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| Procedures Name: | Staff Mental Health Support Procedure

=  Procedures Information:

Code: PRO _31 SDG 3 P2 N 5
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 Strategies and Policies Committee, Sustainability and
development: Ranking Office

Accreditation: Human Resources and Institutional Development Unit
Application (scope): All administrative and academic staff members at the

university interested in accessing psychological support
services available at the psychological health centre

= Procedure Steps:

# Step

1. Identifying Psychological Needs:

services accordingly

e Conduct periodic surveys to assess staff members’ mental health needs
e Analyse data to identify common psychological challenges and tailor

2. Activating Psychological Support Services:
health centre

management and quality-of-life improvement

« Offer individual or group counselling sessions through the psychological

e Provide guidance programmes to promote mental health, such as stress

3. Coordination with the General Clinic:
clinic to the psychological health centre

support

o Refer staff requiring specialised psychological support fromthe general

e Ensure comprehensive services by integrating medical and psychological

4. Conducting Sessions:
o Offer customised counselling sessions based on staff needs

work locations

e Provide remote counselling services to accommodate staff at various

5. Awareness and Promotion:
importance of staff mental health

management and work-life balance

e Launch awareness campaigns within the university to emphasise the

o Distribute educational materials and organise workshops on stress

6. Evaluation and Follow-Up:

ensure desired improvement

o Monitor the progress of staff benefiting from psychological support to
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o Prepare periodic reports on programme efficiency and its impact on staff
well-being

= Related Forms:

# Form Name

1. Staff Mental Health Counselling Request Form

2. Employee Satisfaction Survey on Psychological Support Services
3 Individual Support Case Follow-Up Reports
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