensuring that the font type and size are used consistently.    

9. Using the symbol (✓), which denotes a check mark, instead of (√), 

which denotes a square root sign. 
   

10. Ensuring the use of correct English equivalents, accurate in meaning 

and spelling, within the Arabic version of the Study Plan. 
   

Program Name  

Program Director  

Course Title   

Subcommittee    

Reviewer Name   Signature  

Auditor Name    Signature  

Date  
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Appendix (9): Summary of 
Amendments Template for 
the (…….…) Program 
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Summary of Amendments Template for the (………………) Program 

• Attach with this summary an electronic version only of the program or course 

description after the update, highlighting the amendments in red color. 

• In the “Status Before/After Amendment” column, it is necessary to specify the 

paragraph (e.g., theoretical content of the course – scientific references – 

learning outcomes, etc.) that was amended, followed by the proposed 

amendment, as illustrated in the following example: 

No. Location of 

Amendment (Program  

Specification – Course 

Name & Code) 

Status 

Before 

Amendment 

Status After 

Amendment 

Justification 

for 

Amendment 

1     

2     

3     

4     

5     

No. 

Location of 

Amendment 

(Program 

Specification 

– Course 

Name & 

Code) 

Status Before 

Amendment 

Status After 

Amendment 

Justification for 

Amendment 

1 MATH 203 – 

Calculus (1) 

List Required 

Textbooks 

Anton H., Bivens I. 

& Davis S., 

(2010), Calculus: 

Early 

Transcendentals, 

International 

Student Version, 

10th Edition, USA, 

John Wiley & Sons, 

Inc. 

 

Topics to be Covered 

-The Definition 

of Area as a 

Limit. 

-Sigma Notation. 

List Required Textbooks 

 

Stewart J., (2012), Calculus: 

Early Transcendentals,7th 

edition, USA, Brooks/Cole, 

Cengage Learning. 

 

Topics to be Covered 

Delete the following two 

topics and redistribute 

their allocated hours 

across the remaining 

lectures: 

-The Definition of Area as a 

Limit. 

-Sigma Notation. 

Based on the 

course report for 

the second 

semester of the 

academic year 

1436-1437, which 

stated that the 

proposed textbook 

after the 

amendment is 

better and more 

suitable for the 

course, and with 

the unanimous 

approval of the 

Department 

Council for the 

amendment. 
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Appendix (10): Course 
Specification Adaptation 
Template for Students 
with Disabilities 
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Course Specification Adaptation Template for 

Students with Disabilities 

 

 

Taibah University Course Delivery Location: 

College: Department: 

Course Name: Program Name: 

Course 

Learning 

Outcomes 

(aligned with 

the approved 

specification) 

Teaching Strategies 

Assessment 

Methods (as 

per 

specification) 

Assessment Methods 

Notes 

Teaching 

Strategies (as 

per 

specification) 

Adapted 

Teaching 

Strategies 

for 

Students 

with 

Disabilities 

Adapted 

Assessment 

Methods 

for 

Students 

with 

Disabilities 

Requirements 

for the 

proposed 

methods 

     

     

     

     

     

     

     

     

     

     

Program Name  

Program Director  

Course Title   

College Council  Council Date  

Reviewer Name   Signature  

Auditor Name    Signature  

Date  
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Programs) 

9. National Center for Academic Accreditation and Evaluation 

https://etec.gov.sa/ar/ncaaa  

10. Recommendations of the Permanent Committee for Academic Programs and 

Study Plans at the University Vice Presidency for Academic Affairs, and its 

subcommittees. 

11. University Comprehensive Quality Guide. 

12. Internal Quality Policies and Procedures Manual for Academic Programs (2nd 

Edition). 

13. University Guide for Program-Level Performance Indicators. 

14. Specialized Academic Standards Manual issued by the National Center for 

Academic Accreditation and Evaluation. 

15. Programmatic Academic Accreditation Standards (Undergraduate and Graduate) 

issued by the National Center for Academic Accreditation and Evaluation. 

16. Key Performance Indicators for Higher Education Programs (Undergraduate and 

Graduate) issued by the National Center for Academic Accreditation and 

Evaluation. 

17. Unified Saudi Classification of Occupations. 

18. Saudi Unified Classification for Levels and Fields of Education.  
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