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=  Procedures Information:
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Issue date: 2018

Revision, Date: V04, 2024

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 Strategies and Policies Committee, Sustainability and
development: Ranking Office

Accreditation: Human Resources and Institutional Development Unit
Application (scope): All students, staff, faculty members, and anyone associated

with Al-Ahliyya Amman University

= Procedure Steps:
# Step
1. Developing the Electronic Reporting System:

o Establish a dedicated electronic platform for safe reporting.

e Ensure the platform is user-friendly and allows for anonymous reporting
if needed.

e Provide options for reporting via a mobile app and a designated email
address.

2. Providing Alternative Reporting Channels:

e Set up a 24/7 hotline for reporting.
o Place suggestion boxes at multiple locations across the campus.
o Designate a direct contact point within the HR department.

3. Defining Confidentiality and Protection Mechanisms:

o Develop clear policies to protect whistleblowers from any penalties or
discrimination arising from their reports.

« Ensure whistleblower identities are not revealed without their consent.

e Implement strict procedures for storing and safeguarding report data.

4. Handling Reports:

e Form an independent committee to investigate submitted reports,
including experts in legal and ethical matters.

o Establish clear timelines for processing each report and presenting
findings.

o Issue recommendations based on investigation results and take necessary
corrective actions.
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5. Communicating with Whistleblowers:

o Provide a mechanism for whistleblowers to track the status of their
reports confidentially.

o Offer periodic updates to whistleblowers on investigations and actions
taken.

6. Awareness and Education:

o Organize awareness campaigns within the university to inform everyone
about safe reporting mechanisms and their importance.

e Conduct training programs for students and staff on the ethics of
reporting and the importance of supporting whistleblowers.

= Related Forms:

# Form Name

Electronic Report Submission Form

User Guide for the Safe Reporting Platform

Survey to Measure Whistleblower Satisfaction with the System

Monthly Report on Cases and Actions Taken (without revealing whistleblower identities)
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