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English Version
\ Procedures Name: \ Transportation Assistance Procedure

=  Procedures Information:

Code: PRO 6 SDG 1 P2 N 3
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): Students eligible for assistance based on economic or social
criteria

= Procedure Steps:
# Step
1. Preparing a Transportation Assistance Plan:
o Define the scope of assistance (e.g., discounted transportation fees or free
transport services).
o Determine the budget allocated for transportation assistance in
coordination with the financial administration.
2. Announcing Programme Details:
« Publish an official announcement regarding the transportation assistance
programme through university platforms.
o Specify eligibility criteria and deadlines for application submission.
3. Submitting Applications:
o Students submit applications using the transportation assistance request
form.
e Attach supporting documents, such as:
o Proof of social or economic status
o Residence location and distance from the university

4. Assessing Applications:

e A specialised committee reviews the applications based on the defined
criteria.

o Identify eligible students and prioritise based on need.

5. Implementing the Assistance Plan:

e Issue transportation assistance cards or activate discounts for available
transport services.

« Coordinate with transport companies or provide university buses for
eligible students.

6. Notifying Students of Decisions:

o Send official notifications to accepted students.

o Explain how to benefit from the assistance and use the transportation
services.
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7. Monitoring the Programme:
o Oversee the quality of the service provided and collect student feedback.

e Periodically evaluate the programme’s effectiveness and make necessary
adjustments.

= Related Forms:

# Form Name

1. Transportation Assistance Request Form

2. Transportation Assistance Application Assessment Form

3. Notification Form for Acceptance into the Transportation Assistance Programme
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