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=  Procedures Information:
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Level of Confidentiality: Public
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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 currently enrolled students at Al-Ahliyya Amman

University who meet the eligibility criteria for scholarship
programs. This procedure covers merit-based, need-based,
and special category scholarships administered by the

university.
= Procedure Steps:
# Step
1. Announcing Scholarship Opportunities:
e Publish scholarship announcements through the university's official website,
student portals, and notice boards at the beginning of each academic semester.
e Clearly specify the types of scholarships available, eligibility criteria, required
documents, and application deadlines.
2. Receiving Applications:
¢ Open an official application window through the university's student information
system or designated scholarship office.
e Ensure that all submitted applications are complete and accompanied by the
required supporting documents.
3. Verifying Eligibility:
e Review submitted applications against the established eligibility criteria for each
scholarship category.
e Cross-check academic records, financial status documentation, and any other
required criteria with relevant university departments.
4., Evaluating and Ranking Applicants:
e Establish a dedicated Scholarship Evaluation Committee comprising academic
and administrative representatives.
e Score and rank applicants based on defined criteria such as GPA, financial
need, community service, and special achievements.
5. Approving Scholarship Allocations:
e Submit the evaluation results and recommended allocations to the Deans
Council or designated approving authority for final approval.
e Ensure transparency and fairness throughout the approval process.
6. Notifying Successful Applicants:
e Officially notify scholarship recipients via their university email and
student portal.
e Communicate the scholarship terms, conditions, renewal requirements,
and disbursement schedule clearly to each recipient.campus.
7. Disbursing Scholarship Funds:
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e Coordinate with the Finance Department to process scholarship
deductions or payments according to the approved schedule.
e Maintain accurate financial records for all scholarship disbursements.

8. Monitoring and Renewal:

e Monitor the academic performance of scholarship recipients throughout
the academic year to ensure continued eligibility.

e Conduct an annual review of the scholarship program's effectiveness and
update criteria or allocations as needed.

= Related Forms:

# Form Name

Scholarship Application Form

Financial Need Assessment Form

Scholarship Evaluation Committee Scoring Sheet
Scholarship Award Notification Letter
Scholarship Renewal Request Form
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