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| Procedures Name:

| Educational Events Management Procedure - Internal

Procedures Information:

Code: PRO 43 SDG 4 P5 N_1
Issue date: 2018

Revision, Date: V05, 2025

Evaluation Frequency: Yearly

Level of Confidentiality: Public

Pages: 2

Procedure Approved Date: 22 Feb 2018

Decision of the Deans Council: | 24 July 2018/2019

Responsibilities and implementation:

Follow-up, review and
development:

Strategies and Policies Committee, Sustainability and
Ranking Office

Accreditation:

Human Resources and Institutional Development Unit

Application (scope):

All educational events organized on campus, such as
workshops, seminars, lectures, and training sessions
targeting students, faculty members, and staff

Procedure Steps:

# Step

objectives.

1. Identifying Educational Needs:

e Conduct surveys to identify priority educational topics.
« Coordinate with academic departments and related entities to define event

2. Planning Events:

events.

e Prepare an annual schedule of educational events.
o Allocate necessary financial and human resources for organizing the

o Define the topics and learning outcomes for each event.

3. Event Implementation:

tools.

e Invite experts and specialists to deliver workshops and lectures.
o Prepare venues and technical facilities such as halls and presentation

e Promote events internally using various communication methods.

4. Evaluating Events:

o Collect participant feedback through surveys after each event.
e Analyse data to improve the organization of future events.

and challenges.

5. Documentation and Follow-Up:
o Prepare detailed reports for each event, including objectives, outcomes,

e Provide recommendations to enhance the quality of future events.
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# Form Name

1. Survey Form for Identifying Event Needs

2. Participant Event Evaluation Form

3 Event Report Template for Programs or Activities
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