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Message from the Dean
Dear Faculty,
Welcome to the English Language Institute (ELI)!
ELI is part of the wider King Abdulaziz University (KAU) learning community, playing a vital role in
equipping students with the level of English proficiency necessary for them to fully participate in,
and benefit from, their undergraduate studies in various KAU colleges. The English language
proficiency achieved by ELI students will also undoubtedly help prepare them for their lives and
careers, following graduation from the University.
Full support is extended to all faculty members, both inside and outside the classroom, and I have
high expectations and confidence that your contributions to our program will be of great benefit
in aiding us to optimize the ELI’s efforts toward the achievement of its goals.
In this two-sectioned Faculty Handbook (updated February 2021), ELI hopes to provide a
comprehensive guide to its educational and academic system. It is also intended to give a
detailed outline of the responsibilities and duties of faculty members, the terms and conditions of
employment, and the services available to them, and to detail ELI academic and operational
policies, procedures and protocols.
ELI is dedicated to achieving demonstrable 'excellence' in the quality of the English language
instruction delivered to our students. All faculty members are expected to be dedicated and
active participants in the ELI team, and to demonstrate wholehearted commitment towards the
achievement of our Mission. ELI courses, materials, assesment, systems, and procedures are
constantly being reviewed, modified, and improved, with our students and their educational
needs always the main priority. Full participation of all faculty members in this ongoing process is
requested and expected. The ELI team works as one, and all faculty members, coordinators, and
administrators cooperate fully to ensure teamwork cohesion and optimal operational
effectiveness.
The ELI students and their English language proficiency are our prime concern, and I trust that
your efforts here will have a positive and profound impact upon these learners and their
academic progress.
Thank you for being part of our team.

Dr. Abdullah Al-Bargi
Dean, English Language Institute
http://eli.kau.edu.sa
aalbargi@kau.edu.sa
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Chapter 1
ELI Profile

1. Vision, Mission, Goals, and Values
1.1.1 ELI Vision
To be the regional reference in teaching and learning English.

1.1.2 ELI Mission
The Mission of the English Language Institute (ELI) at King Abdulaziz University (KAU) is to
provide excellent English language programs in teaching, learning, academic research, and
community service.

1.1.3 Preparatory Year English Language Program (PYELP) Mission
The Mission of the Preparatory Year English Language Program of the English Language Institute
at King Abdulaziz University is to provide quality intensive instruction of English as a foreign
language, delivered by qualified instructors, using a comprehensive communicative curriculum,
to the University Preparatory Year students in order to enhance their English language skills and
facilitate their college entry.

1.1.4 ELI Goals
ELI strives to achieve its mission through the following objectives:








Alignment of the Institute's administrative and academic processes with
international higher education standards.
Curriculum development for all academic programs based on learning outcomes.
Designing reliable assessment instruments to measure the achievement of
learning outcomes for all programs.
Enhancing students' skills through effective use of KAU electronic platforms.
Providing fast and safe access to all student services and related learning
resources.
Creating a learning environment through extracurricular activities that are
enjoyable and attractive to students.
Providing professional development opportunities and educational resources for
faculty members.

 Providing continuous training for administrative staff in line with the
current best practices in the field.




Recruiting faculty members with high qualifications in teaching and academic
research.
Conducting and publishing practice-based high-quality research.
Serving the community through offering English language courses and specialized
consultations.
10
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Enhancing educational and academic
international and national organizations.

partnerships

with

distinguished

1.1.5 ELI Values







ELI builds its reputation and success around these core values:
Belonging: Instilling the love of work, initiative, and sense of belonging and loyalty to
the Institute in its faculty, staff, and students.
Communication: The pursuit of effective communication between the Institute's
faculty, staff, and students, and also between the Institute and its partners.
Collaboration: Promoting close collaboration between the Institute's various sectors
and its faculty and students; and also between the Institute and the University's
sectors, in order to achieve the Institute's mission.
Pioneering: Adopting fresh initiatives and innovative ideas in English language
education.
Sustainability: Maintaining the Institute's academic and educational excellence and
continuing to strive to achieve its vision.

1.2 Brief History
ELI is one of the many academic bodies of KAU. KAU, located in Jeddah, is the largest public
university in the Kingdom of Saudi Arabia with a student body of over 67,500 full-time students.
ELI was originally established in 1975 by the British Council, almost eight years after the
founding of the University. Initially, the British Council created the English Language Center
(ELC) to teach English courses to over 500 male students at the Colleges of Engineering and
Medicine, in addition to approximately 100 female students enrolled in the College of Medicine.
The program developed over the years until, by the end of 1980, i t had undergone significant
expansion and was providing approximately 30 courses of English for Special Purposes (ESP)
to increasing numbers of male and female students at nine KAU colleges. At that time, ELC
was operating under the supervision of the KAU College of Arts and Humanities.
Since the introduction of the Preparatory Year Program (PYP) at KAU in the academic year
2007-2008, the University has made it a requirement that all newly-admitted students take,
and successfully complete, six credit units of general English prior to starting their desired
m a j o r s at various KAU colleges.
As the ELC's responsibilities grew in response to increasing P Y student enrollment, the
center received in cre a se d support from the University, and was granted the status of an
independent KAU entity reporting directly to KAU Vice-President, and renamed the English
Language Institute (ELI) in 2008. ELI’s national standing and support at that time was
substantially enhanced by the Royal Approval bestowed b y this elevation from center to
institute status.
Currently, ELI provides general and academic English language courses to over 16,000 male
11

Updated February 2021

and female full-time P Y students annually and employs approximately 600 qualified faculty
members on the Men's and Women's Campuses.
1.3 Governance

1.3.1 Administrative Structure and Governance System:
ELI has an administrative structure and a governance system that are effective in helping it
achieve its mission and that of KAU, its host institution. Although ELI has a certain amount of
operational autonomy within the University, its administrative structure and governance system
are regulated by KAU in-line with the KAU and ELI Missions. The University incorporates ELI's
administrative structure and governance system within its own established structure and system.

ELI Organizational Chart
Dean, English
Language Institute

Expertise House
Head,
Public Relations &
Media Unit

Chief Administrator

Vice-Dean for
Women’s Campus

Vice-Dean for
Academic Affairs

Vice-Dean for
Graduate Studies &
Academic Research

Vice-Dean for
Development

Vice-Dean

Head ,Administrative
Affairs Unit

Chief Administrator

Head, Student Affairs
Unit

Head, Scholarship &
Joint Supervision Unit

Head, Assessment &
Academic
Accreditation Unit

Head, Recruitment
Unit

Head ,Financial Affairs
Unit

Head ,Development
Unit

Head, External Student
Affairs Unit

Head, Graduate
Studies Unit

Head, Quality
Assurance Unit

Head, Student
Activities Unit

Head ,Technical
Support Unit

Head ,Graduate
Studies & Academic
Research Unit

Head, E-Learning &
Distance Education
Unit

Head, Research Unit

Head, Curriculum &
Testing Unit

Head, Student Support
Unit

Head , Faculty Affairs
Unit

Head ,Academic Affairs
Unit

Head, Academic
Management Unit

Head, Alumni Unit

Head, Professional
Development Unit

Head, Basic Skills Unit

1.3.2 ELI Council
The ELI Council is the highest authority at ELI. It consists of the Dean, all Vice-Deans, and three
additional KAU senior administrators and/or faculty members nominated by the Dean and
appointed by the University President for two-year terms. The Council meetings are called by the
Dean as Council Chair and held at least once a month during the fall and spring semesters only.
The Council’s main duty is to decide on crucial ELI operations, policies, regulations, and strategic
plans. The Council ensures compliance with and implementation of decisions and regulations of
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the Ministry of Education, the Council of Higher Education, and KAU University Council. All ELI
Council decisions are sent in the form of recommendations to the University President for official
approval.

1.3.3 ELI Primary Administrators
ELI is managed by the Dean and five Vice-Deans, who oversee administrative and academic
operations on the Men's and Women's campuses:
 Men’s Campus (Dean and four Vice-Deans)
 Women’s Campus (one Vice-Dean)

1.3.3.1

ELI Dean

 The Dean, Dr. Abdullah Al-Bargi, holds a PhD in Linguistics/Rhetoric and Composition (2006)
from Arizona State University, USA, and an MA TESL (2002) from the same university. Dr.
Al-Bargi supervises all administrative and academic operations on the ELI campuses,
providing strategic leadership to the academic program. Being the only authorized
contact person with the KAU Higher Administration, the Dean reports to the KAU
President and concerned Vice-Presidents for the successful management of ELI. Dr. AlBargi's office is located in ELI Building 535, Rooms 461 and 458 (office manager) on the
Men's Campus.
Contact: aalbargi@kau.edu.sa Tel: +966 12 695-2000 ext.74333/74570

1.3.3.2 ELI Vice-Deans


The Vice-Dean, Dr. Ahmed Al-Ghamdi holds a PhD in Applied Linguistics and TESOL from
Newcastle University, UK (2015) and an MA TESOL from Murray State University, Kentucky,
USA (2002). Dr. Al-Ghamdi is responsible for overseeing the following units: Recruitment,
Student Activities, Student Support, and 21st Century Skills. Dr. Al-Ghamdi's office is located
in ELI Building 535, Rooms 364 and 363 (office manager).
Contact:: amoalghamdi@kau.edu.sa, Tel: +966 12-2000 ext.74560/74588 :
.



The Vice-Dean for Development, Dr. Khalid Al-Harthi, holds a PhD in Applied Linguistics and
Education (2012) from Newcastle University, UK. and an MA TESL (2002) from Arizona State
University, USA. Dr. Al-Harthi is responsible for overseeing the following units: Academic
Accreditation, Quality Assurance, Curriculum and Test Development, and Professional
Development. Dr. Al-Harthi’ office is located in ELI Building 535, Rooms 360 and 361 (office
manager) Contact: kalharte@kau.edu.sa, Tel: +966 12 695-2000 ext. 73965/74565



The Vice-Dean for Graduate Studies, Dr. Tu r k i A l - S u l a i m i , holds a PhD in TESOL
(2013) from Flinde rs University, Australia, and an MA TESOL (2004) from New
South Wales University, Australia. Dr. S u l a i m i is responsible for: t h e M A
T E S O L P r o g r a m , Scholarship Student Affairs, T ESOL Research, Conferences and
Symposiums. Dr. Sulaimi’ office is located in ELI Building 535, Room 263.
Contact: tgsulaimi@kau.edu.sa, Tel: +966 12 695-2000 ext. 73967/74583



The Vice-Dean for Academic Affairs, Dr. Mazen Assiri, holds a PhD in Meteorology (2011)
and an MA in Meteorology (2006), both from the University of Reading, UK. Dr. Assiri is
13
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responsible for overseeing the following units: Student Affairs, External Student Affairs, ELearning and Distance Education, and Academic Management. Dr. Assiri is the current
ELI Council Secretary. Dr. Assiri’s office is located in ELI Building 535, Rooms 261 and
260 (office manager).
Contact: massiri1@kau.edu.sa, Tel: +966 12 695-2000 ext. 74555/74576


The Vice-Dean for the Women's Campus, Dr. Badia Hakim, holds a PhD in Information
Communication Technology in Education from the University of London, UK (2007), and
an MA in Applied Linguistics from the University of Sussex, UK (2004). Dr. Hakim is in
charge of all ELI administrative and academic operations on the Women's Campus. Dr.
Hakim’s office is located in Building 40, Room 220 and 219 (office manager).
Contact: bhakim@kau.edu.sa, Tel: +966 12 695-2000 ext. 27208/27057

Faculty members’ primary interaction with the Institute is through the coordination teams that
assist with issues or questions concerning curriculum, schedules, exams, and attendance. It
should also be noted, however, that the doors of senior ELI academic and administrative
personnel are always open to faculty members in keeping with established Saudi leadership
customs and norms.

1.4 Academic Accreditation
In May 2018, ELI received full ten-year academic accreditation by the Commission on English
Language Program Accreditation (CEA). The Commission is recognized by the U.S. Secretary of
Education as a national accrediting agency for English language programs and institutions.
During the summer of 2017 the ELI Academic Accreditation Committee completed the required
Self-Study Report to describe the manner in which the ELI meets the range of CEA standards.
The final report was the culmination of a prolonged effort across ELI and was supported by
detailed and comprehensive documentation.

The 44 CEA standards in the report deal with the following:
● Mission
● Curriculum
● Faculty
● Facilities, Equipment, and Supplies
● Administrative and Fiscal Capacity
● Student Services
● Recruiting
● Length and Structure of Program Study
● Student Achievement
● Student Complaints
● Program Review
14
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A CEA team of U.S. –based high-profile ESL educators and practitioners visited ELI in December
2017 to verify and supplement information presented in the Self-Study Report. The team
conducted the five-day visit and reviewed all academic and administrative aspects of the
program, including curriculum, assessment, administrative structure and fiscal capacity,
student services, and facilities across the ELI campuses. The site visit team was provided with
unrestricted access to all ELI documentation and personnel relating to the program. During the
site visit, the team also held a series of meeting with faculty members and students and all
ELI key members, including the Dean, the Vice-Deans, and the Unit Heads. The team also held
a round of meetings with the University President, Vice-Presidents, and senior KAU
administrators.
In early January 2018, ELI received the team report stating that a l l CEA standards h a d
b e e n judged to have been fully met. In its April 2018 meeting, the commission resolved
to grant ELI a full ten-year accreditation, confirming its compliance with all required CEA
standards.
CEA
accreditation
provides
substantive
internationally
recognized
acknowledgement of the high caliber and standing of the institute and its educational and
academic excellence.
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Chapter 2
Academic Programs
2.1 General & Academic Tracks (ELIA & ELIS Tracks)
The ELI Preparatory Year English Language Program (ELI PYELP) forms the major and
mandatory component of the Preparatory Year courses for all KAU Preparatory Year
students. It is designed to help students achieve an Intermediate Level of proficiency in the
use of the English language: B1 o n t h e C o m m o n E u r o p e a n F r a m e w o r k
R e f e r e n c e ( C E F R ) , KAU's defined minimum English language proficiency level for
college entry, within one academic year. The program is composed of four instructional
levels, correlated with the CEFR, and focuses on developing students’ language proficiency
through an integrated skills curriculum, designed to foster active and independent learning.
The program runs on a modular system spread across the academic year with two modules per
each of the fall and spring semesters, and one module offered during the summer for students
who do not complete the program during the regular school year. Students are expected to
complete the program in one academic year (four modules). However, the University allows
students a maximum of seven modules to complete the program. These seven modules are:
two modules in the fall semester, two modules in the spring semester, one module in the
summer semester, and two modules in the fall semester of subsequent academic year.
As of the start of module one of the academic year 2018-2019, ELI introduced a dual track
system for the ELI PYELP. One track is the 'General Track' (ELIA) and the other is the
'Academic Track' (ELIS). ELIS has been created to benefit students who will be studying
majors with English as the medium of instruction (EMI). It is designed to bring those students
from A1 to B1 on the CEFR with an approximate IELTS Academic equivalent score of 4.0 to 5.0
upon program completion. While ELIA also targets the range of CEFR A1 to B1 with an
approximate IELTS General equivalent score of 4.5, it does so with material that very much
relates to everyday situations and things that are familiar to students’ lives and experiences.
In contrast, ELIS will cover the CEFR range with a specific focus on academic topics for both
input and output and a focused emphasis on the development of speaking and writing skills
relative to the kind of speaking and writing often required in academic study, as opposed to
the speaking and writing skills individuals might typically require in non-academic, more
'general life' situations.

2.2 Program Design: General and Academic Tracks (ELIA & ELIS Tracks)
For two tracks (ELIS and ELIA), the ELI PYELP consists of four courses/levels and is delivered
using a system of modules, one course/level per module. There are four modules in the

16

Updated February 2021

p r o g r a m , two in each academic semester. The duration of each module is seven
academic weeks, at the rate of 18 instructional hours per week. The final exam is scheduled at
the end of each module. Each module covers one level of the program and is considered a
full and independent course. Students must be assessed as having successfully completed
and passed one level in order to proceed to the succeeding level, and likewise
throughout the entire course.
The four-level intensive English language program is an integrated-skills program ranging
from Beginner to Intermediate (A1 to B1 CEFR) for ELIS, and ranging from Beginner to
Intermediate (A1 to B1 CEFR) for ELIA.
At the start of the academic year 2020-2021 a further three tracks were initiated by ELI:
ELIG, ELIE & ELCA
These tracks are delivered on a semester-based schedule over the course of one academic
year.

2.3 ELIG Track
Curriculum Outline
The ELI Geo-Sciences Track intensive English curriculum consists of two semester-long courses
that students must complete successfully in order to gain admission to programs in the
faculties of Meteorology, Earth Sciences and Marine Sciences at KAU. The two courses, ELIG
101 and ELIG 102, are consecutive with the second course building on the skills developed in
the first. The two ELIG Track courses are presented below.

ELIG 101 (Beginner – A1)




Course Prerequisite: A Placement Test score of 0-19
Credits: 2 Credits:
Course Description: This is the first course in the two course series of English
proficiency courses targeting the Preparatory Year students who intend to apply
to undergraduate programs in the faculties of Meteorology, Earth Sciences, and
Marine Science at KAU. Thus, it aims to get students to approximately the
halfway point of program learning objectives, by developing their proficiency to
approximately CEFR A1+ proficiency level. It does so through simultaneous
strengthening of all four skills (plus grammar and vocabulary).

ELIG 102 (Elementary – A2)




Course Prerequisite: Successful completion of ELIG 101
Credits: 2 Credits
Course Description This is the second course in the two course series of English
proficiency courses targeting the Preparatory Year students who intend to apply
17
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to undergraduate programs in the faculties of Meteorology, Earth Sciences, and
Marine Science at KAU. Thus, it aims to enable students to successfully achieve
program learning objectives detailed below, by building on the language skills
developed in ELIG 1, further developing their proficiency to a CEFR high-A2
proficiency level. It does so through simultaneous strengthening of all four skills
(plus grammar and vocabulary).
2.4 ELIE Track
Curriculum Outline
The ELIE track was developed specifically for incoming PYP students intending to major in
English in the Department of European Languages. To enter the track students are required to
score at least 28 on the Cambridge English Placement Test, which corresponds to CEFR high A2.
They are also required to take a writing placement test that demonstrates the ability to write
at a high A2 level. The track is divided into 2 semesters. Semester 1 brings students from high
A2 to mid B1. Semester 2 brings students from mid B1 to low B2.

ELIE 101




Course Prerequisite: Placement Test score of at least 28 on the Cambridge
English Placement Test. This corresponds to CEFR high A2 level.
Credit hours: 3
Course Description: This is the first course in a two-course series for students
intending to specialize in English Language and Literature at the Department of
European Languages and Literature at King Abdulaziz University. The course is
designed to develop students’ grasp of English and bring them from a CEFR high
A2 level of English to a CEFR mid-B1 level. It does this by providing them with
tools to deal with academic-oriented English and by strengthening their skills in
academic writing/reading and academic listening/speaking.

ELIE 102


Course Prerequisite: Successful completion of ELIE 101




Credit hours: 3
Course Description: This is the second in a two-course series that prepares
students intending to specialize in English Language and Literature at the
Department of European Languages and Literature at King Abdulaziz University.
The course is designed to further develop students’ grasp of English and bring
them from a CEFR mid-B1 level of English to a CEFR low B2 level. It does this by
providing them with further tools to deal with academic-oriented English and by
further strengthening their skills in academic writing/reading and academic
listening/speaking.
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2.5 ELCA Track
Curriculum Outline
The ELCA (English Language Proficiency) courses are offered to students intending to major in
languages other than English in the Department of European Languages. The material gradually
increases in complexity and scope. The two ELCA Track courses are presented below:

ELCA 101 (Beginner)




Course Prerequisite: N/A
Credits: 3
Course Description: This course is the first of a two-course series of English
Language Proficiency courses offered for students majoring in courses other
than English Language and Literature within the Department of European
Languages. The purpose of this course is to introduce beginner level students to
the basics of communicative English Language that will enable them to
communicate in most familiar situations.

ELCA 102 (Elementary)




Course Prerequisite: ELCA 101
Credits: 3
Course Description: This course is the second of a two-course series of English
Language Proficiency courses offered for students majoring in courses other
than English Language and Literature within the Department of European
Languages. The purpose of this course is to further develop beginner level
students’ communicative English Language skills so that they will be able to
interact in a simple way in familiar situations.

The annual number of newly-admitted full-time KAU students varies depending on KAU seat
availability, but it is usually between 12,000 to 15,000 students. Unless exempted (see 2.6), all
students must successfully complete the English course requirement in order to be eligible
to secure KAU college entry. The number of students per class varies depending on student
levels and can exceed 30, but ELI is aiming to reduce class sizes to approximately 20
students as soon as this is operationally feasible. Classrooms are equipped with the latest
technology, including computers and data show projectors to facilitate interactive teaching
and learning.
The ELCA, ELIE and ELIG tracks are delivered on a semester- based schedule over the course
of one academic year.
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2.6 ELI Level Progression Overview Chart (ELIS & ELIA)

CEPT

0-19 ELI 101

20-26 ELI 102

27-33 ELI 103

34- +ELI 104

101

ELI 102

ELI 103

ELI 104

ELI 102

ELI 103

ELI 104

Exit program

ELI 103

ELI 104

Exit program

ELI 104

Exit program

Exit program

ELI ensures reliable and accurate language proficiency standards by correlating ELI levels
to t h e CEFR and by regular partnership with internationally recognized agencies and
authorities in the field. Language proficiency levels of ELI PYELP students were substantiated
during the academic year 2017-2018 when 300 ELI PYELP 104 level students took the APTIS
Proficiency Test and averaged CEFR B1 proficiency level scores.
All instructional materials used for all four levels of the ELI PYELP are correlated to the CEFR.
Students take a placement test upon their admission to KAU to ensure accurate placement
in the appropriate level of the program.
The Deanship of Admissions and Registration (DAR) determines the students whose majors are
taught with English as the medium of instruction (EMI). These students take the same
placement test as regular students (with non-EMI majors), but they are placed into the
academic track based on CUP's published correlations between their Placement Test Scores
and CEFR Band Levels.
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2.7 Cambridge English Placement Test (CEPT)
As of July 2018, ELI is using the Cambridge English Placement Test (CEPT) with all students on
the ELIA, ELIS, ELIE, ELIG and ELCA tracks. The levels of English offered at ELI cater to the
general and academic language-learning needs of each student according to their
proficiency level, which is assessed using the CEPT. This test has been, by Cambridge
University Press ( C U P ) and places students according to their CEFR proficiency levels. The
test is adaptive and online.
The test's reliability and validity are proven by extensive research. This mandatory test is
administered once, immediately after admission into KAU, as announced in the University
calendar. Students admitted for the second semester of the academic year are given the
placement test during the first semester.
Upon completion of the admission procedures, students are given a date and time to take
the CEPT at ELI. Students are placed in relevant levels by the DAR, according to the
placement test scores. Students who do not attend the C E P T are automatically enrolled in
ELI 101.

2.8 Curriculum
The ELI PYELP curriculum for both the 'Academic' and the 'General' Tracks is
comprised of four core language courses. With the beginning of each module, faculty
members are provided with a detailed curriculum and course description with expected
Student Learning Outcomes (SLOs) for their assigned ELI courses. For ELIE, ELCA and ELIG
faculty members are also provided with a detailed curriculum and course description with
expected Student Learning Outcomes (SLOs) for their assigned course.
Faculty members are also issued with a detailed pacing guide for each course containing dayto-day lesson planning guides. This details exactly how many textbook units and
language items are to be presented and practiced during specified timeframes. It is an
invaluable lesson- by-lesson guide, and can be used along with outlined lesson plans in the
Teacher’s Books for each class covered in the syllabi. The current pacing guides for all
courses have been modified to reflect the newly instituted SLOs, ensuring their suitability
for learners and faculty members. They incorporate the results of the ELI formal curriculum
reviews conducted during the academic years 2012-2013 to 2017-2018. New pacing guides
for 'ELIS' for the academic year 2018-2019 were produced during the summer of 2018. All
pacing guides are continuously monitored by the Curriculum and Testing Unit (CTU) and can
be modified according to operational needs. For ELIE, ELCA and ELIG for the academic year
2020-2021 detailed curricula and pacing guides were produced prior to the start of these
tracks in September 2020.
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2.9 Student Learning Outcomes (SLOs)
SLOs are descriptions of what students will know or be able to do with the language as a
result of instruction. SLOs are written in terms of observable and measurable language
skills. The SLOs stem from SLOs originally formulated in close consultation with Oxford
University Press (OUP), the publishers of the New Headway Plus Special Edition (the
instructional materials in use from 2010 to 2015). They are closely correlated with the
CEFR. SLO achievement is at the core of the ELI Curriculum and learning. SLOs are subject
to ongoing review and have been streamlined and improved by the CTU. Curriculum
adjustments and modifications are based on the findings of regular and systematic
curriculum reviews conducted during the academic years 2012-2013 to 2017-2018. The
current 2020-2021 curricula for the 'ELIS’, 'ELIA', ‘ELIE’, ‘ELCA’ and ‘ELIG’ tracks include course
goals, course objectives, SLOs, pacing guides and syllabi.
Each ELI level has an overarching course goal supported by five course objectives, which
are supported by the level’s SLOs. There are listening, reading, speaking, and writing SLOs.
They can be worked on using the current instructional materials, and faculty members are
free to supplement this material with any other suitable materials deemed to facilitate the
SLO achievement. The curricular components are all interdependent. SLO achievement is
the benchmark for ELI student language proficiency. In the current academic year 20202021, all ELI assessment instruments are set to be continually modified and fine-tuned to
increase their levels of accuracy in the measurement of SLO achievement.
Great care has been taken to ensure that ELI assessment instruments measure achievement
of each level’s SLOs. The speaking and writing examinations are designed to measure
specific targeted SLO achievements. Computer-based end-of-module and mid-module
examinations are much broader assessment instruments that cover listening, reading, and
use of vocabulary and grammar. The CTU works continually on test development. All SLOs
are compiled with close reference to course materials, and the pacing guides reference each
SLO to specific pages/and exercises in the student books and self-study packs.

2. 10 ‘Can-Do’ Statements
ELIA and ELIS students are issued with sets of ‘Can-Do’ Statements for each level. 'Can-Do'
Statements are effectively the SLOs in simplified learner- friendly language providing
students with check-lists to help them monitor their learning and progress.
The ‘Can-Do’ statements are available from faculty members or online via the ELI
website ‘Student Resources’. They are available in English and Arabic for ELI 101 and 102 for
ease of comprehension, and are available only in English for ELI 103 and 104. They
provide students with comprehensible learning checklists for each ELI level with which
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they can monitor their own progress and success in terms of SLO achievement. Faculty
members explain how these lists can be used, and they should be referred to regularly
throughout each module. These statements are designed and intended to maximize student
involvement in learning and to encourage the crucial development of learner autonomy and
responsibility.

2.11 Program Incorporation into the Preparatory Year
The four English language courses offered by ELI in the KAU PY for both the 'ELIS' and the ELIA’
are as follows:

General Track (ELIA)
ELI COURSE
CODE
ELI 101

COURSE LEVEL

CEFR LEVEL

CREDITS

ELI 102
ELI 103

Beginner
Elementary
Pre-Intermediate

A1
A2
B1

0
2
2

ELI 104

Intermediate

B1

2

Academic Track (ELIS)
ELI COURSE
CODE
ELI 101
ELI COURSE
ELI 102
CODE
ELI 103

COURSE LEVEL

ELI 104

Intermediate

Beginner
Elementary
Pre-Intermediate

CEFR LEVEL

CREDITS

A1
A2
A2+/B1

0
2
2

B1

2

A total of six credits are assigned to these ELI courses, the largest allocation of credit
units given to a program in the KAU PY. Students taking the ELI PYELP also required to
study other university courses. These courses are mandatory. Students following the
KAU Science Track are required to take the following courses:
Course

Domain of Knowledge and Skills

ELI
CHEM 110
STAT 110
PHYS 110
CPIT 100
BIO 110
MATH 110
COMM 101

All ELI Courses
Chemistry
Statistics
Physics
Computer Skills
Biology
Mathematics
Communication Skills
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Students following the KAU Administration and Arts Track are required to take the following
courses:
Course

Domain of Knowledge and Skills

ELI
STAT 111
ARAB 101
CPIT 100
ISLS 101
MATH 111
COMM 101
COMM 102

All ELI Courses
Critical/Analytic Thinking Skills
Arabic
Computer Skills
Islamic Culture
Mathematics
Communication Skills
Thinking and Learning Skills

Exemption from ELI PYELP
2.12 General Track (ELIA) Students
ELI PYELP Exemption Policy Based on IELTS (General) and TOEFL iBT
Students may be exempted from the PYP English language courses (ELIA) according to their
scores in the IELTS (General) or TOEFL iBT as follows:



An overall score of 5 or above in the IELTS General (no band less than 4.5).
A total score of 45 in the TOEFL iBT (no less than 7 in Reading, 5 in Listening, 14 in
Speaking, and 14 in Writing).

Original and valid IELTS (General) and TOEFL iBT certificates are required.
Any previously studied and already graded PYP English language course cannot be removed
from the student’s transcript regardless of the IELTS (General) or TOEFL iBT score.
Students can apply for exemption throughout the academic year before the final week of
any module. English program grades accrued prior to exemption applications remain on
KAU student academic records and cannot be removed. The exemption process takes up
to five working days to complete.

2.13 Academic Track (ELIS) Students
ELI PYELP Exemption Policy Based on IELTS (Academic) and TOEFL iBT
Students may be exempted from the PYP English language courses (ELIS) according to their
scores in the IELTS (Academic) or TOEFL iBT as follows:


An overall score of 5.5 or above in the IELTS Academic (no band less than 5).

24

Updated February 2021



A total score of 59 in the TOEFL iBT (no less than 8 in Reading, 6 in Listening, 15 in
Speaking, and 17 in Writing.

Original and valid IELTS (Academic) and TOEFL iBT certificates are required.
Any previously studied and already graded PYP English language course cannot be removed
from the student’s transcript regardless of the IELTS (General) or TOEFL iBT score.

Transfer between the ELIS and ELIA Tracks
2.13 Transfer from the ELIA Track to the ELIS Track
If a student updates his/her intended major with the Registrar to an EMI one, s/he must
transfer to the Academic Track the following module. In order to be placed appropriately in
the Academic Track, s/he must take the placement test again, and s/he will be placed in the
track according to the cut scores mentioned in the “Placement Test” section. This means that
depending on his/her results on the placement test, s/he may need to repeat the same level in
the Academic Track due to the academic focus and additional academic skills taught in the
Academic Track course books.

2. 14 Transfer from the ELIS Track to the ELIA Track
If a student updates his/her intended major with the Registrar to a non-EMI one, s/he has the
option to stay in the Academic Track or to switch to the General Track the following module. If
s/he wishes to switch to the General Track, s/he will automatically be placed in the next level
as long as s/he passed the previous level with a 70 or more in the Academic Track. If s/he
passed with less than a 70, or if s/he failed the level in the Academic Track, s/he must take the
placement test again for accurate placement in the General Track.
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Chapter 3
Instructional Materials
All necessary books and s u p p l e m e n t a r y materials for assigned courses are made
available to faculty members and students at the start of each module. The Academic
Management teams on each campus distribute the books to faculty members, while
students are expected to purchase the books from on-campus bookstores or at major
bookstores across the city.
Students are required to bring their books to all classes. Copyright laws are strictly adhered
to by ELI, and students and faculty members are not allowed to photocopy any of the
prescribed textbooks.

3.1 General Track (ELIS) & ELCA
English Unlimited Special Edition
ELI is currently using the Cambridge University Press English Unlimited Special Edition
(EUSE) (2014) as its core instructional materials for ELIA and ELCA classes. The EUSE series
has been specially designed to cater for Arabic speaking learners in Saudi Arabia and the
Middle East and North Africa (MENA). The series corresponds to four CEFR proficiency
levels, (A1, A2, B1 & B1). The aim of EUSE is to enable adult Arabic-speaking learners to
use English for effective communication in real-life situations.

3.1.1 English Unlimited Special Edition(EUSE) Course Book
EUSE Course Books for all program levels contain speaking, listening, reading, writing,
grammar and vocabulary activities:
 Unit content is designed and intended to maximize MENA learners’ motivation.
Carefully selected activities and topics are included throughout the course books
in order to engage and stimulate student learning and participation.
 Enhanced writing practice opportunities are provided by the Writing Essentials
worksheets, designed specifically for non-Roman Alphabet learners. The
worksheets provide a means of facilitating enhanced progress in writing and
reading.
 Global communication is the theme of the Across Cultures sections, which aim
to develop learners’ intercultural competence and are intended to promote
effective and sensitive communication.


Real English. Natural language, based on the Cambridge International Corpus,
combined with a goals-driven CEFR syllabus provides real-world scenarios
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throughout the course books. The student course books for each level are as
follows:

ELI LEVEL

English Unlimited Special Edition
(EUSE)
Course book

ELI 101

English Unlimited, Special Edition, Starter
Course book

ELI 102

English Unlimited, Special Edition,
Elementary Course book (Units 1-10)

ELI 103

Common European
Framework of Reference for
Languages
(CEFR) level
A1
‘Breakthrough’

A2
‘Waystage’
A2-B1

English Unlimited, Special Edition, Book 2
(Units 11-14)

‘ Threshold’

English Unlimited, Special Edition, Book 3
(Units 1-5)
ELI 104

English Unlimited, Special Edition, B o o k
3 (Units 6-14)

B1
‘Threshold’

3.1.2 English Unlimited Special Edition Self-Study Pack
The course books are accompanied by the English Unlimited Special Edition Self-Study Packs
which provide opportunities for extra practice of the language presented in the course. The
self-study packs for each level are as follows:

ELI LEVEL

English Unlimited Special Edition
(EUSE)
Self-Study Pack

Common European Framework
of Reference for Languages
(CEFR) level
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ELI 101

English Unlimited, Special Edition,
B o o k 1 , Self-study Pack

ELI 102

English Unlimited, Special Edition,
B o o k 2 Self-study Pack

ELI 103

English Unlimited, Special Edition,
Book2, Self-study Pack (Units 11-14)
Book 3 (Units 1-5)

ELI 104

English Unlimited, Special Edition,
B o o k 3 , Self-study Pack
(Units 6-14)

A1
‘Breakthrough’

A2
‘Waystage’

A2- B1 A2
‘Threshold’
‘Waystage’

B1
‘Threshold’

B1
‘Threshhold’
A Teacher's Pack is provided to faculty members for use at each level. The teachers’
packs consist of the teachers’ books and their accompanying DVD-ROMs for each level of
the program.
Each Teacher’s Book contains comprehensive and easy to follow teacher’s notes matched
to the Course book material. The notes have been compiled with a wide range of teaching
styles and class types in mind. Each unit’s notes are clearly linked to the different
stages of the Course book lessons. Answer keys are included for all exercises and the use of
individual, group work and pair work symbols provide suggested classroom interactive
strategies for each lesson stage.
Alternative activities’ instructions are included on every page in the interests of variety
and interest and there are suggestions throughout as to how to adapt activities for various
learner situations and types.

3.1.3 English Unlimited Special Edition 2014 Teacher’s Pack

ELI LEVEL

English Unlimited Special Edition
(EUSE)
Teacher's Pack

Common European Framework
of Reference for Languages
(CEFR) level
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ELI 101

English
Unlimited,
Special
Edition, B o o k 1 , A1 Teacher's
Pack

ELI 102

English Unlimited, Special Edition,
B o o k 2 , A2 Teacher's Pack (Units 110)

ELI 103

ELI 104

English Unlimited, Special Edition,
B English Unlimited, Special Edition,
Book 2 Teacher's Pack (Units 11-14)
Book 3 Teacher's Pack (Units 1-5)

English
Unlimited,
Special
Edition, Teacher's Pack, Book 3
(Units 6-14)

A1
‘Breakthrough’

A2
‘Waystage’

A2-B1
‘Threshold’

B1
‘Threshhold’

3.2 Academic Track (ELIA) & ELIE & ELIG
Cambridge University Press 'Unlock'
ELI is currently using the Cambridge University Press ' U n l o c k , 2 n d e d i t i o n ' (2019) as
t h e core instructional materials for ELIS and ELIE and ELCA classes.
The books used correspond to t h r e e CEFR proficiency levels, (A1, A2 & B1).
Each level of Unlock consists of two Student’s Books: Reading & Writing and Listening &
Speaking and there are accompanying Teacher’s books for each.
A Cambridge LMS is available for each Student Book and contains additional practice material.
Unlock Teacher’s books contain additional speaking tasks, tests, teaching tips and research
projects for students.
Presentation Plus software for interactive whiteboards is also available for all Student Books.



Unlock encourages students to bring their own knowledge, experiences and opinions
to the topics. This personalizes the learning experience and motivates learners to
relate the topics to their own contexts
Thought-provoking videos are included in every unit throughout the course to
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promote discussion and motivate learners. The videos provide a new perspective on an
extensive range of academic subjects.
 Critical thinking sections in Unlock are based on Benjamin Bloom’s classification of
learning objectives. The focus is on developing lower- order skills to higher-order skills,
ranging from demonstrating knowledge and understanding to in- depth evaluation.
This enables the learners to engage in evaluative and analytical tasks which are
important for the end-of-unit Writing and Speaking tasks. Books contain a variety of
visual aids including mind maps, grids, tables and pictures to aid critical thinking
development and to provide learners with crucial tools to develop their speaking skills.
 Corpus-informed: EUSE focuses on the language needs of Arabic-speaking learners.
It draws on the Cambridge English Corpus (CEC). The CEC is a billion plus word
collection of written and spoken English. The CEC has been utilized to check that
the learners at each of the course CEFR levels are presented with the most useful
and frequent expressions, words and grammar necessary for the achievement of the
stated communicative goals. The CEC includes the Cambridge Learner Corpus (CLC), a
unique bank of over 35 million words from exam candidate papers. The CLC has been
drawn upon for this series to identify typical learning mistakes and areas in need
of particular focus for Arabic-speaking learners. These materials present up to date,
natural and useful language presented in such a way so as to help learners avoid
mistakes.


Language Development sections provide vocabulary and grammar building tasks that
are further practiced in the Cambridge LMS. The glossary provides definitions and
pronunciation, and the end-of-unit wordlists provide useful summaries of key
vocabulary. The language development section contains a strong lexical focus which
learners value as they can get a real sense of progress as their lexical range expands.



Academic Language: Unique research using the CEC has been carried out into
academic language, in order to provide learners with relevant. academic vocabulary
from the start (CEFR A1 and above). This addresses a gap in current academic
vocabulary mapping and ensures that learners are presented with carefully selected
lexical items which they will find essential during their academic studies. Academic
language is used throughout the series and learners have continua opportunities to
practice using language skills in an academic context.



Pronunciation for Listening features in UNLOCK focus on aspects of pronunciation
that can inhibit effective listening comprehension and extra pronunciation practice is
available in the Teachers' Books.



Cambridge Learning Management System (LMS) is accessed via activation codes in
student books. The system is easy-to-use and provides interactive exercises, games,
tasks, and further practice of skills and language from the students' books. There are
also games for language and vocabulary practice available for learners. There is also

30

Updated February 2021

an option that, when activated, enables teachers to track learner progress.

Unit structure:
In both the Student’s Books, units are carefully ‘scaffolded’ to achieve the learning objectives.
In Unlock Reading & Writing students are taken step-by-step through the writing process and
in Listening & Speaking students build the skills and language they need throughout the unit in
order to produce a successful speaking task.

Reading & Writing
The unit’s main learning objective is the Writing Task, which gives learners the opportunity to
use all the language and skills they have learnt in the unit.
Each unit consists of the following sections:












Unlock your knowledge
Watch and listen
Reading 1
Reading 2
Language development
Critical Thinking
Grammar for writing
Academic writing skills
Writing Task
Objective reviews
Wordlist

Listening & Speaking
The unit’s main learning objective is the Speaking Task, which gives learners the opportunity to
use all the language and skills they have learnt in the unit.
Each unit consists of the following sections:



Unlock your knowledge
Watch and listen









Listening 1
Language development
Listening 2
Critical Thinking
Preparation for speaking/Speaking Skills
Speaking Task
Objective reviews
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Wordlist

3.3 UNLOCK Students' Books and Online Workbooks
ELI LEVEL

ELI 101

ELI 102

ELI 103

ELI 104

UNLOCK Students' Books
& Online Workbooks

Common European
Framework of
Reference for
Languages (CEFR) level

UNLOCK 1 Listening & Speaking Skills 2nd
Edition (Units1,3,4,5,6)
UNLOCK 1 Reading & Writing Skills 2nd
Edition (Units 1,3,4,5,6)
UNLOCK 2 Listening & Speaking Skills 2nd
Edition (Units 1-5)
UNLOCK 2 Reading & Writing Skills 2nd
Edition (Units 1-5)
UNLOCK 2 Listening & Speaking Skills 2nd
Edition (Units 6-8)
UNLOCK 2 Reading & Writing Skills 2nd
Edition (Units 6-8)
UNLOCK 3 Listening & Speaking Skills 2nd
Edition (Units 1,2)
UNLOCK 3 Reading & Writing Skills 2nd
Edition (Units 1,2)
UNLOCK 3 Listening & Speaking Skills
2ND Edition (Units 4,5,6.7,9)
UNLOCK 3 Reading & Writing Skills 2nd
Edition (Units 4,5,6,7,9)

A1
‘Breakthrough’

A2
‘Waystage’

A2 /B1
'Waystage'
‘Threshold’

B1
'Threshold'

3.4 UNLOCK Teachers' Book

ELI LEVEL
ELI 101

UNLOCK Teachers' Books
UNLOCK 1 Listening & Speaking Skills (Units
1,3,4,5,6)
UNLOCK 1 Reading & Writing Skills ( Units 1,3,4,5,6)

CEFR level
A1
‘Breakthrough’
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ELI 102

ELI 103

ELI 104

UNLOCK 2 Listening & Speaking Skills (Units 1-5)
UNLOCK 2 Listening & Speaking Skills (Units 1-5)

UNLOCK 2 Listening & Speaking Skills (Units 6-8)
UNLOCK 2 Reading & Writing Skills (Units 6 – 8)
UNLOCK 3 Listening & Speaking Skills (Units 1,2)
UNLOCK 3 Reading & Writing Skills (Units 1,2)

UNLOCK 3 Listening & Speaking Skills
(Units 4,5,6,7,9)
UNLOCK 3 Reading & Writing Skills (Units
4,5,6,7,9)

A2
‘Waystage’

A2 /B1
'Waystage'
‘Threshold’

B1
'Threshold'

There are supplemental materials for each program level. Some materials can be accessed
via the 'Student Resources' portal on the website. Certain material that is only for faculty
members’ use is accessible via the Teachers’ Resources link on the website

3.5 Speaking Materials
The pacing guides and curricula provided to faculty members for all ELI tracks detail the
speaking SLOs for each level. These are the primary reference source and all supplemental
speaking activities should target students’ achievement of these outcomes. The pacing
guides link speaking SLOs directly to speaking activities in the EUSE a n d U N L O C K
course books. These activities can be expanded upon by faculty members, depending on
the needs of student groups and individuals. Faculty members are encouraged to utilize
digital internet resources and any other appropriate printed material, to supplement the
core textbooks. It is important to ensure that any faculty member-selected supplemental
speaking materials conform to local socially and culturally accepted norms in form and
content. It is recommended that faculty members check with coordinators or experienced
colleagues when in doubt as to materials’ suitability in this regard.

3.6 Digital Material
ELI strives to bridge the gap between traditional instruction methods and cutting-edge
technology in the interests of facilitating interactive teaching and learning. Since the start
of the academic year 2015-2016, ELI has adopted the EUSE Presentation Plus digital
package to complement print EUSE instructional materials.
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The Cambridge University Press Unlock series that are the core instructional materials for the
'Academic Track' also has a Presentation Plus digital package, which faculty members are
expected to use to enhance the impact and enjoyment of classes and learning.
All interactive software content can be projected onto whiteboards to enhance the impact
and effectiveness of lessons. It can be effectively and enjoyably employed in conjunction
with the course books for each level, complementing faculty members’ current lesson
delivery.
The software enables faculty members to:
 Highlight, write and erase
 Zoom in and out
 Create notes and save annotations
 Attach to web links
 Display answer keys
 Play all class audio and display listening scripts
 Play all video and display video scripts
 Connect to Cambridge Online Dictionaries (via internet)
These packages provide a broad range of material to facilitate classroom learning.
Faculty members are encouraged to make as full use as possible of the complete EUSE and
UNLOCK packages to give maximum variety and interest to classes.
For new faculty members, unused to such interactive software, advice and support is
always readily on-hand from the coordination teams and fellow faculty members.

3.7 Instructional Materials (ELIE Track)
ELI uses the Cambridge University Press English UNLOCK Academic English Series 2nd Edition as
its core instructional Materials for the ELIE Track.

Main Course Textbook and Materials: ELIE 101
UNLOCK 2 (2nd Ed.) – Coursebook for Listening & Speaking (Units 5 – 8)
UNLOCK 2 (2nd Ed.) Coursebook for Reading & Writing (Units 5-8)
UNLOCK 3 (2nd Ed.) – Coursebook for Listening &Speaking (Units 1-4)
UNLOCK 3 (2nd Ed.) - Coursebook for Reading & Writing (Units 1-4)

Main Course Textbook and Materials: ELIE 102
UNLOCK 3 (2nd Ed.) – Coursebook for Listening & Speaking (Units 5-8)
UNLOCK 3 (2nd Ed.) – Coursebook for Reading & Writing (Units 5-8)
UNLOCK 4 (2nd Ed.) – Coursebook for Listening (Units 1-4)
UNLOCK 4 (2nd Ed.) – Coursebook for Reading & Writing (Units 1-4)

34

Updated February 2021

3.8 Instructional Materials (ELCA Track)
ELI uses the Cambridge University Press English Unlimited Special Edition as its core
instructional materials for the ELCA Track.

Main Course Textbook and Materials: ELCA 101
English Unlimited Special Edition 1 – Coursebook and Workbook (Units 1-5)

Main Course Textbook and Materials: ELCA 102
English Unlimited Special Edition 1---Coursebook and Workbook (Units 6 – 10)

3.9. Instructional Materials (ELIG Track)
ELI uses the Cambridge University Press English UNLOCK Academic English Series 2nd Edition as
its core instructional materials for the ELIG Track.

Main Course Textbook and Materials: ELIG 101
UNLOCK 1(2nd Ed.) Coursebook for Listening & Speaking (Units, 3-8)
UNLOCK 1 (2nd Ed.) Coursebook for Reading & Writing (Units, 3-8)

Main Course Textbook and Materials: ELIG 102
UNLOCK 2 (2nd Ed.) Coursebook for Listening & Speaking (Units 1-7)
UNLOCK 2 (2nd Ed.) Coursebook for Reading & Writing (Units 1-7)

3.0 The ELI Resource Center
On the Men’s Main Campus, the ELI Resource Center is currently located in Room 404 on
the third floor in Building 535. Over one thousand books and texts covering EFL teaching,
practice, theory and research are available in the center. Faculty members are able to
borrow up to five books/texts at any one time for up to two weeks. The center is open daily
from 9:00 am to 4:00 pm. Similar facilities are available on the Women’s Campus.
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Chapter 4
Student Assessment
4.1 General Track (ELIA) Assessment Overview
The overall breakdown for assessment in the general track is the same at all levels as
represented by the table and information below:
Assessment Component

Percent of Total Grade

Computer-Based Mid-Module Examination

20%

Mid-Module Writing Examination

8%

Final Writing Examination

12%

Speaking Examination

15%

Computer-Based Final Examination

40%

Online Homework (Blackboard)

5%

Total

100%

4.2 ELIA Assessment Components
Computer-Based Mid-Module Examination
The mid-module CBT is given at the beginning of the 4th week of instruction. It is worth 20% of
the students’ grade and is worth 45 points. The exact breakdown of the CBT and weighting of
the skills varies slightly from level to level.
Overall, the CBT contains multiple reading and listening passages and grammar and vocabulary
sections. The exam is exclusively 4-option MCQs at all levels.
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Computer-Based End-of-Module Examination
The final CBT is given at the end of the 7th week of instruction. It is worth 40% of the students’
grade and is worth 60 points depending on the level. The exact breakdown of the CBT and
weighting of the skills varies slightly from level to level.
Like the mid-module CBT, the final CBT contains multiple reading and listening passages and
grammar and vocabulary sections. It is also exclusively 4-option MCQs at all levels.

Speaking Examination
The Speaking Exam comes at the end of the module and consists of an interview where
students are individually asked 5 questions (somewhat like IELTS Speaking Part 1) and a paired
task in which students are each given a topic to prepare with several bullet points to cover.
They are then given 1-2 minutes to prepare and then they must speak about the topic. Their
partner is then supposed to ask 2 questions, they are supposed to answer them, and then they
are supposed to listen to their partner talk about his/her topic and ask him/her questions. The
“long turn” aspect of this task is somewhat similar to IELTS Speaking Part 2.

Writing Examinations (Mid and Final)
The mid-module and final Writing Exams each have one writing prompt on a topic related to
the course book. The mid-module is weighted less because it is hoped that students will
benefit from the feedback given on the mid-module exam and be able to produce a better
piece of writing on the final exam. The mid module and the final writing exams are
independent of each other and are on different topics.

Online Homework (Blackboard)
The online homework grade is based on the completion of 2 different types of Blackboard
assignments:
1) Progress Tests (worth 60% of the homework grade)
2) Writing Assignments (worth 40% of the homework grade)
For the Progress Tests, students must complete 7 or 8 progress tests (depending on level) and
achieve a score of at least 70% on each progress test in order for it to be counted. Students
have unlimited attempts to complete the Progress Tests.
For the Writing Assignments, students must submit 5. The writing assignments are graded on
Blackboard as “meets minimum requirements” or “does not meet minimum requirements”. At
some levels, a “2”, “1”, and “0” scale has been devised. Minimum requirements are
mentioned clearly in each Blackboard writing prompt. Minimum requirements also require
that Safe Assign (Blackboard’s plagiarism check) does not flag the assignment as significantly
plagiarized. Only those assignments which meet minimum requirements will count towards
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the students’ online homework grade. Teachers should also provide students with written
feedback on their writing assignments in Blackboard.

4.3 Academic Track (ELIS) Assessment Overview
The overall breakdown for assessment in the academic track is the same at all levels as
represented by the table and information below:
Assessment Component

Percent of Total Grade

End-of-Unit Weekly Review Tasks (Blackboard)

10%

Speaking Project

10%

Speaking Exam – Mid-Module

5%

Writing Exam - Mid-Module

5%

Writing Exam – End-of- Module

10%

Mid-Module CBT

20%

End-of-Module CBT

40%

Total

100%

4.4 ELIS Assessment Components
End-of-Unit Weekly Review Tasks (Blackboard)
The grade for the Blackboard Assignments is based on the completion of 2 different types of
Blackboard assignments:
1) Review Tasks (worth 60% of the grade)
2) Writing Assignments (worth 40% of the grade)
For the Review Tasks, students must complete 16 and achieve a score of at least 70% on each
review task in order for it to be counted. Students have unlimited attempts to complete the
Review Tasks.
For the Writing Assignments, students must submit 4. They are based on or related to the
“End of Unit Writing Task” in the Reading/Writing book. Teachers should cover in class all of
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the preliminary steps for the end of unit writing tasks, but the final step of writing a draft
should be done on Blackboard. The writing assignments are graded on Blackboard as “meets
minimum requirements” or “does not meet minimum requirements”. At some levels, they are
graded on a scale of “2”, “1”, or “0”. Minimum requirements are mentioned clearly in each
Blackboard writing prompt. Minimum requirements also require that Safe Assign (Blackboard’s
plagiarism check) does not flag the assignment as significantly plagiarized. Only those
assignments which meet minimum requirements will count towards the grade. Teachers
should also provide students with written feedback on their writing assignments in Blackboard.

Speaking Project
The Speaking Project is a multi-step project that culminates in a spoken presentation but also
involves other language skills. Each step of the project is graded with the final spoken
presentation accounting for 60-70% of the project’s overall grade.
In ELIS 101, students interview 3 other students about basic topics and report the results of
their interview (in 3rd person) to the class as the “final presentation”.
In ELIS 102, students give a 3-4 minute presentation about an interesting place, a device or a
technology. In addition to giving a final presentation, they also need to find sources of
information on their own and turn in a worksheet showing what they learned from their
sources.
In ELIS 103, students choose a topic related to one of the themes covered in the course book,
find sources of information on their own, turn in paragraphs stating what they learned from
each source, and then give a 4-5 minute final presentation. In this level, students approach
their topic from an informative/narrative perspective, primarily conveying to the audience the
information they learned about their topic.
In ELIS 104, students choose a topic related to one of the themes covered in the course book,
find sources of information on their own, turn in paragraphs stating what they learned from
each source, and then give a 5-6 minute final presentation. In this level, students approach
their topic from a problem-solution perspective, identifying a problem, suggesting possible
solutions, and trying to persuade the audience which solution is best.

Speaking Exam
The Speaking Exam focuses on more conversational exchanges that the students haven’t
prepared for in the same way they would prepare for a presentation. It may also include
interview-style questions. The interaction is between the student and the examiner. Topics
are related to the course book.
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Writing Exams
The mid-module and final Writing Exams each have one writing prompt on an academic topic
related to the course book. In levels 1 and 2 the exams have two sections. The first section
focuses on punctuation, word order, and identifying/correcting mistakes in a text. The second
section is a writing prompt. In levels 3 and 4, the writing exam only has a prompt since the
expected length of writing is longer. Depending on the exact requirements of the prompt and
depending on the level, students are sometimes given input material (written in note form in a
table) in addition to the prompt itself.

Computer-Based Mid-Module Examination
The mid-module CBT is given at the beginning of the 4th week of instruction. It is worth 20% of
the students’ grade and is worth 40-42 points depending on the level. The exact breakdown of
the CBT and weighting of the skills varies slightly from level to level and is available in a
separate document, “Academic Track CBT Item Distribution”.
Overall, the CBT contains multiple reading and listening passages, grammar and vocabulary
sections, and in most levels a section testing Academic Writing Skills that are taught in the
book and that are testable in a standardized, computer-based format. Examples (at various
levels) include, but are not limited to, items where students have to match the first half of a
sentence to the relevant second half, items where students have to identify whether
something is a topic sentence, supporting sentence, or concluding sentence, items where
students have to determine what would be an appropriate follow-on sentence to support a
given topic sentence, and items where students have to interpret a graph.
The exam may contain any of the following item types: 3-option MCQ (for 101 and 102), 4
option MCQ (for 103 and 104), 5 or 6 option MCQ (only for a limited number of academic
writing skills items), matching (using drop-down boxes), and multiple response (for example:
which 2 things does the text say about…).

Computer-Based End-of-Module Examination
The final CBT is given at the end of the last week of instruction. It is worth 40% of the students’
grade and is worth 52-60 points depending on the level. The exact breakdown of the CBT and
weighting of the skills varies slightly from level to level and is available in a separate document,
“Academic Track CBT Item Distribution”.
Like the mid-module CBT, the final CBT contains multiple reading and listening passages,
grammar and vocabulary sections, and a section testing Academic Writing Skills in most levels,
as described in the mid-module section above.
Like the mid-module exam, the exam may contain any of the following item types: 3-option
MCQ (for 101 and 102), 4 option MCQ (for 103 and 104), 5 or 6 option MCQ (only for a limited
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number of academic writing skills items), matching (using drop-down boxes), and multiple
response (for example: which 2 things does the text say about…)

4.5
ELIE 101 Assessment Overview
Assessment Component

Units Assessed

8 “End of Unit” Writing
Assignments
Quiz 1 (CBT)
Speaking Project 1

Unlock Book 2, Units 5-8
Unlock Book 3, Units 1-4
Unlock Book 2, Units 5,6
Unlock Book 2, Units 5-8
Unlock Book 2, Units 7,8; Unlock
Book 3, Unit 1
CBT: Unlock Book 3, Units 2,3,4
Speaking Project: Unlock Book 3,
Units 1-4
Writing: Unlock Book 2, Units 5-8
and
Unlock Book 3, Units 1-4

Quiz 2 (CBT)
Final Exam
Writing
Speaking
Project 2
Final CBT

10%
10%
20%

Total

Percent of
Total
Grade
20%
15%
10%
15%

40%

100%

4.6 ELIE 101 Assessment Components
detailed discussion of the assessment tools used in ELIE 101 is presented below.

Speaking Project 1 and Speaking Project 2
Full documentation for Speaking Projects 1 and 2 are provided in separate, extensive
documents for teachers and students. However, the two speaking projects are both multi-step
projects that culminate with an in-class presentation. While the end product is a spoken
presentation, the steps that lead up to the product may include other language skills including
listening, reading, and/or writing. Speaking Project 2 is included as part of the 40% of the
grade allocated for the “final exam”. However, the presentation for Speaking Project 2 is done
in class on a different day from the final exam.

Writing
“End of Unit” Writing Assignments
At the end of each unit in the Unlock Reading/Writing book, there is a writing assignment.
After completing all preparatory steps as outlined in the course book, students should write
the assignment in class and turn it in for a grade. It is up to the department to decide whether
the students will write the assignment in class or for homework. Students should be given an
opportunity to revise their writing based on teacher feedback.
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Final Writing Exam
The final writing exam will be written under exam conditions and will require students to write
on a topic related to one of the units covered during the semester.

Computer-Based Quizzes and Final Examination
Item Types on the CBT Quizzes and Final CBT Exam
The CBT exams may contain any of the following item types: 3-option MCQ, 4-option MCQ,
matching (using drop-down boxes), multiple response (for example: which 2 things does the
text say…), and drag and drop.
Quizzes:
 Content: Listening & Reading Comprehension, Grammar Usage, Vocabulary.
 Format: All objective question types listed above
 Frequency: Two quizzes.
 Time: Quiz 1 (60 minutes); Quiz 2 (75 minutes)
 Weight: 30% of final grade (15% for each quiz)
Final Examination:
 Content: Listening & Reading Comprehension, Grammar Usage, Vocabulary.
 Format: All objective question types listed above
 Frequency: One at end of semester.
 Time: 90 minutes
 Weight: 20% of final grade.

4.7
ELIE 102 Assessment Overview
The Table below presents the grade components for ELIE 102:
Assessment Component

Units Assessed

8 “End of Unit” Writing Assignments
Quiz 1 (CBT)
Speaking Project 1
Quiz 2 (CBT)
Final Exam
Writing
Speaking Project 2
Final CBT
Total

10%
10%
20%

Unlock Book 3, Units 5-8
Unlock Book 4, Units 1-4
Unlock Book 3, Units 5,6
Unlock Book 3, Units 5-8
Unlock Book 3, Units 7,8; Unlock Book 4,
Unit 1
CBT: Unlock Book 4, Units 2-4
Speaking Project: Unlock Book 4, Units 1-4
Writing: Unlock Book 3, Units 5-8 and
Unlock Book 4, Units 1-4

Percent of
Total Grade
20%
15%
10%
15%

40%

100%
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4.8 ELIE 102 Assessment Components

A detailed discussion of the assessment tools used in ELIE 102 is presented below.

Speaking Project 1 and 2
Full documentation for Speaking Projects 1 and 2 are provided in separate, extensive
documents for teachers and students. However, both projects are multi-step projects which
culminate with an in-class presentation. While the end product of each project is a spoken
presentation, the steps that lead up to the product may include other language skills including
listening, reading, and/or writing. Speaking Project 2 is included as part of the 40% of the
grade allocated for the “final exam”. However, the presentation for Speaking Project 2 is done
in class on a different day from the final exam.

Writing
“End of Unit” Writing Assignments
At the end of each unit in the Unlock Reading/Writing book, there is a writing assignment.
After completing all preparatory steps as outlined in the course book, students should write
the assignment in class and turn it in for a grade. It is up to the department to decide whether
the students will write the assignment in class or for homework. Students should be given an
opportunity to revise their writing based on teacher feedback.
Final Writing Exam
The final writing exam will be written under exam conditions and will require students to write
on a topic related to one of the units covered during the semester.

Computer-Based Quizzes and Final Examination
Item Types on the CBT Quizzes and Final CBT Exam
The CBT exams may contain any of the following item types: 3-option MCQ, 4-option MCQ,
matching (using drop-down boxes), multiple response (for example: which 2 things does the
text say…), and drag and drop.
Quizzes:







Content: Listening & Reading Comprehension, Grammar Usage, Vocabulary.
Format: Multiple Choice Questions (MCQs).
Frequency: Two quizzes.
Time: Quiz 1 (60 minutes); Quiz 2 (75 minutes)
Weight: 30% of final grade (15% for each quiz)

Final Examination:
 Content: Listening & Reading Comprehension, Grammar Usage, Vocabulary.
 Format: Multiple Choice Questions (MCQs).
 Frequency: One at end of semester.
 Time: 90 minutes
 Weight: 20% of final grade.
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4.9
ELCA Assessment Overview
Student assessment in the ELCA Track is based on examinations which test listening and
reading comprehension and grammatical and lexical usage. For more details, see section on
Formal Assessment below.
The Table below presents the grade components for the ELCA Track:
Assessment Component
Computer-Based Mid-Semester Examination
Computer-Based Final Examination
Total

Percent of Total Grade
40%
60%
100%

4.10 ELCA Assessment Components

Computer-Based Mid-Semester and Final Examinations
Mid-Semester:
 Content: Listening & Reading Comprehension, Grammar Usage, Vocabulary.
 Format: Multiple Choice Questions (MCQs).
 Frequency: One mid-semester exam.
 Time: 70 minutes.
 Weight: 40% of final grade.
Final Examination:
 Content: Listening & Reading Comprehension, Grammar Usage, Vocabulary.
 Format: Multiple Choice Questions (MCQs).
 Frequency: One at the end of semester.
 Time: 90 minutes.
 Weight: 60% of final grade.
The Mid-Semester and Final Examinations fulfill the University requirement that at least 40% of
the students’ grades come from standardized objective tests. Tests are level-specific and
consist of multiple choice questions (MCQs). MCQs are taken exclusively from language items
covered in the prescribed course books and are drawn from language items specified in CLOs
and course goals for the levels being assessed. These exams are given through a computerbased system. Multiple versions are given for each level. And for each version, the options are
randomized for all sections, and for certain sections, questions are also chosen from a
computerized test-bank randomly, according to an exam blueprint. Content is common to all
versions, but the question choices and ordering vary in order to maintain examination security.
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The types of questions on the mid-semester CBT are the same for both levels. The midsemester CBT contains 1 reading passage with five questions, 2 short listening passages with 2
questions each and 1 listening item where they hear a sentence or two and need to choose an
appropriate response to the sentence(s) they have heard. Both levels also have 10 grammar
questions and 10 vocabulary questions.
For the final CBT exam, both ELCA 101 and ELCA 102 have 2 reading passages with 5 questions each, 2
short listening passages with 2 questions each, 1 long listening passage with 4 questions, and 2 listening
items where they hear a sentence or two and need to choose an appropriate response to the
sentence(s) they have heard. Both levels also have 13 grammar questions and 12 vocabulary questions.
The level and difficulty of the listenings and readings vary according to the level of the course, content
of the coursebooks. The CTU has test specifications for the listening and reading items that reflect this.

4.11
ELIG Assessment Overview
The Table below presents the grade components for the ELIG Track.

Assessment Component
Blackboard Assignments
Quiz 1 (CBT)
Speaking Project 1
Mid-Semester Writing Exam
Quiz 2 (CBT)
Final Exam
Writing
Speaking
Project 2
Final CBT
Total

10%
10%
20%

Units Assessed*
ELIG 101
ELIG 102
Unlock Book 2, Units
Unlock Book 1, 1,3-8
1-7
Unlock Book 1, Units Unlock Book 2, Units
1,3
1,2
Unlock Book 1, Units Unlock Book 2, Units
1,3,4
1-3
Unlock Book 1, Units Unlock Book 2, Units
1,3,4
1-3
Unlock Book 1, Units Unlock Book 2, Units
4-6
3-5
CBT: Unlock Book 1, CBT: Unlock Book 2,
Units 6,7
Units 6,7
Speaking Project:
Speaking Project:
Unlock Book 1, Units Unlock Book 2, Units
5-8
4-7
Writing: Unlock
Writing: Unlock Book
Book 1, 1,3-8
2, Units 1-7

Percent of
Total Grade
10%
15%
10%
10%
15%

40%

100%
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4.12 ELIG Assessment Components
A detailed discussion of the assessment tools used in the ELIG English Track is presented below.

Speaking Projects 1 and 2
Full documentation for Speaking Projects 1 and 2 for each level are provided in separate,
extensive documents for teachers and students. However, in each level the two speaking
projects are both multi-step projects that culminate with an in-class presentation. While the
end product is a spoken presentation, the steps that lead up to the product may include other
language skills including listening, reading, and/or writing. Speaking Project 2 is included as
part of the 40% of the grade allocated for the “final exam”. However, the presentation for
Speaking Project 2 will be done in class on a different day from the final exam.

Writing Examinations
Writing Exams will be on a prompt based on an academic topic related to units covered in the
course books.

CBT Quiz 1 and Quiz 2
CBT Quizzes 1 and 2 will include reading, listening, grammar, and vocabulary from the units
specified in the table above.

Final CBT Exam
The final CBT exam will include reading, listening, grammar, and vocabulary from all units
covered.

Blackboard Assignments
The grade for assignments on Blackboard is based on the completion of 2 different types of
Blackboard assignments:
1) Progress Tests (worth 50% of the grade)
2) Writing Assignments (worth 50% of the grade)
For the Review Tasks, students must complete 28 and achieve a score of at least 70% on each
review task in order for it to be counted. Students have unlimited attempts to complete the
Review Tasks. For the Writing Assignments, students must submit 7. They are based on the
“End of Unit Writing Task” in the Reading/Writing book. Teachers cover in class all of the
preliminary steps for the end of unit writing tasks, but the final step of writing a draft is done
on Blackboard. Teachers provide students with written feedback on their writing assignments
in Blackboard. Review Tasks and Writing Assignments are assigned weekly after the relevant
course book unit has been fully covered in class.
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4.13 Students’ Progression through Levels (ELIS & ELIA)
KAU uses the following grading scale:

%

Grade

Out of 5

95-100

A+

5.0

90-94

A

4.75

85-89

B+

4.5

80-84

B

4.0

75-79
70-74
65-69
60-64
< 60

C+
C
D+
D
F (fail)

3.5
3.0
2.5
2.0
1.0

Based on the above grading scale, 'General Track ' and 'Academic Track 'students need a
score of 60% or above for promotion to a higher ELI level.
Students are afforded a maximum of three additional opportunities to take all four ELI
courses which must be successfully completed by the end of the first semester of their
second academic year at KAU. In case of failure to pass the required ELI program in the
time allowed, the rules and regulations for KAU Preparatory Year students are applied by
the concerned KAU staff.
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Chapter Five
The Academic Management System
5.1 Introduction
The Academic Management System (AMS) was introduced at ELI at the start of the
2017 – 2018 academic year.
5.2. Academic Management System Overview
As an educational organization of excellence, ELI understands the value and importance of
providing its faculty with continuous and effective academic and management support
services, as well as ongoing operational and logistical support.
The primary function of the Academic Management Unit (AMU) is to facilitate the academic
process for both faculty members and students, ensuring ELI operational effectiveness in
accordance with University academic rules and regulations. The Unit is also tasked with
implementing the ELI Mission and providing effective communication between faculty
members and ELI administration and units. To accomplish this, the AMU serves the ELI’s faculty
with academic guidance and support, and the ELI administration with coordination and
operational and logistic services. There are a variety of important areas the AMU is responsible
for within this academic support and service framework. The services provided are classified
into three clear but inter-linked areas.

Academic Management
● Linking the faculty with the ELI’s administration and development leadership;
● Preparing and distributing the Academic Calendar for each module in coordination with
other stakeholders.
● Ensuring all ELI policies regarding teaching, dress code, etc. are implemented.
● Responding to higher administration requests to investigate any complaint from
students, faculty and admin, or any other stakeholder.
● Coordinating the formation of all assigned committees that support different units and
vice-deanships.
● Communicating important updates to staff and students from other units.
● Supporting preparation and compilation of NCAAA course reports in coordination with
other campuses.

Academic Coordination:
● Linking faculty with the ELI’s administration
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● Orientating new and existing faculty regarding the ELI’s Mission, frameworks, policies,
procedures, and development goals and any changes thereof through bespoke face-toface and blended learning training programs, according to the Continuing Professional
Development Framework;
● Facilitating faculty in their professional development through provision of face-to-face
ELT training in close cooperation with the Professional Development Unit;
● Regularly monitoring and reporting on the instructional process
● Providing guidance on classroom best practice.

Logistic Coordination:
● Assigning faculty according to the needs of the class schedules and collecting data on
attendance for in-class and office hours;
● Scheduling and monitoring all assessment, placement testing, and training duties as
required;
● Implementing and managing the Cover Teacher Policy in order to ensure minimal
impact on student learning and teaching quality;
● Printing, delivering, gathering, and storing assessment and testing material received
from the Curriculum and Test Development Unit (CTU) while implementing best
practice to maintain test security and integrity;
● Coordinating and monitoring the uploading of student attendance and grades;
● Ensuring effective operation of all classroom technology, facilities and equipment in
coordination with the related responsible ELI and KAU parties;
● Supporting the adoption and adherence to all KAU and ELI policies and procedures
including all NCAAA and CEA requirements with the responsible ELI parties;
● Supervising members of the Special Needs team;
● Coordinating faculty members for student activities;
● Coordinating instructional supplies.
● Maintaining smooth operation of the educational process
Each of the above serves to support ELI through the daily continuous provision of high quality
robust academic support services for faculty and the complete integration of all strategic plans,
developmental goals and operational requirements of the ELI administration and leadership.

5.3 Detailed Breakdown of AMU Responsibilities
As the highest profile and well-provisioned ELI unit, the AMU position and role are critical to
further ELI development goals and ensure that its operational abilities are effectively utilized.
Each of the above-mentioned areas of responsibility is detailed below.

5.3.1. Academic Managers
As the leaders of the AMU on each campus, the Academic Managers (AMs) are a vital
component to the effective implementation of all policy and procedures required and provide
a functioning connection between faculty and management. There is one on each campus.
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5.3.1.1. Linking Faculty and ELI
Academic Managers act as the bridge between the various levels of the ELI. They handle
the daily operations of the ELI that include both the academic and logistic realities of such
an institution as well as implement the mission and decisions of management. The AMs
coordinate the smooth transaction of all communications between the various units that
impact the classroom experience.

5.3.1.2. Academic Calendar
Each module, an academic calendar is prepared or updated to indicate the dates for testing
and assessment requirements, including make-ups. As this is done in conjunction with the CTU
and Student Affairs, the initial process is centralized on the Men’s Campus under the
responsibility of the Lead Academic Manager (LAM). Once a preliminary calendar is produced,
it is sent to the AMs on other campuses and to the Vice-Dean for Academic Affairs so that any
issues can be resolved and the calendar approved for general circulation. The CTU bases its
pacing guide on this calendar.

5.3.1.4 Ensuring Implementation of all ELI Policies
Teachers are oriented upon starting work at ELI and reminded concerning adherence to the
Faculty Handbook at the start of each module. Coordinators report issues to the LAM who
decides levels of action or escalation. Deviation from any of the policies or guidelines is
recorded and may be used during Performance Management.

5.3.1.5 Investigating Complaints Requested by the Higher Administration
Once a complaint is received from the Higher Administration, the LAM/ AM investigates with
the teacher, student or any other stakeholder. A report is sent with findings to the Vice-Dean
for Academic Affairs, who makes a decision regarding further necessary action.

5.3.1.6 Coordinating the Formation of all Assigned Teachers and Committees
In order to support different ELI units and vice-deanships, requests from all unit heads,
committee heads, and vice-deanships are received regarding the need for teachers to support
them. Teachers are assigned to different units, committees and vice-deanships according to
needs with preferences being taken into consideration as much as possible. Teacher
assignments are recorded and each unit is sent their list of assigned personnel. Teachers are
informed of their assigned unit and any requests of amendments are accommodated based on
availability and mutual consent.
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5.3.1.7 Communicating important updates to staff and students from other ELI units
Important updates are communicated on Saturday each week. Updates from ELI units are
received by email and are incorporated in the weekly update and sent out by the LAM after
approval from the Vice-Dean for Academic Affairs. If an announcement contains a large
amount of information, the LAM can send it during the week to all teachers after approval
from the Vice- Dean for Academic Affairs. If updates are urgent, an email is sent to all teachers
by the LAM immediately following approval from the Dean or any Vice-Dean

5.3.1.8 Remedial Services via Academic Counseling Committee
A major goal of providing remedial services is to cater for weak and underperforming students
in order to modify our teaching practices and improve students' performance as per ELI
requirements, via the Academic Counseling Committee (ACC).
All of the above is in-keeping with best practice standards and the CEA and NCAAA
requirements. In addition, it ensures ELI is committed to meeting and exceeding all of its
responsibilities as a leading ELT organization. The AMs are responsible for managing this
monitoring process through their teams. Consultation and cooperation with Quality Assurance
and other units is required for this area of responsibility.

5.3.1.9. NCAAA Course Reporting
The diagram below details the NCAAA Course Reporting Process:
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AMU prepares Grade Data and sends it to section
teachers through QA (every module)

Teachers complete Section Course Reports (SCRs) and
send it back to QA (every module)

QA gathers SCRs and authors Campus Course Reports
for each ELI course (every module)

At the end of the year QA combines all Campus Course
Reports and authors Annual ELI Reports

The NCAAA requires that a course report is completed for every section at the end of every
quarter. The diagram below details the NCAAA Course Reporting process
To begin with, AMU compiles student performance grade data for Section Course Reports
(SCR), which are then sent to the faculty members to help them fill out SCRs for their specific
section. Once the faculty members have completed SCRs, these are then sent to the Quality
Assurance Unit (QAU) for approval
Once these are completed, all Section Course Reports are gathered by the QAU and the data is
combined into a Campus Course Report for each of the ELI courses. These reports are then sent
to the concerned Vice- Dean on campus for feedback and approval. These reports are then
presented to all unit heads and Vice Deans for co-approval. Once finalized, the Campus Course
Reports are sent by the ELI Vice-Dean for Development to the ELI Dean for review and
approval. At the end of each Academic Year, the QAU gathers all Course Reports and prepares
an annual ELI Report.

5.3.2. Academic Coordinators
The management division of the AMU is made up of suitably qualified and experienced TESOL
instructors that are enrolled in, or have completed, the Trainer the Trainer program developed
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by Cambridge University Press. These Academic Coordinators (ACs) are the line managers to
teachers. Each AC is responsible for a team of teachers and their performance in terms of
professionalism and service to the ELI.

5.3.2.1. Linking Faculty and Administration
Effectively linking faculty with the ELI leadership and development team is one of the most
important ELI processes. It is through careful construction and implementation of policy and
procedure mechanisms, in-line with all relevant accreditation and quality standards, that the
ELI is able to maintain the highest level of academic excellence in all its classroom practices.
ACs, as direct line-managers to all teaching faculty, are directly responsible for assuring that all
groups of stakeholders, faculty and administration, are connected in keeping with ELI’s
Mission, Goals, and Values. The AMU is the ELI’s on-site resource and expertise team, and ACs
are expected to have a well formed and thorough understanding of all of ELI components,
systems, and organizational details.
ACs are required to hold regular meetings with their teams of teachers to ensure that crossfaculty communication is ongoing. It is the intention of these meetings to encourage the
sharing of knowledge and to create an environment of support and cooperation. The training
on management in education is designed to give ACs the knowledge and confidence to operate
in this type of role.

5.3.2.2. Faculty Orientation
A well-informed faculty makes for an effective teaching team. The ACs are responsible for all
typical faculty orientation training and services. This includes a comprehensive induction of
new faculty as they join the ELI teaching team. In addition, regular orientation of all faculty
should be provided on a continuous basis for supporting a comprehensive and shared
understanding of all the ELI’s frameworks, policies, procedures, accreditation and quality
systems, mission and development goals, as well as its operational requirements and systems.
Such orientation is delivered through a dynamic combination of face-to-face and online modes.

5.3.2.3 Monitoring the Learning Process
It is a requirement of both the CEA and the NCAAA that the ELI monitor all aspects of the
learning process. For this reason, the AMU is tasked with continually monitoring student
performance data, for all learners, for each course and for all sections through the systematic
and unified consistent analysis of student results in the variety of assessment instruments and
items against set KPI interpretive benchmarks. The AMs provide relevant stakeholders with
immediate insight into the learning process. In this way ELI is able to institute long-term and
short-term processes to aid the learning process and streamline its workflow and resource
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allocation practices. The ACs monitor the effectiveness of individual teachers as well as
particular teaching strategies and styles.

5.3.2.4. Classroom Best Practice
As experienced and qualified professionals, the ACs, during their regular meetings with
teachers, can advise teachers on best practices for use inside the classroom. This includes
guidance on lesson planning, student motivation and management, and the teaching of large,
diverse classes. ELI faculty is facilitated in their professional development through provision of
face-to-face ELT training in close cooperation with the Professional Development Unit.

5.3.2.5. Regularly monitoring and reporting on the instructional process
An activity log is a shared through Google sheet to each Academic Coordinator to record their
notes about the daily proceedings in their building. Instructors assigned to each AC are
monitored regularly. All the key points relevant to Professionalism and Service to the Institute
are regularly recorded and reported with assistance of the Logistic Coordinators This sheet may
be used for teacher evaluations.

5.3.3. Logistic Coordinators
In conjunction with the academic support provided by the team of ACs, the AMU has a second
group that manages the operational needs of the ELI through a team of Logistic Coordinators
(LCs). These coordinators are key to ensuring that the daily functions of ELI meet the expected
level required to guarantee student satisfaction and optimal performance.

5.3.3.1. Faculty Scheduling
The goal of AMU is to make efficient and effective use of the available pool of teachers on each
campus. To achieve this, the AMU LC team oversees the scheduling of faculty members to
ensure a teacher for every class and assigns resources to other units as required. The
scheduling process takes into consideration expected workloads in order to make full and
efficient use of all faculty members. As it is essential that faculty are readily accessible to
students, the AMU also takes into consideration the faculty’s requirement to post and maintain
regular office hours for the purpose of meeting students for consultation. The AMU maintains
a complete record of the assigned faculty members’ schedules, attendance, and office hours,
which may be used for performance review purposes. The AMU is open and available to assist
faculty members with any concerns or issues related to scheduling.

5.3.3.2. Other Scheduling
In addition to the scheduling of faculty to meet the requirements of the class sections opened
by the registrar each module, the LCs are responsible for scheduling and monitoring all
assessment, placement testing, and training duties as required. This includes any services
required by other units that relate to scheduling needs, such as external exams.
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5.3.3.3. Coordinating Faculty Absences
It is understood it is inevitable that even the most committed faculty members are sometimes
absent due to expected and unexpected events. It is imperative that the AMU ensure all
students still receive the same quality instruction they deserve and have come to expect. LCs,
therefore, regularly monitor teacher attendance, arrange for cover teachers as necessary and
implement all ELI policies and reporting procedures in this regard.

5.3.3.4. Test Administration
The AMU is responsible for the administration of all tests and assessments as directed by the
Curriculum and Test Development Unit (CTU) and according to the Academic Calendar for each
module. The duties included in this task are the printing of all materials required for paperbased testing or assessment, delivering these materials to the assigned teachers on the day of
the test, gathering the material back once completed, and monitoring any cross-checking of
grades in conjunction with the AC team. The LCs are responsible for guaranteeing that tests
and assessments are stored securely at all times and that their operational integrity is
preserved throughout this process. The storage of completed tests and assessment is under
the control of the LCs unless otherwise directed by the CTU. A secure storage room is required
with access limited to select LCs only.

5.3.3.5. Attendance and Grades
As part of its test administration duties, the LCs are responsible for ensuring that teachers are
uploading attendance and grades as required by ELI. The teachers are to be provided detailed
instructions and training for this, with regular monitoring so that teachers are completing these
duties on time and in the correct method. Any failure by a teacher to maintain accurate and
up-to-date attendance and grade records are to be sent adherence reminders with their AC
included in the communication.
With the implementation of ODUS for all student records and the gradual withdrawal of the
use of the Google Drive, it is imperative that this service is given at the highest level and that
there is cooperation between the two divisions of the AMU.

5.3.3.6. Maintenance of Classroom Facilities
It is imperative that faculty have the tools, equipment and material support they need to
prepare and deliver outstanding lessons. The LCs are responsible for ensuring all classrooms
have the required technology, furniture and equipment and that all are in good working order.
While not directly responsible for facilities and technology maintenance, the LCs are
responsible for reporting on issues as they arise, along with following up on how they are
handled by the responsible parties. In cases where the issue poses a significant challenge to
classroom teaching practices, the LCs seek out appropriate solutions. In addition, as part of its
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planning operations, the AMU oversees and coordinates the scheduling of regular maintenance
of ELI classroom facilities. Finally, high quality instruction requires significant amounts of
preparation by faculty. The AMU is responsible for ensuring all lesson preparation equipment,
materials and facilities provided by ELI are available to faculty and are in good working order.

5.3.3.7. Policy and Procedure Adherence
The policies of KAU and ELI are the mechanism through which the administration and senior
leadership seek to realize the mission, values and strategic goals of the organization. It is for
this reason, it is imperative that the LCs monitor, enforce, support and report on all areas of
policy and procedure adherence and effectiveness. This includes but is not limited to:
● KAU & ELI regulations and Code of Ethics;
● ELI Faculty Handbook;
● Attendance and adherence to scheduling;
● Participation in ELI training and professional development programs.
The AMU reporting system should inform all stakeholders on how well the above are being
adhered to and suggest any modifications that may improve this process.

5.3.3.8. Special Educational Needs
ELI recognizes the need for extra support for students with special educational needs. Because
of this, selected members of the faculty will be part of the Special Educational Needs (SEN)
program which will be part of the logistic side of the AMU, and assisted by LCs and ACs when
necessary. The SEN Manual contains guidelines for teaching and assessment that provides SEN
students with sufficient attention to facilitate the full realization and recognition of their
learning potential. The SEN Coordinator will need to liaise with ACs for orientation and training
of faculty with SEN students in their section and will be a regular attendee at any AMU
meetings.

5.3.3.9. Instructional Supplies
In order for teachers to fulfill their classroom duties, they need to have the necessary
instructional supplies (books). LCs are responsible for managing the teaching resources that are
provided to faculty and ensuring a sufficient quantity is in stock for the needs of the operation.
A complete record of allocated resources is kept and updated as appropriate.

5.3.3.10 Maintaining smooth operation of the educational process
An activity log is shared through Google sheet to each LC to record their notes about the daily
proceedings in their building. All the key points relevant to Professionalism and Service to the
Institute are regularly monitored, recorded and reported with assistance of the ACs. This sheet
provides data for the Annual Teacher Evaluation.
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5.3.11 Policy and Procedures Regarding Under-Achieving Students
Low performing and under achieving students are now referred to the Academic Counselling
Unit (ACU) for individual academic support from committee members on both campuses.
Students can be referred by class teachers, vice-deans and vice-deanships, or can volunteer
themselves and sign up for extra tuition in the areas they are finding to be problematic.
● Issue Identification and Causes During the Module
ELI requires that all faculty members closely monitor their students' performance and note any
significant student underperformance, deemed likely to negatively impact students' program
level promotion prospects. Faculty members are required to identify such students as early as
possible during each module, and as far as possible, they are required to identify the causes of
underperformance. This has to be done by the start of the module by noting:
●
●
●
●

late registration
low grades achieved in Mid-Module Writing Exam and Mid-Module CBT
low levels of attendance
poor in-class performance and participation

● Procedures During the Teaching Module
As ELI modules are of only six or seven weeks duration, it is imperative that actions to assist 'atrisk' students are taken no later than week three to allow sufficient time for performance
improvement prior to module end. Names and university student ID numbers of all students
identified as being 'at-risk' in terms of program level promotion prospects are then
immediately forwarded to campus ACUs. From then on the ACU assumes responsibility for
monitoring grades and performance of 'at-risk' students. The ACU monitors subsequent
assessment grades (Writing Tasks and Mid-Term) and takes appropriate action(s) according to
perceived student needs. The ACU provides remedial classes, counseling, and support.
Students can also be referred to the KAU University Counseling Center at the Deanship of
Student Affairs.
● End-of-Module Further Actions
If students referred to the above entities continue to underperform and fail to obtain the
necessary 60% overall module grade after taking the End-of-Module examination, then ELI
policy allows them to repeat the module. This also applies to students whose level promotion
prospects have not previously been identified as being 'at-risk'. This in effect gives all failing
students further opportunities to master the course content and pass up to the next program
level. There are four modules per academic year and one summer module. Students are
allowed to repeat failed levels, but KAU/ELI policy is that students must pass all four ELI
program levels within seven modules (one and a half academic years, which includes the
summer module) in order to exit the ELI PYELP and join university colleges to pursue their
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chosen bachelor's degrees. Students who do not manage to successfully complete the ELI
PYELP within the seven allowed modules are not allowed to join any college as regular
students. They can either study as external students or join another university.

The Academic Counseling Unit
The Academic Counseling Unit (ACU) is a sub-unit of the ELI’s Academic Management Unit. Its
primary goal is to assist the ELI PYELP students to overcome educational and personal
difficulties they might face at the institute. It essentially helps the low achievers and repeating
students who are identified as being “at risk.” Following the ELI language support policy, the
ACU assists learners in developing an effective study plan, to reduce their anxiety, enhance
their learning process and help them maintain an adequate level of motivation and
perseverance through a module.
The unit begins to take in students from the second week of every module and provides them
orientation programs to develop their academic, personal and social capabilities. The ACU also
provides learners one-to-one tutorial classes. The process of counseling and assistance
continues till the student has mastered the content and developed enough confidence in
his/her ability to perform better and achieve success on tests and exams. Students generally
take three classes per week. In some cases, they take tutorials every weekday and continue for
.the entire module.
The students who avail themselves of the services on offer are recommended by the ACU, the
ELI management and/or their class teachers. Many, seeking help, walk in voluntarily. They are
from both, academic and general tracks. They get guidance in grammar and vocabulary, and in
reading, writing and speaking skills. Some students get help with covering the coursework they
have missed out on, due to their late registration to a program. The objective of the ACU is to
assist learners with academic and personal issues, but it welcomes highly motivated learners as
well, who wish to enhance their knowledge and understanding of English.
A sizeable team of instructors from the academic and general tracks are obliged to put in a
minimum of six hours per week of their office time. With their expertise and help, the ACU
manages to provide language support and motivation to large numbers of 'at risk' students per
module.
5.4. Academic Management Unit Structure
The AMU exists to support the faculty and administration in their unified focus of providing all
students with high quality best possible teaching practice. It is structured to ensure that it is
capable of meeting this task and all the demands that the responsibilities, detailed above,
entail.
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The diagram above illustrates the reporting structure of the AMU.
Each of the roles complement each other to produce a simple streamlined reporting structure
and organization support system for stakeholders. The AMU has three key job titles, Academic
Manager, Academic Coordinator, and Logistic Coordinator. Of the Academic Managers, one is
assigned as the Lead Academic Manager who is responsible for coordinating efforts and
workflows between campuses in accordance with NCAAA Standard 2: Program Administration,
and more specifically the demands of Sub Standard 2.3: Relationship Between Sections for
Male and Female Students.

5.5. Cross-Campus Reporting and Collaboration Considerations
In order to comply with local norms and meet requirements laid out by NCAAA guidelines on
equal levels of reporting and responsibility sharing across Men’s and Women’s campuses,
special consideration has been taken with regards to the reporting system and instances when
meetings or discussions are required. This document covers only two areas: Activities related
to operation of the program and courses, and the practical ongoing and continual
implementation of policies and procedures; a broader set of long-term activities concerned
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with development and enhancement of the AMU’s and ELI’s practices overall. Both areas are
briefly described below.
Operational
AMs are required to communicate and meet regularly against a schedule
approved by the Deanship, to share data and information, integrate and sync
operations, and jointly agree on practice, policies and protocols and any other
issues and requirements related to the daily operation of their respective units.
Developmental
AMs need to share responsibilities and cooperate for the effective development
and enhancement of ELI’s practices. This includes both the concerns of the AMU
and the wider scope on issues related to other units and departments. The AMs
meet regularly for the purpose of development concerns. When needed, the
Lead Academic Manager is responsible for representing their collective interests
to the ELI and its executive leadership.
The above considerations for cross-campus reporting and collaboration is a tentative guide and
is subject to change and further development as part of a larger initiative to more effectively
implement NCAAA requirements in this regard for all ELI operations.

5.6. Academic Management Unit (AMU) & Evaluation Committee (EC)
Coordination
For the Academic Management System to benefit all stakeholders, it is imperative that there is
collaboration between the AMU & Evaluation Committee (EC). This collaboration will integrate
ELI administration & the learning teaching management with the EC. The heads of the AMU
and EC are required to meet regularly to collaborate and share information easily across the
two units to facilitate cross unit duties & to ensure the continuity of the workflow. At a later
stage, the Professional Development Unit (PDU) joins in to provide professional development
training sessions to the teachers based on the findings of the Evaluation Committee.

5.7. Lead Academic Manager
The integration and cooperation of male and female sections in the operation and
development of all courses at the ELI is a significant requirement of the NCAAA Standard 2:
Program Administration which reads (emphasis added):
“Program administration must provide effective leadership and reflect an
appropriate balance between accountability to senior management and the
governing board of the institution within which the program is offered, and flexibility
to meet the specific requirements of the program concerned. Planning processes
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must involve stakeholders (e.g. students, professional bodies, industry
representatives, teaching staff) in establishing goals and objectives and reviewing
and responding to results achieved. In sections for male and female students
resources for the program must be comparable and there must be effective
communication between them and equitable involvement in planning processes. The
quality of delivery of courses and the program as a whole must be regularly
monitored with adjustments made promptly in response to this feedback and to
developments in the external environment affecting the program.”
In addition, Sub Standard 2.3: Relationship between Sections for Male and Female Students
clearly states:
“In sections for male and female students the program coordinators and teaching
staff in both sections must participate fully in cooperative planning, decision making
and program and course reporting. There must be equitable distribution of resources
and facilities to meet the requirements of program delivery, research, and associated
services and quality evaluations must consider both performance in each section as
well as the program overall.”
This position is responsible for coordinating the entire operations of the AMU across
campuses. It monitors the work of all campuses and reports directly to the Vice-Dean for
Academic Affairs, who regularly reports to the ELI Dean on the health of the program. The role
is responsible for ensuring that all practices of the AMU Units on all campuses meet or exceed
expectations, working directly with the ELI’s senior leadership to coordinate all efforts between
campuses with the Academic Manager on each campus. The person responsible for this
position serves on the ELI’s relevant committees representing the entire AMU team.
The position is also responsible for:
● Preparing and distributing the Academic Calendar for each module in
coordination with other units.
● Reviewing and co-approving all similar reports approved by the AM on each
campus.
● Responding to higher administration requests to investigate any complaint from
students, faculty, admin person or any other stakeholder
● Coordinating the formation of all assigned teachers and committees that
support different ELI units and vice-deanships
The AMs are required to meet regularly with the LAM in order to synchronize their work,
determine and highlight resources needs, report on the performance of students on their
campuses, review NCAAA Course and other reports.
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The LAM is nominated by the Vice-Dean for Academic Affairs and appointed through the ELI
Dean.
As a token of gratitude for their services, at the completion of each and every successful
tenure, they receive a Letter of Recognition from the ELI stating their position within the AMU,
the period served, and their role and responsibilities during that time.

5.8. Academic Managers
This position is solely responsible for all AMU related issues on each campus. They coordinate
and cooperate directly to the LAM in order to facilitate cross-campus duties and are tasked
with ensuring all the AMU practices and policies are adhered to on their respective campuses.
The Academic and Logistic Coordinators report directly to them. Their practical duties include:
● Drafting and/or approving all required reports and analysis;
● Overseeing the scheduling of training and professional development in
coordination with relevant stakeholders;
● Monitoring the performance of Academic Coordinators;
● Managing Logistic Coordinators;
● Working with campus stakeholders to ensure operational and logistical
demands are met;
● Providing cascaded training to faculty and Academic Coordinators as needed;
● Ensuring all relevant ELI policies and procedures are adhered to on their
respective campuses;
● Serving as active members of relevant committees;
● Linking the faculty with the ELI’s administration and development leadership;
● Regularly monitoring and reporting on the instructional process
● Facilitating Preparing and compiling NCAAA course reports
The Academic Manager on the Women’s Campus is nominated by the campus Academic Affairs
Unit Head and appointed by the Vice-Dean in agreement with the Vice-Dean of Academic
Affairs and the LAM. All appointments are conditional on the final approval of the Dean.
In order to ensure a dynamic and continually developing staff, in addition to meeting the
position requirements listed below, the maximum consecutive number of semesters a person
may hold this position is four. Their performance is assessed by their respective reporting
Academic Affairs Unit Head who, after their first two semesters in the position, may nominate
them to continue for the following two if they meet or exceed all job duties and KPI
requirements.
Once a person has reached this limit, they may be assigned to another Unit but may not work
for the AMU for at least one full semester. In most cases, it is recommended that they serve as
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a classroom instructor in order to ensure they have a realistic and well informed perspective on
classroom practices and realities.
As a token of gratitude for their services, at the completion of each and every successful
tenure, they receives a Letter of Recognition from the ELI stating their position within the
AMU, the period served, and their role and responsibilities during that time.

5.9 Academic Coordinators
Academic Coordinators serve as the line-managers for all faculty and report directly to their
campus’ Academic Manager. They may serve up to 60 teachers at a time, depending on staffing
numbers, and are directly responsible for maintaining the academic standards of the ELI as well
as the faculty performance management policies for their assigned instructors. The following
are among the position's key responsibilities:
● Effectively linking faculty with the ELI leadership
● Orientating faculty regarding the ELI’s Mission, frameworks, policies, procedures, and
development goals through bespoke face-to-face and blended learning training
programs;
● Supporting faculty in their professional development through the provision of face-toface ELT training in close cooperation with the Professional Development Unit;
● The ongoing and summative evaluation of ELI faculty’s professionalism and service to
the ELI;
● Supporting the adoption and adherence to all KAU and ELI policies and procedures
including all NCAAA and CEA requirements.
● Regularly monitoring and reporting on the instructional process
● Giving guidance on classroom best practice.
● Regular meetings to update them about the ELI proceedings
As with AMs, ACs may only serve for up to four consecutive semesters. They must also meet or
exceed the position requirements found below. They are nominated by their campus AM and
confirmed by the Campus’s respective Vice-Dean. After their first two semesters in the
position, their performance is reviewed by the campus AM, who may nominate them for an
additional two if they meet or exceed all job duties and KPI requirements.
On the Men's Campus, they are nominated by the LAM and appointed by the Vice-Dean for
Academic Affairs. On the Women's Campus, they are nominated by the AM, confirmed by the
Academic Affairs Unit Head and appointed by the campus Vice-Dean. After their first two
semesters in the position, their performance is reviewed by the campus AM, who may
nominate them for an additional two if they meet or exceed all job duties and KPI
requirements.
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As a token of gratitude for their services, at the completion of each and every successful
tenure, they receive a Letter of Recognition from the ELI stating their position within the AMU,
the period served, and their role and responsibilities during that time.

5.10 Logistic Coordinators
As LCs are involved in a variety of tasks including test administration, scheduling, and
attendance monitoring, this team needs a diverse set of members to competently manage the
sharing of these duties. The quantity of time consuming activities that the LCs are responsible
for means that a significant number of faculty and non-faculty administrative members are
needed. Their collective duties include:
● Maintaining the scheduling of teachers into classes;
● Monitoring teacher attendance and coordinating teacher absences in order to ensure
minimal impact on student learning and quality of teaching;
● Distributing supplies;
● Monitoring the functionality of classroom technologies and equipment;
● Scheduling meetings and events;
● Reporting on violations to policy or procedure;
Within this logistic area of the AMU, a faculty member will be nominated to be in-charge-of
each of the main areas of concern:
●
●
●
●

Test administration;
Scheduling;
Attendance monitoring;
Attendance and grade uploading.

A SEN Coordinator and other SEN members will be included in this team. Their tasks include:
● Overseeing faculty assigned to Special Needs;
● Maintain a relevant and up-to-date SEN Manual.
All members report to the Academic Manager on their respective campus.

5.11 Assistant to Academic Manager
Depending on the situation on each campus, an assistant may be required to help the AM with
administrative duties that the AMU is responsible for carrying out. These duties include:
● Compiling and sending out weekly reminders and updates to teaching faculty;
● Sending meeting and agenda details for meetings;
● Taking minutes during meetings and recording action points;
● Translating any required documents into English/Arabic.
These duties are performed by LCs if an assistant to the AM is not appointed or not required.
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The assistant reports to the AM on their respective campus.

5. 12 Job Descriptions
Job Description:

Revision: 01

Lead Academic Manager

6 February 2020

1. Position Description
1.1

Job/Position Title:
Lead Academic Manager

1.2

Organizational Unit:

1.3

Directly reports to:

Academic Management Unit

Vice Dean of Academic Affairs
(Indicate Job Title)
1.4

Supervises:

(Indicate positions &
nos.
reporting to this
position)

1.7.1

Academic Managers (4)

1.7.2

Logistic Coordinators (6+)

1.7.3

Academic Coordinators (5)

1.7.3

English Language Teachers (215+)

2. Major Work Tasks

List down major tasks/activities expected of the incumbent on a regular basis.

This position is responsible for coordinating the entire operations of the Academic Management Unit across all campuses. It
monitors the work of all campuses and reports directly to the Vice-Dean for Academic Affairs, who regularly reports to the ELI
Dean on the health of the program. The role is responsible for ensuring that all practices of the Units of AMU on all campuses
meet or exceed expectations, working directly with the ELI’s senior leadership to coordinate all efforts between campuses with the
Academic Manager on each campus. The person responsible for this position serves on the ELI’s relevant committees representing
the entire AMU team. The Academic and Logistic Coordinators on their campus report directly to them.
Academic Management (as Lead)
●
Preparing and distributing the Academic Calendar for each module in coordination with other units.
●
Responding to higher administration requests to investigate any complaint

●
●
●
●

Correlating all ELI academic reports, including NCAAA, CEA and internal ELI student and faculty analysis reports in coordination with
other campuses.
Reviewing and co-approving all similar reports approved by the Academic Manager on each campus.
Linking the faculty with the ELI’s administration and development leadership;
Regularly monitoring and reporting on the instructional process with particular focus on student performance;
Preparing and compiling NCAAA course reports in coordination with Quality Assurance

●

Communicating important updates to staff and students from other ELI units

●
2
.
1

Academic
Management
2
●
Drafting and/or approving all required reports and analysis;
.
2
●
Overseeing the scheduling of training and professional development in coordination with relevant stakeholders;
●
Monitoring the performance of Academic Coordinators;
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●
●
●
●
●
●
●
●
●

Managing Logistic Coordinators;
Working with campus stakeholders to ensure operational and logistical demands are met;
Providing cascaded training to faculty and Academic Coordinators as needed;
Ensuring all relevant ELI policies and procedures are adhered to on their respective campuses;
Serving as active members of relevant committees;
Providing faculty evaluation services as needed.
Linking the faculty with the ELI’s administration and development leadership;
Regularly monitoring and reporting on the instructional process with particular focus on student performance;
Preparing and compiling NCAAA course reports

Academic Coordination (through Academic Coordinators)
●
2
.
3

●
●
●
●

●
●
●

Orientating faculty regarding the ELI’s Mission, frameworks, policies, procedures, and development goals through bespoke face-toface and blended learning training programs;
Supporting faculty in their professional development through the provision of face-to-face ELT training in close cooperation with the
Professional Development Unit;
Continuous performance management of faculty;
Providing model classroom instructional practice when necessary;
Supporting the adoption and adherence to all KAU and ELI policies and procedures including all NCAAA and CEA requirements.

Regularly monitoring and reporting on the instructional process;
Giving guidance on classroom best practice;
Regular meetings to update them about the ELI proceedings;

Logistic Coordination (through Logistic Coordinators)
●
●

2
.
4

●
●
●
●
●
●
●
●
●
●

Maintaining the scheduling of teachers into classes;
Monitoring teacher attendance and coordinating teacher absences in order to ensure minimal impact on student learning and quality
of teaching;
Distributing supplies;
Monitoring the functionality of classroom technologies and equipment;
Scheduling meetings and events;
Reporting on violations to policy or procedure;
Overseeing faculty assigned to Special Needs;
Maintain a relevant and up-to-date SEN Manual;
Compiling and sending out weekly reminders and updates to teaching faculty;
Sending meeting and agenda details for meetings;
Having minutes taken during meetings and recording action points;
Having any required documents translated into English/Arabic.

List down required or alternative competency of any machine, equipment, tool, other hardware,

3. Technical Competency
software, etc. Indicate expected level of competence and whether certificate is required or not.
Certificate
Reqd?

Skill Level
Competency/Skill

3.1

(N/A)
Not
applicabl
e

Basi
c

Expe
rt

Yes

No

❑

❑

■

❑

■

Microsoft Office
3.1
.1

Word, Excel
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3.1
.2
3.2

PowerPoint

ODUS Plus
3.2
.1

KAU ODUS Plus

3.2
.2

❑

■

❑

❑

■

❑

❑

❑

❑

■

❑

■

❑

❑

■

❑

❑

❑

❑

❑

4. Educational & Professional Qualification
4.1 Minimum Academic Attainment

4.2 Field of Study (Major/Specialty)

4.1.1

❑ High School/Secondary

4.1.2

❑ Diploma (Associate)

4.2.1

_

4.1.3

❑ University/College (BS, BA)

4.2.2

_

4.1.4

■ Graduate (MS/MA, MBA, PhD)

4.2.3

_MA TESOL/TESOL Leadership or equivalent

4.1.5

❑ Other:

4.2.4

_

5. Work Experience
5.1

[ 5 ] Years of academic management experience required, preferably in a college or university environment

5.2

5.2.1

Meet or exceed the requirements of the Academic Manager position at the ELI.

5.2.2

Project management skills are essential

5.2.3

Experience of operational management such as managing resources, including people are desirable.

5.2.4

Experience of teacher training or trainer training is desirable for projects where this is the focus

5.2.5

Previous experience as an Academic Manager or Director of Studies is recommended whenever possible

5.2.6

Competence Level

6. Behavioral & Other Soft Skills

(N/A) Not
applicable

Basic

Detailed

Expert

6.1

Work ethics and professionalism





■



6.2

Problem-solving and decision-making







■
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6.3

Leadership







■

6.4

Communication (Interpersonal)







■

6.5

Managing people/teamwork







■

6.6

Report writing







■

6.7

Organizational awareness/knowledge







■

6.8

Strategic Thinking





■



6.9

Operational







■

6.10

Innovation



■





6.11

Other:









7. Language

7.1

7.2

English

Arabic

Fluency
 Reading

 Desired  Intermediate ■ Advanced

 Writing

 Desired Intermediate ■ Advanced

 Speaking

 Desired  Intermediate ■ Advanced

 Reading

■ Desired  Intermediate  Advanced

 Writing

■ Desired  Intermediate  Advanced

 Speaking

■ Desired  Intermediate  Advanced

Revision: 00
16 November 2017
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Job Description:

Academic Manager – Women’s Campus

1. Position Description
1.1

Job/Position Title:
Academic Manager – Women’s Main Campus

1.2

Organizational Unit:

1.3

Directly reports to:

Academic Management Unit
Vice Dean of Women’s Main Campus

(Indicate Job Title)
1.4

Supervises:

(Indicate positions &
nos.
reporting to this
position)

1.7.1

Logistic Coordinators ( )

1.7.2

Academic Coordinators ( )

1.7.3

English Language Teachers ( )

1.7.3

2. Major Work Tasks

List down major tasks/activities expected of the incumbent on a regular basis.

This position is solely responsible for all AMU related issues on Women’s Main Campus. They coordinate and cooperate directly
to the Lead Academic Manager in order to facilitate cross-campus duties and are tasked with ensuring all the AMU practices and
policies are adhered to on the Women’s Main Campus. The Academic and Logistic Coordinators on the Women’s Main Campus
report directly to them.
Academic Management
●
Drafting and/or approving all required reports and analysis;
●
Overseeing the scheduling of training and professional development in coordination with relevant stakeholders;
●
Monitoring the performance of Academic Coordinators;
●
Managing Logistic Coordinators;
●
Working with campus stakeholders to ensure operational and logistical demands are met;
●
Providing cascaded training to faculty and Academic Coordinators as needed;
2.1
●
Ensuring all relevant ELI policies and procedures are adhered to on their respective campuses;
●
Serving as active members of relevant committees;
●
Providing faculty evaluation services as needed.
●
Linking the faculty with the ELI’s administration and development leadership;
●
Regularly monitoring and reporting on the instructional process with particular focus on student performance;
●
Preparing and compiling NCAAA course reports

Academic Coordination (through Academic Coordinators)
●
2.2

2.3

●
●
●
●
●

Orientating faculty regarding the ELI’s Mission, frameworks, policies, procedures, and development goals through bespoke face-toface and blended learning training programs;
Supporting faculty in their professional development through the provision of face-to-face ELT training;
The ongoing and summative evaluation of ELI faculty classroom teaching practice;
Continuous performance management of faculty;
Providing model classroom instructional practice when necessary;
Supporting the adoption and adherence to all KAU and ELI policies and procedures including all NCAAA and CEA requirements.

Logistic Coordination (through Logistic Coordinators)
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●
●
●
●
●
●
●
●
●
●
●
●
2.4
2.5
2.6
2.7

Maintaining the scheduling of teachers into classes;
Monitoring teacher attendance and coordinating teacher absences in order to ensure minimal impact on student learning and
quality of teaching;
Distributing supplies;
Monitoring the functionality of classroom technologies and equipment;
Scheduling meetings and events;
Reporting on violations to policy or procedure;
Overseeing faculty assigned to Special Needs;
Maintain a relevant and up-to-date SEN Manual;
Compiling and sending out weekly reminders and updates to teaching faculty;
Sending meeting and agenda details for meetings;
Having minutes taken during meetings and recording action points;
Having any required documents translated into English/Arabic.

●
●
●
●

List down required or alternative competency of any machine, equipment, tool, other hardware,

3. Technical Competency
software, etc. Indicate expected level of competence and whether certificate is required or not.
Certificate
Reqd?

Skill Level
Competency/Skill

3.1

3.2

(N/A)
Not
applicabl
e

Basi
c

Expe
rt

Yes

No

Microsoft Office
3.1
.1

Word, Excel

❑

❑

■

❑

■

3.1
.2

PowerPoint

❑

■

❑

❑

■

❑

❑

❑

❑

■

❑

■

❑

❑

■

❑

❑

❑

❑

❑

ODUS Plus
3.2
.1

KAU ODUS Plus

3.2
.2

4. Educational & Professional Qualification
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4.1 Minimum Academic Attainment

4.2 Field of Study (Major/Specialty)

4.1.1

❑ High School/Secondary

4.1.2

❑ Diploma (Associate)

4.2.1

_

4.1.3

❑ University/College (BS, BA)

4.2.2

_

4.1.4

■ Graduate (MS/MA, MBA, PhD)

4.2.3

_MA TESOL/TESOL Leadership or equivalent

4.1.5

❑ Other:

4.2.4

_

5. Work Experience
5.1

[ 5 ] Years of academic management experience required, preferably in a college or university environment

5.2

5.2.1

Meet all the requirements for the Academic Coordinator position

5.2.2

Be currently enrolled on or have completed an Academic Management Training Program

5.2.3

Demonstrate excellent skills in the area of academic performance analysis and problem solving

5.2.4

Experience of teacher training or trainer training is desirable for projects where this is the focus

5.2.5

Previous experience as an Academic Manager or Director of Studies is recommended whenever possible

5.2.6

Competence Level

6. Behavioral & Other Soft Skills

(N/A) Not
applicable

Basic

Detailed

Expert

6.1

Work ethics and professionalism





■



6.2

Problem-solving and decision-making





■



6.3

Leadership







■

6.4

Communication (Interpersonal)







■

6.5

Managing people/teamwork







■

6.6

Report writing







■

6.7

Organizational awareness/knowledge







■

6.8

Strategic Thinking





■



6.9

Operational







■
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6.10

Innovation



■





6.11

Other:









7. Language

7.1

7.2

Fluency

English

Arabic

 Reading

 Desired  Intermediate ■ Advanced

 Writing

 Desired Intermediate ■ Advanced

 Speaking

 Desired  Intermediate ■ Advanced

 Reading

■ Desired  Intermediate  Advanced

 Writing

■ Desired  Intermediate  Advanced

 Speaking

■ Desired  Intermediate  Advanced

Job Description: Academic coordinator
1. Position Description
1.1

Job/Position Title:
Academic Coordinator

1.2

Organizational Unit:

1.3

Directly reports to:

Academic Management Unit
Academic Manager (Lead Academic Manager on Men’s Main Campus)

(Indicate Job Title)
1.4

Supervises:

1.7.1

(Indicate positions &
nos.

English Language Teachers (Up to 30)

1.7.2

1.7.3

reporting to this
position)

1.7.3

2. Major Work Tasks

List down major tasks/activities expected of the incumbent on a regular basis.

Academic Coordinators serve as the line-managers for all faculty and report directly to their campus’ Academic Manager. They
may serve up to 60 teachers at a time, depending on staffing numbers, and are directly responsible for maintaining the academic
standards of the ELI as well as the faculty performance management policies for their assigned instructors.
Academic Coordination
2.1

●
●
●

Orientating faculty regarding the ELI’s Mission, frameworks, policies, procedures, and development goals through bespoke face-toface and blended learning training programs;
Supporting faculty in their professional development through the provision of face-to-face ELT training;
The ongoing and summative evaluation of ELI faculty classroom teaching practice;
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●
●
●
2.2

Continuous performance management of faculty;
Providing model classroom instructional practice when necessary;
Supporting the adoption and adherence to all KAU and ELI policies and procedures including all NCAAA and CEA requirements.

●

List down required or alternative competency of any machine, equipment, tool, other hardware,

3. Technical Competency
software, etc. Indicate expected level of competence and whether certificate is required or not.
Certificate
Reqd?

Skill Level
Competency/Skill

3.1

3.2

(N/A)
Not
applicabl
e

Basi
c

Expe
rt

Yes

No

Microsoft Office
3.1
.1

Word, Excel

❑

■

❑

❑

■

3.1
.2

PowerPoint

❑

■

❑

❑

■

❑

❑

❑

❑

■

❑

■

❑

❑

■

❑

❑

❑

❑

❑

ODUS Plus
3.2
.1

KAU ODUS Plus

3.2
.2

4. Educational & Professional Qualification
4.1 Minimum Academic Attainment

4.2 Field of Study (Major/Specialty)

4.1.1

❑ High School/Secondary

4.1.2

❑ Diploma (Associate)

4.2.1

_

4.1.3

❑ University/College (BS, BA)

4.2.2

_

4.1.4

■ Graduate (MS/MA, MBA, PhD)

4.2.3

_MA TESOL/TESOL Leadership or equivalent

4.1.5

■ Other:

4.2.4

_Cambridge Train the Trainer Certificate/DELTA or equivalent

5. Work Experience
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5.1

[ 5 ] Years of teaching experience required, preferably in a college or university environment

5.2

5.2.1

Have had no less than 3.0 on all classroom observations

5.2.2

Have had no less than 4.0 on their most recent classroom observation

5.2.3

Have completed a 'Train-the-Trainer' Program or be currently enrolled

5.2.4

Have taught a minimum of one full Academic Year at the ELI

5.2.5

Have a good performance record in relation to adherence to KAU and ELI policies, procedures and Code of Ethics

5.2.6

Have completed or be currently enrolled in an Academic Management Training Program

5.2.7

Have completed or be currently enrolled in an Classroom Observation Training Program

5.2.8

Previous experience as a Coordinator is recommended whenever possible

5.2.9

Competence Level

6. Behavioral & Other Soft Skills

(N/A) Not
applicable

Basic

Detailed

Expert

6.1

Work ethics and professionalism







■

6.2

Problem-solving and decision-making



■





6.3

Leadership





■



6.4

Communication (Interpersonal)







■

6.5

Managing people/teamwork







■

6.6

Report writing





■



6.7

Organizational awareness/knowledge





■



6.8

Strategic Thinking

■







6.9

Operational



■





6.10

Innovation

■







6.11

Other:









7. Language

7.1

Fluency
 Reading

 Desired  Intermediate ■ Advanced

 Writing

 Desired Intermediate ■ Advanced

English
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7.2

Arabic

Job Description:

 Speaking

 Desired  Intermediate ■ Advanced

 Reading

 Desired  Intermediate  Advanced

 Writing

 Desired  Intermediate  Advanced

 Speaking

 Desired  Intermediate  Advanced

Revision: 00

Logistic Coordinator

16 November 2017

1. Position Description
1.1

Job/Position Title:
Logistic Coordinator

1.2

Organizational Unit:

1.3

Directly reports to:

Academic Management Unit
Academic Manager (Lead Academic Manager on Men’s Main Campus)

(Indicate Job Title)
1.4

Supervises:

1.7.1

(Indicate positions &
nos.

1.7.2

1.7.3

reporting to this
position)

1.7.3

2. Major Work Tasks

List down major tasks/activities expected of the incumbent on a regular basis.

As Logistic Coordinators are involved in a variety of tasks including test administration, scheduling, and attendance monitoring,
this team needs a diverse set of members to competently manage the sharing of these duties. The quantity of time consuming
activities that the LCs are responsible for means that a significant number of faculty and non-faculty administrative members are
needed.
Logistic Coordination
●
●
2.1

●
●
●
●
●
●
●

Maintaining the scheduling of teachers into classes;
Monitoring teacher attendance and coordinating teacher absences in order to ensure minimal impact on student learning and
quality of teaching;
Distributing supplies;
Monitoring the functionality of classroom technologies and equipment;
Scheduling meetings and events;
Reporting on violations to policy or procedure;
Overseeing faculty assigned to Special Needs;
Maintain a relevant and up-to-date SEN Manual;
Compiling and sending out weekly reminders and updates to teaching faculty;
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●
●
●
2.2
2.3
2.4
2.5
2.6

Sending meeting and agenda details for meetings;
Having minutes taken during meetings and recording action points;
Having any required documents translated into English/Arabic.

●
●
●
●
●

List down required or alternative competency of any machine, equipment, tool, other hardware,

3. Technical Competency
software, etc. Indicate expected level of competence and whether certificate is required or not.
Certificate
Reqd?

Skill Level
Competency/Skill

3.1

3.2

(N/A)
Not
applicabl
e

Basi
c

Expe
rt

Yes

No

Microsoft Office
3.1
.1

Word, Excel

❑

■

❑

❑

■

3.1
.2

PowerPoint

❑

■

❑

❑

■

❑

❑

❑

❑

■

❑

❑

■

❑

■

❑

❑

❑

❑

❑

ODUS Plus
3.2
.1

KAU ODUS Plus

3.2
.2

4. Educational & Professional Qualification
4.1 Minimum Academic Attainment

4.2 Field of Study (Major/Specialty)

4.1.1

❑ High School/Secondary

4.1.2

❑ Diploma (Associate)

4.2.1

_

4.1.3

■ University/College (BS, BA)

4.2.2

_TESOL or equivalent
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4.1.4

❑Graduate (MS/MA, MBA, PhD)

4.2.3

_

4.1.5

❑ Other:

4.2.4

_

5. Work Experience
5.1

[ 5 ] Years of teaching experience required, preferably in a college or university environment

5.2

5.2.1

Have had no less than 3.0 on all classroom observations

5.2.2

Have had no less than 4.0 on their most recent classroom observation

5.2.3

Have taught a minimum of one full Academic Year at the ELI

5.2.4

Have a good performance record in relation to adherence to KAU and ELI policies, procedures and Code of Ethics

5.2.5

Have completed or be currently enrolled in an Academic Management Training Program

5.2.6

5.2.7

5.2.8

5.2.9

Competence Level

6. Behavioral & Other Soft Skills

(N/A) Not
applicable

Basic

Detailed

Expert

6.1

Work ethics and professionalism





■



6.2

Problem-solving and decision-making



■





6.3

Leadership



■





6.4

Communication (Interpersonal)





■



6.5

Managing people/teamwork



■





6.6

Report writing







■

6.7

Organizational awareness/knowledge





■



6.8

Strategic Thinking

■







6.9

Operational







■

6.10

Innovation

■







6.11

Other:
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7. Language

7.1

7.2

English

Arabic

Fluency
 Reading

 Desired  Intermediate ■ Advanced

 Writing

 Desired Intermediate ■ Advanced

 Speaking

 Desired  Intermediate ■ Advanced

 Reading

 Desired  Intermediate  Advanced

 Writing

 Desired  Intermediate  Advanced

 Speaking

 Desired  Intermediate  Advanced
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Chapter 6
Classroom Management and Professional Duties
6.1 Job Description of English Language Instructor
The typical job description of the ELI instructor is as follows:

Position Title:
Classification:
Reports to:
Teaches:

English Language Instructor
Intensive English Language Program – Full-time
Academic Coordinator
25 students plus approximately per module (class sizes subject to change)

Position Summary
Language instructors must be appropriately qualified and experienced to deliver quality English
language instruction. They must effectively teach and interact with students and be able to
provide and promote an instructional environment conducive to successful learning. They are
required to demonstrate full operational command of English and display flexibility, team work
capability and intercultural competence.
Instructors are responsible for delivery of the English Language component of the KAU
Preparatory Year Program. They are required to participate in various aspects of program
evaluation and development in support of the ELI Mission. Other responsibilities include, but
are not limited to: student evaluation, academic and professional development, and ELI
community service. Instructors are required at all times to demonstrate high levels of
professionalism commensurate with their educational and academic positions and
responsibilities. They are also required at all times to adhere to KAU established academic,
professional, ethical, and cultural standards.

Position Workload
Language instructors have a 40-hour work-week, of which 18 are contact hours for classroom
teaching (additional classroom teaching hours are considered overtime and paid as per
University regulations). Instructors are also required to work a minimum of 10 hours per week
(2 hours per working day) office hours, for the purpose of counseling and advising students.
The remaining hours are allocated to lesson preparation, committee and special project work,
training, invigilation, and support for various ELI units. These responsibilities may be conducted
via teamwork or individually according to ELI operational requirements. Adherence to allocated
working hours is essential.
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English language instructors’ duties and responsibilities also encompass:

1. Curriculum and Lesson Planning
Instructors are required to:
 Demonstrate a high level of knowledge in the ELT field including the areas concerned
with current pedagogical methods and practices;
 Effectively utilize instructional materials to effectively plan instruction in order to
achieve curriculum goals, objectives and Student Learning Outcomes (SLOs);
 Implement instructional strategies that facilitate learning, recognize student needs, and
support achievement of curriculum goals, objectives, and SLOs.

2. Classroom Management
Instructors are required to:
 Manage student classroom behavior and activities in such a way as to create an
environment that facilitates learning;
 Organize the physical classroom in such a manner as to provide optimal support for
learning activities;
 Demonstrate interactive skills to effectively manage and continually engage students in
the learning process.

3. Instruction
Instructors are required to:
 Utilize materials, visual aids, and educational technology appropriate to successful
achievement of curriculum goals, objectives, and SLOs;
 Employ a range of instructional activities and strategies to promote learning and ensure
SLOs achievement, with appropriate inclusion of learner-centered activities;
 Demonstrate effective lesson delivery and focused well-paced lessons, giving clear
instructions to students, monitoring their understanding, and providing clear and timely
feedback as and when needed;
 Effectively utilize working hours in support of the ELI Mission;
 Communicate with the campus Academic Management Unit /Section (AMUs) in a
timely manner on student or instructional related classroom issues requiring support or
impacting operational effectiveness;
 Provide students with an exemplary model of Modern Standard English, both written
and oral.

4. Assessment and Evaluation
Instructors are required to:
 Employ effective questioning and other techniques to monitor student progress and
levels of understanding and performance;
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Administer formative assessments, quizzes, and tests as per ELI scheduling and set
procedures;
Provide comprehensive timely feedback on formative assessments, quizzes, and tests;
Provide comprehensive timely feedback and ongoing evaluation of student coursework
and performance;
Produce, promote, and facilitate tasks and extra-curricular activities that encourage and
enhance students’ effective communication in English;
Assist in exam and test design, administration, and grading according to operational
requirements.

5. Academic and Professional Development
Instructors are required to:
 Abide by the KAU Professional Ethics Charter, exhibit professional and ethical behavior,
maintain the highest professional standards, and serve as role models for students;
 Participate in ELI developmental activities and opportunities while demonstrating real
lasting commitment to personal and professional growth and development;
 Contribute to the ELI’s professional and operational development through participation
in and support of its working groups, units, and committees;
 Adhere to ELI developmental and research protocols, policies, and procedures;
 Contribute to improvement of the ELI’s overall performance by effectively collaborating
regarding successful effective ideas, instructional learning activities strategies and
materials.

6.2 Performance Evaluation
Faculty are evaluated annually according to the following criteria:
 Instructional Skills
 Development
 Professionalism
 Service to ELI
 Student Evaluation

6. 3 Preferred Classroom Practices
The communicative student/learner-centered approach is the preferred ELI approach to
classroom teaching. Teaching students, and not teaching books, is central to ELI’s educational
philosophy. Learner and learning autonomy and responsibility are to be instilled in ELI students
as a crucial tool for them in support of ELI's Mission. ELI expects faculty to encourage students
to use English for meaningful communication. The ELI faculty observation criteria particularly
scrutinize as to how 'communicative' faculty members' teaching actually is and by means of
feedback sessions and personal development initiatives encourage active methodology
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enhancement, if required. The EUSE and Unlock series are geared towards the incorporation of
all that is best in proven and effective communicative teaching methodology. Faculty are
expected to present new language in a memorable manner and to provide a classroom
learning environment that is conducive to engaged and engaging learner activity participation
and language practice. Faculty members are viewed by ELI as 'facilitators' of learning and are
required to keep themselves informed and up-to-date with advances in the communicative
language teaching field, by means of professional and personal development. Faculty members
are urged to maximize the range of teaching material used and also to incorporate as many
authentic materials as possible into the classroom, including newspapers, news video clips,
radio and TV advertisements, etc.
Motivation to learn English is one of the greatest challenges that ELI students face. Faculty
members are discouraged from lecturing, and are subsequently encouraged to make learning
an active collaborative experience. Students should be provided with the maximum possible
range of opportunities to use the language, and to enjoy and benefit from the learning process.
Coordinators and AMU/PDU members are on hand if models or guidance are needed by faculty
members in encouraging learner-centered classroom environments.

6.4 Instructional Policies
As true professionals, ELI faculty members are always expected to adhere to KAU and ELI rules
and regulations, and to play their due part in the successful implementation of the following
policies:
● English language is the language of instruction, and instructors are not allowed to use
Arabic in the classroom under any circumstances. Students are not allowed to speak
Arabic in class;

 Classes should be learner-centered with maximum learner autonomy expected and
●
●
●
●
●

●

encouraged;
Homework should be assigned regularly and monitored, and students should be
encouraged to assume responsibility for their own study habits and skills;
Students should be given ample time to understand and practice all classroompresented language;
Students should be given on-going feedback on their progress;
Performance improvement strategies and encouragement must be incorporated into
the instructor’s class management procedures;
Students must clearly understand the rules adopted in ELI classes and must follow the
rules at all times. These rules must be clearly pointed out and explained to all classes.
Students’ rules are available in the ELI Student Handbook on the ELI website;
Students must bring original copies of required books and materials to all their classes;
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● Students must come to class at the appointed class start time;
● Students should be made aware that the ultimate responsibility for their academic
progress is theirs (see Dean’s Message in Student Handbook), and that their progress is
dependent on the seriousness and conscientiousness with which they approach their
studies.

6.5 Daily Schedule
Faculty members’ typical daily routines include teaching classes, office hours for counseling
and meeting with students, lesson preparation time, grading, faculty meetings, and work in
various ELI task forces, units and teams, amounting to approximately seven to eight hours of
daily activities. Timings can and do vary, but classes are usually scheduled to be held in the
mornings or afternoons. Faculty members are issued with teaching schedules at the
commencement of each academic module. Teaching assignments are communicated by email,
so it is important for faculty members to maintain e-contact with coordinators in the days
preceding any new teaching module.
Teaching schedules indicate the courses faculty members are assigned to teach for each
module. Information concerning days, times, buildings and rooms for classes is provided on the
issued schedules. Since most students' classes are scheduled along with other courses
elsewhere in other colleges, making scheduling a difficult and challenging process, faculty
members are urged not to propose any timetable changes. In cases where changes are
unavoidable, they have to be discussed with coordinators.

6.6 Reporting Time
Faculty members are expected to arrive approximately 15-20 minutes prior to their first class
on any given teaching day (e.g. faculty members with classes starting at 8:00 am should arrive
between 7:30 and 7:45 am). It should be noted that classroom attendance is recorded by
concerned coordinators and ELI expects its faculty members to demonstrate high levels of
professional punctuality. Faculty members are considered and recorded as being ‘late’ if they
arrive five minutes later than the scheduled class commencement time. Any anticipated late
arrivals, for whatever reason, should be communicated at the earliest opportunity to
concerned coordinators, so that students can be informed and cover or make-up classes
arranged as required, in accordance with operational feasibility.
Details of unavoidable absences are forwarded by coordinators to Administration Heads for
processing and, depending on individual cases, can be entered as emergency leave in the
University Anjez system
ELI reserves the right to alter the hours of classes at any time in line with operational
requirements. Some classes may be discontinued or merged, or have their times changed due
to fluctuating operational demands.
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6.7 Maintaining Student Attendance
Faculty members are required to record students’ attendance daily and maintain a weekly
attendance log online at www.kau-eli.com and on paper. It is vital that information is
accurately recorded. Students must be present for at least 80% of the course instructional
hours. Students who miss 20% of their classes during one module (equal to 21 contact hours or
six teaching days) are denied admission to the Final Examination, unless official excuses,
approved by the Regular Students’ Affairs Unit Heads, are submitted. If 50% of classes are
missed during one module, for whatever reason or with whatever excuse, students are
subsequently denied admission to final examinations.
Faculty members are advised to record student attendance during the first minutes of the
class. Students who arrive more than five minutes after the start of a lesson are marked ‘late.’
Five ‘late’ arrivals are counted as one absence. Students who show up 10 minutes after the
lesson starts are marked ‘absent’, although allowed to attend the lesson.
Students must be clearly informed of the rules, procedures and protocols concerning lateness
and absences. This should be done at the start of each module to avoid later
misunderstandings that arise if information on such matters is not clearly communicated and
understood from the outset.

6.8 Use of Technology and Lesson Planning
The majority of ELI classrooms are equipped with video projectors (data show, or overhead
projectors – OHPs), which can be linked via a Wi-Fi connection or 15-pin VGA cable. For those
classrooms that are not so equipped, audio equipment and laptops can be checked out from
the Administration/Supply Units across the campuses. Faculty members are advised to be
aware of differences in voltage and socket adapters from building to building.
Faculty members are encouraged to utilize digital resources and interactive software in
conjunction with the prescribed texts. This software is an invaluable aid for effective lesson
delivery. Faculty members are also expected to make as much use as possible of the available
technological resources. ELI invests heavily in making technological resources available in the
expectation that these resources are used to enhance the learning process.
Lessons should be planned in accordance with current best instructional practice to optimize
SLO achievement. Available materials, including standardized lesson guides located in the
Teachers’ Books, lesson plan templates, and weekly pacing guides set by the CTU, to effectively
plan instruction in order to achieve curriculum objectives. The lesson guides located in the
Teachers’ Packs outline the language goals of each unit, in addition to providing on start-up
activities, vocabulary, and various exercises in all four skills
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The weekly pacing guides indicate predetermined SLOs linked to specified course materials,
thus helping ensure consistency of instructional content. It is particularly important that lesson
planning is evident during PDU observed classes, as clear planning provides records which can
be used as examples for peers, for future reference, and as a basis on which to build
performance improvement plans. Coordinators are always available to advise on lesson
planning issues.
For more information on classroom technology and resources, please refer to Digital Materials
above.

6.9 Faculty Office Hours
Students are the central concern of all ELI administrative and academic operations. This
concern is apparent in ELI’s ‘office hours’ allocation policy. Faculty members are required to
allocate at least two hours daily, in addition to their classroom hours, when they are available
for student academic counseling. It is imperative that office hours and contact information are
clearly communicated to students on the first day of classes, and repeated and reiterated on a
regular basis. Students are not only required to be familiar with these hours and their venues,
but should be actively encouraged to utilize and benefit from them by means of invitation or
actual scheduling. They are intended to provide face-to-face real-time opportunities for
students to catch up on missed course content and for under-performing/low achieving
students to benefit from one-to-one tutoring.

6.10 ELI Professional Development Policy
In support of ELI's Mission and as an integral part of its continual efforts to improve and
achieve 'excellence' in-line with internationally recognized higher educational and academic
best practice in language learning and teaching, ELI is committed to providing ongoing
professionally developmental opportunities (either online or face-to-face), for its faculty
members:

Assigned Development
All ELI faculty members are required to actively participate in all assigned developmental
events. Such assigned events are carefully planned and designed so as to be of real
professional benefit for participants. Faculty members are required to maintain open and
ongoing contact with their campus PDUs and AMUs and to keep themselves updated with
developmental opportunities on offer. All ELI assigned professional development opportunities
are scheduled so as to avoid any potential clashes with teaching schedules and regular duties.
Faculty members are required to attend all assigned scheduled events, unless officially
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exempted or excused, and to maintain accurate electronic or written records of participation
and be able to provide concrete evidence of successful completion of assigned tasks, activities,
workshops, webinars, seminars or courses. Faculty members are required to be able, if
requested, to pass on or 'cascade' knowledge and expertise gained for professional
development participation to other non-attending faculty members.

Voluntary Development
ELI strongly recommends that its faculty members participate in other available developmental
opportunities in which participation is voluntary. These include events inside and outside ELI,
but in-kingdom, and in some cases extend to developmental events taking place outside the
kingdom. Official permission must be granted by ELI Administration in cases of events being
held outside of ELI or abroad. For local events faculty members cannot enroll for any events
that clash with scheduled classes or regular ELI duties. ELI strongly encourages its faculty
members to apply for developmental opportunities that invite voluntary participation to
enhance both personal and institutional operational effectiveness. ELI also requires faculty
members to keep accurate electronic or written records of their participation in such events
and be able to provide concrete evidence of successful completion of assigned tasks, activities,
workshops, webinars, seminars or courses and to be able, if so requested, to 'cascade'
knowledge and expertise gained to other faculty members.

Academic Qualifications
ELI encourages its faculty members to improve their levels of academic qualifications in the
field by studying for various Master's and Doctoral degrees. Eli welcomes its faculty members
to pursue such academic qualifications and also encourages them to gain practical
qualifications such as the DELTA or other related practical ELT qualifications. The aim of ELI's
encouragement in this regard is to continually improve the academic and educational quality of
its faculty members and thereby to enhance ELI operational effectiveness and further facilitate
achievement of the ELI Mission.

Observations and Performance
ELI faculty members are required to cooperate fully with the EC observations and performance
evaluation process and procedures. These are carefully designed and delivered so as to be
developmental as opposed to evaluative in nature and purpose. Faculty members are required
to maintain open and ongoing contact with their campus PDUs and ECs to keep themselves
updated with all aspects of classroom observation and performance evaluation. Faculty
members are required to actively participate in and implement any PDU suggested strategies
and are strongly encouraged to view all observational and performance perspectives as being
designed first and foremost to help ensure optimal developmental value for ELI and faculty
members.
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6.10.1 Professional Development Opportunities
ELI faculty members are encouraged and expected to participate in professional development
opportunities at ELI as a means of enhancing their teaching skills and increasing their
knowledge in the field, in support of the achievement of ELI’s Mission. The Vice-Dean for
Development, and the campuses’ PDU Heads, are responsible for ELI professional
development.
Faculty members are kept informed of all professional development opportunities through
regular communications. In the academic years 2015-2018 Cambridge University Press
provided comprehensive and detailed training on the most effective utilization of the EUSE
series and its digital accessories, by their own representatives and by means of ‘cascading’ via
the ELI PDUs. PDUs also inform faculty members of relevant webinars, online courses,
workshops, discussion groups and seminars offered on-campus and at a variety of other
locations. ELI has a substantial pool of highly qualified academic and educational talent and
expertise at its disposal and is able to organize bespoke professionally developmental
occasions at campus or local venues. Faculty members are given frequent formal and informal
developmental opportunities in which to benefit from their peers’ expertise and experience.
These in-house opportunities are, without exception, heavily or over-subscribed, and are
tailored to support achievement of the ELI Mission. In-house training courses are organized by
the Vice-Deanship for Development and PDUs across the ELI campuses.
The ELI endeavors to ensure that developmental support by professional development
specialists, coordinators, and senior colleagues is always and readily on-hand for its faculty
members.

6.10.2 Professional Networking
Faculty members sponsored or approved by KAU to present in local or international
conferences are encouraged to share the knowledge gained at such events by ‘Cascading’
(passing on knowledge gained at such events by holding informal meetings with faculty groups,
or arranged sessions for larger audiences).
Conference attendance or participation is regulated by rules of the KAU Vice-Presidency of
Graduate Studies and Research. Additional information is available in Chapter 11 on how to
apply for and obtain the necessary professional leave in order to attend and participate in such
occasions.
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6.10.3 Faculty Research
Faculty members wishing to or conducting academic research are required to follow
established KAU procedures while undertaking their research. The research topic and
methodology must be agreed on and accepted by the Vice-Dean for Graduate Studies. The
Vice-Dean must be kept informed of the progress of any agreed research, and all ELI sources
must be acknowledged according to established academic protocols. Research that enhances
fulfillment of ELI’s Mission is favorably regarded and encouraged. All research conducted must
have prior ELI approval. Video recording of classes on the Men’s Campus for any purpose
requires written permission from the students. Video recording is strictly not allowed on the
women’s campuses.
The Men’s Campus AMU can supply faculty members with English and Arabic permission
forms, depending on the purpose of the recording. If it is specifically for research, specific
permission forms may need to be created. In this case, and for any other questions related to
research, the Vice-Dean for Graduate Studies should be contacted.

6.11 Dealing with Student Discipline Issues
Students are generally respectful and cooperative and should be treated with dignity and
respect. Students are expected to abide by KAU rules and regulations. When disciplinary issues
and problems arise within classrooms for any reason faculty members are expected to conduct
themselves with the utmost professionalism, even in the face of disturbing and challenging
student behavior. It is imperative that inappropriate physical interaction and unpleasant or
disagreeable verbal exchanges are to be avoided at all times.
All disciplinary problems should be reported to the coordination team and to the
administrators responsible for the Regular Students Affairs Units (RSAUs). Serious and
unresolved student-conduct issues should be brought to the attention of the appropriate ViceDean for action according to the KAU policies concerning student conduct and discipline.
Additional information concerning the Student Code of Conduct is available in the Student
Handbook..

6.12 Faculty Grievances
ELI has established a procedure for the fair, orderly, and speedy resolution of job-related
disputes. The grievance procedures are in place to benefit faculty members and ELI as a whole,
and should be used accordingly. ELI recommends that faculty members endeavor to resolve
any disputes with their coordination team or ELI staff by first discussing the issue with those
primarily involved. It is often the case that problems can be resolved through open and honest
communication between the involved parties. If a reasonable resolution does not result from
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such discussion, then faculty members can proceed through the official established channels
for dispute resolution.

6.12.1 Informal Complaints
ELI encourages regular communication between faculty members and their coordinators to
minimize the need to resort to formal channels for dispute resolution. To this end, it is
suggested that, when considering lodging complaints, faculty members first seek the advice of
fellow faculty members concerning their perceived or actual grievances. This initial contact
and communication should be with their assigned or team leaders. By so doing faculty
members are able to elicit and receive informed and objective insight into the seriousness of
issues, concerns and perceived grievances. They are also able to avail themselves of advice as
to what, in the context of the ELI complaints procedure, is the best course of action to pursue.
Should informal attempts at resolution prove unsatisfactory, faculty members may then utilize
the formal grievance procedures.

6.12.2 Formal Complaints
The formal complaints procedure should be initiated within three working days of the incident
in question. Any significant delay should be explained on the Faculty Complaint Form (available
in the Appendices), which is required to be filled out and signed by the complainant before
being submitted to the AMU Head. He/she has ten working days, subsequent to receiving
formal complaints, in which to reach and deliver resolution decisions.
It is the AMU Head’s responsibility to inquire into the facts of the complaint and discuss the
matter individually with whoever is concerned in the interest of seeking transparent and
equitable resolution. The AMU Head has the option of declining involvement in the procedure,
should there be a conflict of interest or personal involvement in the complaint itself. In such
cases, the complaint must be immediately forwarded to the appropriate Vice-Dean for
resolution.
If a faculty member is not satisfied with the AMU Head’s decision the complaint is passed to
the concerned Vice-Dean. Upon investigating the case, the Vice-Dean is required to render a
decision within three to five working days of receiving the complaint.
If a complainant remains unsatisfied with the Vice-Dean's decision, he/she has the right to
appeal to the Dean for a final decision.
Faculty members are required to keep a copy of each documented step of the complaint
process. All disputes regarding the outcome of classroom observations should be referred to
the Vice-Dean for Development on the Men's Campus or the Vice-Dean on the Women's
Campus. See more details in Chapter 7.
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6.13 Copyright
ELI expressly forbids any faculty or staff member from violating international copyright
conventions and protocols at any time and for any reason. Violations or infringements of
copyright conventions or protocols are considered to be a serious breach of professional
etiquette and are treated as such by KAU/ELI. Any such reported violations or infringements
have serious ramifications affecting staff and faculty members' job status and prospects.
ELI faculty members and staff are strictly prohibited from making use of any ELI photocopying
machines for personal use of any kind. Photocopying at ELI is strictly limited to authorized
administrative, classroom, and operational materials for work-related purposes. Faculty
members are not allowed to make photocopies of any copyright protected materials without
the consent of the publisher for obvious reasons related to copyright infringement.
Coordinators should be consulted for clarification if there are any issues, before photocopies
are made on KAU premises.

6.14 Appearance and Dress Code
The ELI requires faculty members to present themselves professionally, both in overall
appearance and dress. They are expected to dress modestly, be well-groomed and professional
in their appearance, adhering to accepted norms for an academic environment. Business
formal attire or professional full Saudi dress is the standard dress code for ELI faculty members
and staff. ELI is a professional work environment and requires and expects strict adherence to
the stated dress code.

6.14.1 Men's Campus
Faculty members are required to wear three-piece business attire, i.e. smart business-type
shirt, tie and smart business-type trousers/ pants, or two-piece suit with smart business-type
shirt (with or without tie), or smart business-type jacket and trousers/pants with smart
business-type shirt (with or without tie). Footwear should be appropriate for a formal
business/educational environment.

Non-Saudi faculty members, opting to wear thobes, should consult Saudi colleagues regarding
the official Saudi attire.

6.14.2 Women's Campus
Faculty members are required to be properly dressed and avoid wearing:
● Short skirts and dresses;
●Trousers;
●Tops and dresses with bare shoulders and any revealing clothes;
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●Transparent, wrinkled, torn, dirty, or frayed clothes;
●Footwear that is inappropriate for business casual attire;
●Excessive make-up or extreme hairstyles.
Some students and colleagues may be allergic to the chemicals in perfumes and make-up, so
these substances must be used with restraint. Jewelry must be conservative in appearance and
must not pose a safety risk. If worn, it should be simple and classic.
Politeness in interactions with all members of the ELI/KAU learning and teaching community
goes hand-in-hand with professionally appropriate appearance, that is expected at all times.
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Chapter 7
Faculty Evaluation and Classroom Observations

7.1 Overview
The philosophy behind the annual faculty evaluation process is that the overall professional
evaluations, in which classroom observations play a significant role, lead to improved
performance. The effective use of this management tool enriches the teaching and learning
environment and increases faculty members’ morale through the provision of constructive
performance feedback. Feedback is a key driver for continuous development, creativity, and,
ultimately, student satisfaction.
Faculty members are key figures in the English language learning process. Their influence is
fundamental to their students' progress or lack thereof. To achieve the desired result in
teaching English, i.e., guiding students to successful learning, faculty members have to be
aware of, and adhere to, certain fundamentals.
Faculty member evaluations are essential to integrating the needs and aims of both ELI and its
faculty members. They also provide a framework for professional development and recognition
of the quality of individuals’ work and their commitment to the ELI Mission and to the
university’s goals. Successful performance management is an ongoing and continuous process
involving interactive and transparent communication between observers and faculty members.
It is essential that the entire evaluation process is clearly understood by both faculty members
and administration, and that its application is consistent. ELI views formal faculty member
evaluations and observations as developmental rather than evaluative/judgmental. The
process and procedures are designed to be transparent, systematic, regular, fair, and objective,
with a strong focus on improving learning opportunities for all faculty members. An effective
evaluation program serves both to improve performance and to help in personnel decisions.
ELI believes that the evaluation process should lead to positive development, enhancing ELI’s
ability to fulfill its stated mission.
*This chapter describes the procedures, processes and protocols of the Evaluation Committee
(EC) on both ELI campuses.
ELI guidelines for establishing a successful evaluation program are as follows:
* Ensure that the purpose of the evaluation is clear to all faculty members;
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* Involve faculty members in all aspects of the evaluation process;
* Have administrative commitments directly linked to the evaluation process;
* Make the best effort to balance ELI needs with individual faculty members’ needs;
* Link evaluation to professional development;
* Apply all evaluation procedures consistently, fairly and transparently;
* Include multiple sources of faculty data in evaluation, including student evaluations;
* Include a review and appeals process.
Evaluations are a necessary part of ELI educational administration. They are regarded as
learning opportunities to help identify performance strengths that can be capitalized upon and
developed further. They are also used to identify weaker points, if any, so that appropriate
methods can be devised for their reduction and alleviation. This process is designed to make
teaching more effective and enlightening for the students as well as more tailored to their
learning needs. ELI employs a fair and systematic evaluation process to assist in accurate
decision making concerning faculty members and to ensure that inaccurate personnel
decisions are avoided.
Faculty members are informed in writing of all procedures and documents used in this process
in the Faculty Handbook and the evaluation guide communicated to them via the EC. The EC is
responsible for overall annual evaluations of faculty members obtaining input on instructional
skills via classroom observations and the evaluation of professional development over the
course of the academic year which is done by the PDU. The AMU evaluates overall professional
execution of assigned duties, communication, work commitment, and service to ELI. The EC
administers a comprehensive survey to the students by the end of each module to maintain
and improve the quality of instruction received by students and to measure the level of their
satisfaction which is one of the evaluation parameters.
Faculty members’ overall performance evaluations and professional development are integral
aspects of the annual evaluation process.

7.2 Annual Faculty Evaluation Criteria
There are several components taken into account in Annual Faculty Evaluations ranging from
classroom observations to overall contribution to the institute. Each component provides
essential information to enable coordinators and the Evaluation Committee to fill out Annual
Faculty Evaluation Forms (available in the Appendices) as accurately and fairly as possible.
At the end of each academic year, all faculty members receive overall performance
evaluations.
The Annual Faculty Evaluation criteria are:
 Instructional skills (based on classroom observation);
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Professionalism (based on academic knowledge, performance, and behavior
outside the classroom);
Professional development (undertaken between module four of the previous
academic year and the end of module three in the current academic year and
based on submitting a personal PD plan for the upcoming academic year). The PDU
have designed an Annual Faculty Development Plan Form which is available in the
handbook appendix;
Service to ELI (based on involvement, committee involvement in extra-curricular
activities, materials development, etc.);
Student evaluations (information obtained from student evaluation forms).

Outcomes of assessment procedures are used by ELI management to aid in decision-making
issues concerning each faculty member’s future status and role at the institute.

7.3 ELI Student Satisfaction Evaluation
ELI students are given the opportunity to evaluate faculty members responsible for their
instruction. Students are asked to fill out Student Satisfaction Evaluation Survey in Arabic
(available in the Appendices and translated into English), which include sections covering:
background knowledge of the subject, punctuality, feedback given to students, classroom
management, communication with students, and behavior inside the classroom.
In addition to the faculty evaluation sections, the survey includes other sections concerning
evaluation of the ELI facilities and the learning process, including curriculum, assessment, and
ELI provided support and services.

7.4 Classroom Observation Overview
Classroom observations are crucial components of annual faculty evaluations. Classroom
observations are, necessarily, performance snapshots in which observers observe and note the
learning and instructional experiences witnessed. Positive feedback informs observed faculty
members of perceived performance strong points and comments on areas lacking in strength,
thus creating opportunities for discussion aimed at improving teaching quality.
ELI recognizes numerous reasons for conducting observations, including to:
 Ascertain instructional and learning classroom events;
 Determine faculty members’ abilities;
 Measure faculty members’ effectiveness;
 Render faculty members accountable;
 Measure instructional and learning progress or regression;
 Foster faculty members’ competencies;
 Ensure course instructional integrity;
 Emphasize academic consistency and direction;
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Identify and correct perceived problems.

The EC uses multiple indicators to identify faculty members in need of improvement. Faculty
members displaying any or some of the following are considered as being included in this
category:
 Operationally insufficient language proficiency level
 Teaching skills deficiencies
 Lack of, or inadequate lesson preparation
 Cultural insensitivity
 Poor classroom management
 Judgment issues and concerns
 Ignoring low achievers
 Low quality of feedback to students
 Lack of “teacher energy” in the classroom
 Lack of rapport with students
 Persistent student complaints
Classroom observations offer venues to share ideas and provide opportunities to raise
questions and concerns. Observations create a system of support and facilitate an environment
of collaboration and transparency. In addition to the observations detailed in Section 7.5
below, faculty members are also encouraged to observe each other in peer observations, to
have mentors observe their class, and to observe the classes of mentors. All such observations
should be arranged and agreed upon in advance between observers and faculty members
being observed. Faculty members wishing to observe their peers should do so in teaching timeslots different to their own. Faculty members are not permitted to miss classes in order to
observe peers. Only formal observations conducted by the EC are recorded in faculty
members’ annual evaluations. All other observations are purely for diagnostic, developmental
follow-up, or collaborative purposes.

7.5 Official EC Classroom Observation Program
The EC competent professional development members are responsible for conducting all the
three types of observations; diagnostic, formal, and follow-up observations. After each
observation feedback is given to the faculty but by different means. Diagnostic and follow-up
observations' feedback is usually sent by email, unless there is a serious issue that needs to be
addressed in a meeting. A very brief report is written and filed for the follow-up observations
to ensure the consistency of practices between the formal announced observation and the
follow-up unannounced one. After formal observations, written Formal Faculty Observation
Evaluation Reports (available in the Appendices), are submitted to the campus EC, which are
subsequently included in official annual faculty evaluations. EC members are faculty members
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with proven successful classroom track records, trained to evaluate classroom performance,
and equipped to provide support for faculty members with developmental issues. Detailed
notes are taken during observations and faculty members are rated from a variety of
perspectives according to detailed observation rubrics. Standardized rubrics are employed for
all observation records in order to maintain objectivity, transparency and fairness. Faculty
members are welcome to visit their campus EC and obtain hard copies of rubric criteria to
familiarize themselves with this documentation. In addition, all rubrics, guides and forms are
always attached to the EC welcome email sent to all faculty at the beginning of each academic
year.
Teachers are observed three to four times per year by appointed observers. All observers have
undergone extensive standardization training to ensure they are providing fair, reliable and
valid assessment of classroom practice. A detailed description of the classroom observation
system can be found in the relevant sections of the Faculty Handbook.
There are essentially three types of classroom observation that count towards the teacher’s
evaluation apart from the Quality Audit Visit which does not affect the evaluation; (1)
Diagnostic Unannounced Observation (DUO), (2) Formal Announced Observation (FAO), and (3)
Follow-up Unannounced Observation (FUO).
1. The DUO is basically done for diagnostic, developmental and non-evaluative purposes.
It is unannounced and ideally takes place in module 1 for those faculty members who
will be formally observed in module 2. It is a short visit of about 20 minutes and its
objectives are to give advice on points of strength and weakness observed, as a means
of reinforcing and praising points of strength to maximize them in future and identify
and show a red flag regarding points of weakness, in order to minimize them in future.
Being non-evaluative the DUO doesn’t conclude with a score.
2. The FAO is required for all faculty members teaching 12 hours per-week and above with
previous evaluation score less than 4/4, while those with of 4/4 score will not be
formally observed for the period of 1 academic year after getting that score (applies
from next year on). However, the FUO will still apply to them during that academic year
and may occur more than once. The FAO normally takes place only once per year for
each faculty member in module 2 or anyway after DUO has been conducted, unless the
follow up FUO gives contradictory results to the FAO, and in such a case the FAO will be
carried out for the second time in module 4 and the score given for the first one will be
cancelled. The FAO is the only observation conducted for evaluative purposes and its
score is the one that is filed and considered as the official evaluation score of the
faculty member for the academic year.
3. The FUO is basically conducted for quality control, consistency and non-evaluative
purposes. It ideally takes place in module 3 and it is unannounced for those faculty
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members who have been formally observed in module 2. It is a brief visit of about 10
minutes and its objectives are to check the quality of the ongoing process of teaching to
ensure the consistency of performance that has been observed during the FAO. The
FUO may result in repeating the FAO in module 4, in case it gives contradictory results
to the FAO results. However, it may be repeated twice before making that decision.
The table below provides a brief overview of the three observation types:

Objective

Nature

Frequency

Diagnostic Unannounced
Observation (DUO)
Identify points of strength
to maximize in future.
Identify
points
of
weakness to minimize in
future.

Formal
Announced Follow-up Unannounced
Observation (FAO)
Observation (FUO)
Assess the quality of Ensure
that
formal
teaching against the observation
score
is
evaluation form and the representative of the daily
rubric designed for the practices happening in
purpose.
classroom.

Required for all faculty
Required for all faculty
members that will be
members teaching 12
formally
observed
in
hours or more per-week.
module 2.

Once per year
It doesn’t affect the
evaluation score of the
Impact
on
faculty member, but may
Performance
be used for training and
Evaluation
professional development
purposes.

Once or twice per year

Counts
towards
the
formal evaluation of the
faculty member.

Required for all faculty
members that have been
formally
observed
in
module 2, and those with
4/4 score of the previous
year, who chose to be
exempted from the formal
observation
for
1
academic year.
At least once per year
Counts toward supporting
or refuting an evaluative
decision made (FAO) and
used for training and
professional development
purposes.

7.5.1 Diagnostic Unannounced Observation (DUO)
The Diagnostic Unannounced Observation (DUO) is designed to be the introduction phase of the
evaluation process. It gives the opportunity for the observer and faculty member to interchange ideas
and thoughts. The observer will make use of the opportunity to know the faculty member better and to
give him/her feedback on the pros and cons of observed practices. While the observer is getting a
clearer picture about the needs of the faculty member, the faculty member is given the chance of
knowing what needs working on before the evaluative observation takes place. The time gap between
the DUO and the FAO will be used for that purpose.
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Observation Procedures (DUO)
Initial contact
The diagnostic Observation
is unannounced, so there is
no prior meeting or email to
be expected beforehand.

Observation
The observer just pops in,
greets the teacher and
ends up at the back of the
class; ideally in a manner
that
doesn’t
disrupt
learning.

Feedback
Within 2 working days, the observer
sends the faculty member an email
thanking him for the opportunity of
observing his/her class and giving
feedback. The faculty member may
choose to reply with clarification if
he/she thinks it's needed. The observer
may choose to schedule a short meeting
with the faculty member in cases where
there are serious issues with the
observation.

7.5.2 Formal Announced Observation (FAO)
The Formal Classroom Observation (FAO) is designed to measure very important areas of classroom and
professional practice:
1. The degree to which a faculty member is adhering to the Instructional Practice Policy (IPP) and
is able to deliver the core required curriculum to students.
2. The degree to which the teacher sets and completes reasonable professional development
goals related to their teaching practice

Given that the IPP requires faculty members to deliver the lessons as presented lesson plans provided
in the Teacher’s Books for each text book, and does not require them to develop and utilize their own
materials, lesson plan and instructional methods, the FAO is designed to measure the degree to which
faculty members implement this policy in their instructional practices, rather than their abilities to
create independent lessons on their own. It is for this reason that the outcomes of the FAO itself are set
on a holistic level as:





Above required standard of practice
At required standard of practice
Needs improvement to meet the required standards of practice
Referral due to significant concerns for quality of practice

The focus of the FAO is to ensure that classroom instructional practice is found to meet the standards of
“acceptable practice” set by the ELI. So long as teachers can implement the IPMP effectively, they are
held to meet the needed level of acceptable practice and will receive “At or above required standard of
practice.”
However, teachers may choose to design their own lesson plans and in this case, they are required to
submit a well-developed lesson plan prior to the observation time.
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The initial part of the FAO is on the classroom instructional practice, as mentioned above, another of its
primary “themes” or functions is to provide teaches the opportunity to set and achieve professional
development goals that can support and enhance their development throughout the year. At the end of
the classroom observation, the observed teacher works with the observer to select and set two
professional development goals based on areas they feel they would like to improve in future. The
completion of these goals is reviewed at the end of each semester.
To support the FAO, an evaluation instrument has been developed with external support by leading
experts in the field of classroom observation and performance management. The observation
instrument itself can be found in the appendix.
FAO process assumes the following is the case in terms of lesson planning for the observation itself:
•
•
•
•

•

Effective planning in relation to the IPP will make for more effective teaching
A written lesson plan based on the IPP can support the teacher during a lesson observation
and can reduce any stress
It is helpful for the teacher to discuss their IPP based plan with the observer
It is good to provide time after a pre-observation conference or classroom observation, for
the teacher to adjust or change their plan if they wish to after discussion with the
supervisor
The teacher should not be adversely graded if discussion and reflection convinces them that
the plan could profitably be amended.

7.5.2.1 Observation Procedures
Classroom observation process is a multistage linear process that seeks to support the faculty member
at every stage in order to provide a positive and effective development environment. Each stage of the
process is listed below.
Initial contact
Teachers are first informed, typically via email, that they will be observed by their assigned observer,
and given the reasons for the visit. They will be referred to the relevant sections of the Faculty
Handbook which detail the entire Observation system. Additionally, all teachers would have already
signed a document detailing their understanding of, and willingness to participate in, the overall
performance evaluation system. A draft version of this document is attached as an appendix.
Also, in the initial contact email, teachers are informed that they are to submit to the observer a lesson
plan in order for him/her to understand what the teacher wants to accomplish in the lesson. The plan
can either be sent prior to the observation or be provided during the optional pre-observation meeting.
For those teachers that opt to meet before the observation, an appointment is made.
Pre-observation: Optional Pre- Observation Meeting
As mentioned above, the teacher may opt for a pre-lesson meeting. If they do so, it is to be scheduled
between them and their observer. This provides ELI the opportunity to both support the teacher’s
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observation itself and provide professional development guidance in the form of lesson planning
feedback.
During this meeting the teacher begins by walking the observer through their lesson plan. The observer
listens carefully, and asks clarification questions as needed to better understand the plan. They may
also suggest essential modifications while still ensuring they do not upend the teachers plan itself.
Additionally, the observer will explain what they are themselves going to do during the lesson, and how
they will behave. They will ensure that the teachers are familiar with the observation form, and go
through the observation criteria with them. If the observation has a “specific” focus, they will detail this
as well.
Again, the pre-lesson meeting is optional and has no impact on the teacher’s evaluation. It is however a
useful and valuable opportunity to support teachers and they are encouraged to avail themselves of it.
Lesson Observation
For the formal classroom observation itself, the observer is to arrive at the classroom on time as agreed
and sit out of the way of both the teachers and learners. They are to write a record of the lesson on the
“Classroom Observation Feedback Form” found in Appendix 1. The observer should have already
received the lesson plan and any handouts that will be used in the lesson. They will fill all relevant
sections except, “Summary of Strengths and Action Points.” They will maintain decorum and remain a
neutral presence in the classroom.
At the end of the lesson, and after thanking the teacher for the opportunity to visit the class, they make
arrangements for the teacher to complete the “Self-Evaluation Form” and return it to the observer.
They also confirm their Post-Lesson Feedback meeting date and time.
Teacher’s Self-Evaluation
After the observation, the teacher completes the Self-Evaluation Form for the lesson and sends it to the
observer. While required, this document is not itself “assessed.”
Post-Lesson Feedback meeting
A post-lesson feedback meeting is scheduled soon after the observation. During this session, the
observer helps the teacher to feel comfortable physically and psychologically, and then gets the teacher
to interpret the lesson; the teacher can refer to their Self-Evaluation Form if they want to. Both the
observer and the teacher can ask questions during this interpretation or afterwards. The observer goes
through the observation and feedback form with the teacher. Together teacher and observer agree on
a plan of action for the teacher which is recorded in the ‘summary of strengths and action points’
section of the ‘observation and feedback’ form. Both parties sign the form and both parties keep a
copy.
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Future action
The Observation Outcomes section below details the steps that follow after the observation process,
based on its outcome.

7.5.2.2 Observation Outcomes
As mentioned above, at the end of each observation, the lesson observation can have one of the
following three outcomes:





Above required standard of practice
At required standard of practice
Needs improvement to meet standards of practice
Referral due to significant concerns for quality of practice

In cases when there is an indication for a pressing need for improvement in the standard of practice, ELI
direct-hire faculty members are offered the opportunity for developmental support from the
professional development unit. Non-ELI employees must seek out these opportunities from their
contracted company directly.
Once the follow-up observation is completed, if the faculty member’s standard of practice is considered
to be at or above required standard of practice, this observation stage cycle ends here and no further
action is taken. If they are found to still need improvement, then they may be referred for further
action.
If a faculty member is referred for further action during the initial or follow-up observation, then the
processes for this are carried out in accordance with ELI guidelines.
At the end of this observation session, faculty members will be required to set two development goals
for the remainder of the semester. These goals are mutually agreed on by the observer and the faculty
member, and are typically based on areas that could be further developed in relation to teacher
practice as observed during the lesson itself. These developmental goals must be fair, reasonable and
measurable. The quality and degree to which they are completed is considered additional criteria of
evaluation and is recorded in the TES itself.
As mentioned in the relevant section below, teachers are only eligible for the end of the year
Professional Excellence Award if they have received above standard evaluations for all classroom
observations.
The TES also records the scores for individual classroom observation categories. While these do not add
up to a particular score overall, they are used by observers in helping determine the quality of the
lesson itself in accordance with internal observation guidelines. Additionally, scores are used to help
determine the professional development needs for faculty cohorts program wide.

7.5.2.3 Determining Areas for Improvement
The FAO instrument provides an overall evaluation with four possible categorizations of a teacher:
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Category 4
o the majority of teaching competences and the lesson overall have been evaluated as
above required standard
Category 3
o the majority of teaching competences and the lesson overall have been evaluated as at
the required standard
Category 2
o the majority of teaching competences and the lesson overall have been evaluated as in
need of improvement
Category 1
o the majority of teaching competences and the lesson overall have been evaluated as
referral for further action

Clearly Category 4 & 3 ‘at or above the required standard’ teachers are not ‘in need of improvement’ in
order to meet the requirements of ELI’s expectations within the classroom.
The standards set for Category 4 faculty members are such that most faculty members should
consistently meet its requirements. The level of professional practice required is essentially between
bands 3 and 4 on the European Profiling Grid, which roughly corresponds to a CELTA Pass level of
practice. Given the hiring standards at ELI, this is something all teaching faculty members should be able
to demonstrate, based on their experience and qualifications. ELI has not budgeted to provide
developmental support to faculty members below this level of practice, and therefore teachers who are
unable to meet this level of practice will have typically to independently avail themselves of
professional development support opportunities and resources. ELI provides these resources through
its extensive professional development library in addition to an entire suite of Cambridge University
Press courses covering a variety of topics at ELI.
If ELI does elect to provide Category 2 faculty members support beyond its typical professional
development support mentioned above, it would do so in the form of a formal mentorship program as
described in the relevant section that follows. This program is only available to ELI-directly hired
teachers. For faculty members who have been contracted by other companies, they must rely on the
resources provide by those concerned organizations.

7.5.3 Follow-up Unannounced Observation (FUO)
The follow-up classroom observation follows many of the same procedures and practices as the
diagnostic unannounced observation. In contrast, It is designed to be the conclusion phase of the
evaluation process, and so it differs in both its intent and outcome. All faculty members who have been
formally observed should expect being visited at least once more for about 10 to 15 minutes in an
unplanned manner, in order to ensure consistency of lesson delivery and quality.

7.5.3.1 Observation Procedures (FUO)
Initial contact
The
quality
observation

Observation
Feedback
assurance The observer just pops in, Within 2 working days, the observer
is greets the teacher and sends the faculty member an email
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unannounced, so there is no ends up at the back of the thanking him/her for the opportunity of
prior meeting or email to be class; ideally in a way that observing his/her class and giving
expected beforehand.
doesn’t disrupt learning.
feedback that may not exceed a
sentence, informing him/her that
everything is fine and encouraging the
recipient to keep it up. If the results of
the observation are not satisfactory and
contradict what has been observed
during the FAO, the faculty member will
receive a feedback email listing the
issues which have been observed in class
and a conclusion will be drawn at the
end of the email that it has been decided
the teacher is to be formally observed
during the next module, and his/her first
formal observation score has been
cancelled. In such a case, the faculty
member should expect another formal
observation during the following
module, which will count for his/her
evaluation for the current academic
year. In contrast, if the performance of
the teachers was found better than the
score given during the FAO, he/she will
be offered the chance of being reobserved formally in module 4 in order
to improve the score.

The FUO is not counted as part of the faculty member annual performance evaluation, but it may have
serious consequences such repeating the formal observation and cancelling the first formal observation
score, or giving a second chance for being formally observed in order to achieve a better score.

7.6 Theoretical Underpinnings the Observation Approach
The approach taken to the design of the instrument was both qualitative and quantitative, that is, it
takes account of the idea that certain teaching competences can be defined and are measurable, as
well as accepting that teaching is a complex and dynamic process with multiple realities open to
discussion (see Leary 2014 Ch. 4 for a longer discussion of these issues). This underpinning made it
possible to create an observation pro forma which serves both as ‘evaluative’ (Bailey Ch. 9) and
‘awareness-raising’ or developmental’ (Bailey, Ch.2) purpose. Although not as direct sources, the
Cambridge Teaching Awards Delta 5a form provided useful indications for the evaluative, more
objective parts of the KAU instrument, while Randall & Thornton (2001) offered ample justification for
(p.62/63), and a useful example of, subjective feedback (p. 222) which served as inspiration for the
‘Extra Observer Comments’ section of the KAU tool.
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7.6.1 Links to the European Profiling Grid
The European Profiling Grid (EPG) is an important framework used worldwide and designed to aid a
variety of stakeholders in understanding where teachers are at in terms of current professional practice
and help to design and implement a plan of action for improvement. As the EPG ‘s own documentation
points out:
“The EPG is an instrument that describes the competences of language teachers and
presents them in tabular form spanning six phases of development. It is available in
nine languages.
The aim of the EPG is to support language teachers, whichever language they teach, in
their own professional development. It is also a tool for managers and coordinators
who are responsible for assuring the quality of language education, and for trainers and
mentors who provide support and in-service development opportunities for language
teachers.”
It is important therefore to ensure there are sufficient links between to the practices at KAU and the
EPG, if this valuable framework is to be implemented.
There are three major areas of the EPG standards that the FCO supports and relates to: Standards 4, 8
and 9. Each is detailed below:
Area 4 of EPG inspections requires that:
Inspectors seek evidence that the standards of teaching are monitored by well qualified
and experienced academic managers, and that appropriate action is taken to
continuously improve standards where and when needed. The professional
development opportunities for staff and systematic assessment of teachers’ work are
also checked.
Inspectors look into procedures for classroom observation and also check that there is
adequate documentation of lesson observations and maintenance of records. For this
reason, the ELI observation pro forma is comprehensive and provides full
documentation of observed lessons. In addition, it points towards appropriate further
development for the teachers concerned.
Area 8 of EPG inspections relates to the:
Qualification and competence of all staff, as well as the training opportunities available
to them
In addition, it specifies that a professional development record must be kept for each
individual teacher. The ELI observation pro forma will provide a snapshot of the
professional practice of a teacher at a given point in time and will suggest
developmentally appropriate future activities.
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Area 9 of EPG inspections relates to:
Channels of communication and the balance between formal and informal
communication, as well as awareness of basic company information among staff.
The KAU observation system specifies that:
All teachers should see and be helped to understand the observation pro forma prior to
observation taking place, and sets out pre-, in- and post-observation procedures in the
document called ‘Observation Procedure_V3’.

7.6.2 Relationship to Best Practice in the Field
There is general agreement in the field that observation needs to be developmental as well as
evaluative:
‘I would argue that it is important to challenge the hegemony of performative models
of classroom observation’ (Leary 2014:154).
‘Observation is a multi-faceted tool for learning’ (Wajnryb 1992: 1).

Furthermore, the literature supports the idea that developmental observation is valuable for the
observer as well as the observed teacher, thus increasing the likelihood of observation being seen
institutionally as a desirable and non-threatening part of professional practice:
‘Classroom observation is rewarding, if it involves …. helping a colleague grow
professionally’ (Balaghizadeh 2010: 8).

7.6.3 Effective Measurement of Performance Constructs
The instrument is a new one, specially created for ELI in 2018. Writers on classroom observation often
suggest that an effective observation instrument must be both reliable and valid:
A tool that provides reliable observations helps ensure that anyone who is trained to
use the tool will use it consistently and fairly across observations of different teachers
and classrooms. A tool that is validated has established empirical evidence of
associations between scores on the tool and outcomes of interest such as student
achievement. (Stuhlman, Hamre, Downer, & Pianta, R.C. 2017)
Training has been provided to those who observe or will observe English lessons at ELI. In
addition a system of shadowing and supervised observation of a lesson cycle has been
recommended for new observers. This helps to develop reliability, but see below1. The
instrument already has face and cultural validity in that the ELI observers appeared to accept it
as an appropriate tool, as well as content and construct validity manifested via comparisons
with others such instruments, which show it to be representative of factors needed for
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effective language teaching and similar in understanding of the categories of teaching behavior
to be included.
A study would need to be conducted to check predictive validity in terms of student
achievement. Furthermore, some experts consider that too much importance has been placed
on student achievement when considering teacher effectiveness, because ‘there is no clear
evidence to suggest that there is a cause and effect relationship between the two’ as ‘such
simplistic models fail to consider many variables often beyond the control of the teacher that
can affect students’ performance in any given lesson’ (Leary 2014:90).

7.6.4 Evidence of Fairness
Fairness needs to be achieved by means of building up a multi-faceted picture of a teacher’s
professional competence. Murdoch (2000:56) states that: ‘A common failing of many teacher
performance reviews is that they make judgments about teachers based on unrepresentative samples –
usually isolated observations – of a teacher’s work’.2 Lesson observations and the records thereof need
to be part of a complete record of a teacher’s work, encompassing several observation records, learner
feedback, participation in training courses and collegial activities such as materials development etc. 3.

7.6.5 Stakeholder Use
Institutionally, a range of classroom observations conducted with a high number of teachers using the
FCO system provided can serve as formative assessment, informing management and supervisors about
the current levels of teachers’ pedagogical content knowledge and their ability to operationalize that
knowledge through effective classroom management, use of multiple teaching and learning strategies,
effective learner assessment and appropriate technological skills. Individually, a classroom observation
report can serve as a formative evaluation, to be used as a basis for teacher development, or as a
summative evaluation, in the case of potential continued hiring or promotion of the teacher concerned.
Classroom observations cannot provide a complete picture of teacher’s knowledge; skills and attitudes
(see 2 above). It is applicable to general English or EAP classes.

7.6.6 Support of Teacher Autonomy
The observation system fosters a dialogic, reflective approach to teacher development and assessment
in which the role relationships of observer and teacher are ‘collaborative and consultative’ and the
[observed] teacher is ‘considered a co-investigator or co-explorer in the classroom’ (Wajnryb 1992: 11).
This view of the roles of teacher and observer was highlighted in the training course for lesson
observation, and further emphasized by the inclusion in the course, and recommendation for uptake, of
alternative, additional models of lesson observation, which allow for yet more teacher autonomy.
Models examined were mentoring, teacher support groups (Richards & Farrell 2005), real time data
exchange (Gakonga 2017), unseen observation (Bailey 2006) and lesson study (Leary 2014, Australian
Institute for Teaching and School Leadership).

7.7 Review and Appeal Process
In the interests of fairness, transparency and operational precision a carefully drawn up review and
appeal process has been established and implemented at ELI in relation to faculty members’
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observations, feedback and records. Faculty members’ input on all ELI matters is considered crucial and
the appeal process provides important opportunities to those concerned for performance-status record
rectification if and when appropriate, according to the following procedures.

7.7.1 Appeal Process
If faculty members are dissatisfied with formal observation outcomes, they are entitled to specify in
writing the specific report areas they are not satisfied with, along with their reasons for concern. Any
reasons for disagreement need to be clearly related to the observation rubrics criteria. This should be
done within 48 hours of feedback sessions and emailed to Dr. Mohamed Al-Harbi
(msmalharbi@kau.edu.sa). The points raised are then carefully considered, observation notes and
rubric are carefully checked, and decisions concerning re-observation eligibility are made. In order to
benefit from fresh observer perspectives and in the interests of maximizing objectivity, EC Coordinators
make every effort to assign different specialists from the original observers to conduct these appeals reobservations. In case, the teacher is re-observed, the new observation score is final and cannot be
challenged, so no more appeals will be entertained.

7.8 Needs Development Rating
ELI has complete confidence in the high quality classroom performance of all faculty members. This
confidence is supported by the vast majority of ELI classroom observations and by the favorable CEA
accreditation team’s findings and feedback. It is only expected, however, that there are exceptional
occasions when observed faculty members’ classroom performance may give cause for concern, and it
is understood that such occasions can arise due to a variety of causes, including unexpected and
unpredictable personal issues and circumstances.
Faculty members receiving an overall rating of ‘for referral’ on observation reports are provided with
practical feedback for performance improvement. In such cases, the teacher is referred to the PDU and
detailed action plans are created by the PDUs, and concerned faculty members are given a period of
time in which to correct/improve performance. In most cases, faculty members in this situation are
placed on probation, and can be temporarily relieved of teaching duties until the areas of concern are
substantially rectified. Once subsequent classroom observation confirms that all the developmental
areas are indeed corrected, they can be taken off probation and returned to regular status. If any of
the developmental areas are not satisfactorily corrected and/or recommended courses of action
require disproportionate amounts of available ELI resources, referring the concerned faculty members
for a further action is an available option.
Faculty members receiving ratings of ‘for referral’, or ‘needs development’ in any of the 21 categories
listed in the Formal Faculty Observation Evaluation Report, but not receiving an overall score of ‘for
referral’, or ‘needs development’ are strongly encouraged to immediately begin working on those areas
and to document their efforts and progress. Consulting EC members is often a good first step in these
situations. Campus ACs can also be consulted for resources, suggestions, and recommendations.
Subsequent observations look for improvement in the categories noted as ‘needs development’.
Exceptions to the above courses of action are when faculty members receive ratings of ‘needs
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development’, or lower in any of the two criteria listed under the ‘Classroom Atmosphere & Use of
English and Teaching Skills’ sections (items 2b, 2c and 3a), regardless of overall ratings. All faculty
members must be able to exhibit the best teaching practices awareness and to act as language models
for students to follow inside and outside the classroom. All faculty members are expected to display a
very high level of English fluency, both written and spoken, and any concerns or issues in these areas
are taken very seriously by the ELI Administration.

7.9 Training and Support
The Professional Development Units (PDUs) manage the faculty member training programs, including
annual symposiums and conferences, at ELI. Training provides many different developmental
opportunities for faculty members’ personal and professional growth. Effective training builds skills,
encourages reflection and helps increase employee satisfaction. As ELI PDUs continue in growth and
development, additional opportunities for ELI faculty members’ developmental training are being made
available, ranging from International EFL events and venues to local and in-house developmental
opportunities.
ELI PDUs plan to provide assistance to faculty members seeking professional development support
including mentoring/coaching, coordinating peer observations, and assistance in accessing professional
development opportunities outside KAU. ELI PDUs’ goal is to improve and enhance classroom practices
by providing guidance and training, and fostering self-development. Faculty members are always
warmly welcomed and encouraged to contact the PDU if they have any questions, comments,
recommendations, or concerns.
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Chapter 8
Ethical Code of Conduct
8.1 Overview
ELI strives to maintain the highest levels of integrity and professionalism. It has a zerotolerance policy when it comes to any issue that adversely affects its reputation. Hence, ELI
faculty members are expected to be positive role models for students and the community at
large, displaying good manners at all times, and strictly abiding by the local social norms and
laws of the country.
The Ethical Code of Conduct, as endorsed by ELI, is based on the general ethical principles
expected of all higher educational faculty members, established by the Council of Higher
Education and Universities in Saudi Arabia in 2007. It serves to establish high professional
standards of conduct, derived from general professional consensus, as the basis of acceptable
behavior. ELI faculty members are responsible for practicing their profession in strict
accordance with these ethical standards of conduct. Conduct that fails to meet these standards
is regarded by ELI as unacceptable and is not tolerated.
This code is intended to ensure professional behavior at the workplace and to advance the ELI
Mission as an institution committed to delivering the highest quality of English language
teaching. The ethical principles listed below are declared to be the criteria of ethical and
professional practice to be followed by ELI faculty members. The code emphasizes the
principles of dignity, integrity, and respect for students, colleagues, management, and ethical
best practice.

8.2 Principle One: Ethical Code of Conduct towards Students
ELI faculty members are responsible for delivering quality language teaching, practicing the
profession with genuine interest, and maintaining professional instructor-student
relationships. Faculty members are required to make every effort to enhance and facilitate
their students’ learning. They are responsible for delivering quality education to their students,
and for instilling in them qualities of character such as integrity, dignity, respect, and
responsibility.
In order to fulfill the professional responsibilities contained in this principle, ELI faculty
members are required to:
 Display cultural sensitivity and consideration concerning cultural differences, in and
outside the classroom, when dealing with students.
 Maintain and be protective of students’ privacy and confidentiality, unless
otherwise required by law.
 Avoid any harassment, exploitation, and discriminatory treatment of students.
 Deal considerately and justly with all students and seek resolution of any
contentious issues, including disciplinary problems, according to University policy.
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Provide favorable learning environments and constructive feedback to students and
monitor their learning progress.
Respect students at all times as learners and individuals.
Help students acquire the qualities of dignity, integrity, responsibility, cooperation,
punctuality, and respect for the law, for others, and for themselves.
Be available during class time and office hours as scheduled, and foster online
communication with students.
Never exploit relationships with students for personal gain or private advantage.

8.3 Principle Two: Ethical Code of Conduct towards Colleagues
ELI faculty members are obliged to demonstrate mutual respect, integrity, cooperation, and
professionalism when interacting with colleagues, in order to promote an appropriately
professional environment. The cultural diversity of the ELI faculty membership serves as a
source of inspiration for cultural awareness development.
In fulfillment of professional responsibilities of this principle, ELI faculty members are required
to:
 Conduct themselves with dignity, respect, and professionalism in all interactions
with colleagues.
 Stand by collective decisions made by colleagues.
 Never make false statements about colleagues.
 Maintain an operationally functional relationship with colleagues on campus.
 Never misrepresent colleagues' views.
 Never engage in verbal attacks and intimidation of colleagues whatever the
circumstances.
 Always display fairness and objectivity when offering professional judgments on
colleagues' work.
 Assist colleagues as and when needed.
 Never exploit relationships with colleagues for personal gain or private
advantage.

8.4 Principle Three: Ethical Code of Conduct towards Practice
Dedication to the practice of excellence in teaching, delivered with integrity, honesty, energy,
passion, and intellect is fundamental to the pursuit of high educational standards at ELI. The
demonstration of both dignity and competence are essential components of excellence in
teaching. The professional responsibilities of this principle require that ELI faculty members:
 Never engage in discussions involving religion, politics, and sex inside the
classroom.
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Always demonstrate personal integrity and professionalism in carrying out their
duties.
Demonstrate concrete evidence of continuous professional growth and
development.
Work continuously to improve the quality of instruction.
Keep informed of the latest practices developed in the field.
Never commit any act of moral turpitude, or commit any felony under the laws
of Saudi Arabia.
Neither offer nor accept gifts or favors that impair, or could be perceived as
potentially impairing, sound professional judgment.
Refrain from circulating purportedly professional information that is not
supported by established research in the field.
Never use the privileges of their position or practice for personal gain.

8.5 Principle Four: Ethical Code of Conduct towards Management
ELI faculty members are morally and legally committed to play their part in increasing and
enhancing ELI’s professional productivity and in the maintenance and implementation of ELI's
best practices. Faculty members are required to continuously work on the implementation of
ELI's policies and regulations.
The professional responsibilities of this principle require that ELI faculty members:
 Avoid all forms of office politics (i.e. the use of one's individual or allocated
position/authority in any given role to further personal interests/or gain undue
or undeserved personal or professional advantages over colleagues).
 Fully comply with all ELI policies and regulations.
 Never use institutional privileges for personal gain.
 Clearly display faculty ID badges at all times on campus.
 Avoid engaging in any employment, paid or voluntarily, outside ELI without
official permission.
 Respect and adhere to the established chain of command.
 Avoid making any statements that could be conceived as being misleading,
fraudulent or malicious, concerning ELI management.
 Follow directions from immediate superiors.
 Never introduce personal issues/conflicts to the ELI environment.
In recognition of the professional status of ELI, the institute’s senior management is authorized
to order investigations into any perceived or suspected breaches of the Ethical Conduct Code.
Such investigations may result in verbal/written warnings or even in termination in serious
cases.
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Chapter 9
Policies of Contract Benefits for
Non-Saudi Faculty
Contracts for non-Saudi KAU faculty members are of one-year duration as of the first day of
duty at KAU. Contracts are automatically renewed annually, unless written notification to the
contrary is given by either party, at least two months prior to the contract’s expiration. Faculty
members receive full notification of the terms and conditions of their contract as follows:

9.1 Compensation
9.1.1 Monthly Tax-Free Salary
A KAU-contracted faculty member's salary will be within the salary range that is assigned to the
position based on its duties and responsibilities, and is determined by qualifications and years
of experience up to the time of the job application with ELI. Monthly pay is directly deposited
into faculty members’ bank accounts. Faculty members’ salaries may be increased annually by
up to 5 percent within the maximum salary range as the result of exceptional performance
approved by the Dean. Such increases in pay are considered 'merit increases'.

9.1.2 Additional Teaching Hours
If ELI faculty members are required by the Dean or concerned Vice-Deans to teach additional
hours in excess of their contractual 18-hour teaching load, they are paid on an hourly basis.
Payment is directly deposited into faculty members’ bank accounts by the end of the academic
semester following the semester in which the extra load is assigned. Additional teaching hours
are usually offered to faculty members who display excellent classroom performance and/or
who have made a noticeable contribution to ELI’s operational requirements.

9.1.3 Paid Summer Vacation
Contracted faculty members work a 10-month year and are paid over 12 months. Summer
vacation pay is awarded on a prorated basis of 5 days per contracted month. Faculty members
who begin their employment a month after the official start of the academic year will generally
have contracts of less than 12 months. A faculty member with a 12-month contract receives 60
days of paid summer vacation. Thus, a faculty member with a six-month contract would be
entitled to 30 days of paid summer vacation. This summer vacation pay is processed at the
time of applying for summer vacation. Paid summer vacation policies include, but are not
limited to, the following:
 The period between the start and/or the end of the summer vacation and the beginning
of the new academic year is considered as eligible for fully paid compensation (usually
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the period that corresponds with the religious holiday, starting towards the end of the
holy month of Ramadan) and/or Hajj;
If summer leave is not taken during its specified period, it lapses immediately and
cannot be carried forward;
The faculty member is responsible for planning his/her leave dates and obtaining the
necessary travel approvals;
Summer vacation time cannot be advanced. No leave is allowed before the official end
of the academic year, even if classes are finished.
If assigned to work during the entire summer semester, the faculty member receives a
compensation equivalent to the number of days of his/her summer holiday as
remuneration for working during the vacation. Restrictions apply. (See 10.6 General
Vacation and Holiday Rules, Item 7 and 11.2 Emergency Leave.)

9.2 Allowances
KAU provides a package of monthly and annual allowances to help new faculty members settle
in Jeddah and focus on their ELI duties and responsibilities. The package includes the following:

9.2.1 Housing Allowance
An advance housing allowance payment of SR 10,000 is made to all newly-contracted faculty
members within three weeks of reporting to ELI. The remaining portion of the housing
allowance is paid within a month of signing the contract. Continuing faculty members receive
their housing allowance in full within three months of the renewal of contracts at the
beginning of the academic year.
Housing allowance is based on job title. A regular contracted faculty member, with the job title
of Language Instructor, is paid an annual housing allowance of SR 17,000; SR 18,000 is paid for
a Lecturer; and SR 25,000 for Professors, Associate Professors, and Assistant Professors. Annual
housing allowance policies include, but are not limited to, the following:
 The allowance is paid for a full contracted academic year in one lump sum at the start
of the year's contract cycle;
 A faculty member who commences on a different date from the official start of the
academic year is entitled to a pro-rata payment of this allowance;
 If a faculty member's dependent (or legal companion) is employed at KAU or another
government or private organization with a higher entitlement, he/she is not eligible for
this allowance, as no double housing allowance is permitted;
 If a faculty member's and his/her dependent (or legal companion) are both employed
at KAU, the housing allowance is provided to the individual with higher entitlement;
 A faculty member is not eligible for this allowance if provided with a housing unit by
KAU;
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A female faculty member is not eligible for this allowance if married to a Saudi national
residing in Saudi Arabia;
 If the faculty member rents a housing unit above the maximum limit of the housing
allowance, he/she is responsible for the balance.
The faculty member is responsible for providing accurate and authentic information about
his/her employment and legal status and that of his/her dependent(s), if applicable, when
signing or renewing the contract. Failure to give complete and accurate information concerning
the employment or legal status of a faculty member’s dependent(s) (or legal companion(s) may
result in non-payment and/or liability for repayment of previously paid housing allowance
monies and other legal action by the University.

9.2.2 Transportation Allowance
The transportation allowance is a monthly flat rate determined by job title to help faculty
members travel to and from their place of work. The transportation allowance for Language
Instructors and Lectures is SR 500 a month and for Professors, Associate Professors, and
Assistant Professors is SR 600, paid as part of the total gross of the monthly salary.

9.2.3 Furniture Allowance
Newly-contracted faculty members are paid a one-time furniture allowance in advance to help
cover relocation and furniture costs at the start of the employment cycle. This allowance is
50% of the housing allowance and is paid after signing the work contract. Furniture allowance
policies include, but are not limited to, the following:
 Paid only once in an entire employment cycle at the start of the first contract;
 If a faculty member's dependent (or legal companion) is already employed at KAU
or another government or private organization, he/she is not eligible for this
allowance;
 A previously government-employed faculty member who left a job in Saudi Arabia
more than two years earlier is eligible for the furniture allowance unless a
furniture allowance had been previously received from that government
organization;
 A faculty member who previously worked (or was a legal companion of a male or
female employee) in any government or private organization in Saudi Arabia and
left the country at least two years before signing the KAU contract is eligible for
this allowance, if a furniture allowance had not been received from the previous
employer;
 In the case of the contract duration is less than one year, the faculty member is
paid a proportionate amount (entitled to a pro-rata payment) of this allowance.
The remaining amount of the furniture allowance (balance) is paid at the start of
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the following contract cycle, provided that the two contracted periods together
are of one year's duration at least;




A faculty member is not eligible for this allowance if provided with an on-campus
furnished housing unit;
Any subsequent changes in employment status will not trigger further payment of
this allowance;
KAU does not take back or buy any furniture from faculty members.

Faculty members are responsible for providing accurate and authentic information about their
employment history and legal status and that of their dependent(s), if applicable, when signing
and renewing contracts. Failure to provide complete and accurate information concerning the
previous employment condition or legal status of faculty members’ dependent(s) (or legal
companion[s]) may result in liability for repayment of previously paid furniture allowances and
other legal action by the University.

9.2.4 Transfer Allowance
If faculty members are transferred from one city to another within Saudi Arabia as deemed
necessary for the public interest, they are entitled to a transfer allowance of SR 4,000, paid
only once per transfer per academic year, in addition to air-tickets. In case of faculty members
and their contracted KAU legal companions being transferred, only one allowance is paid.

9.2.5 End-of Service Gratuity
Faculty members are entitled to receive a gratuity sum at the end of their service based on the
duration of their employment. End of service allowance policies include, but are not limited to,
the following:
 On completion of two years' service with the University, departing employees are
entitled to an end of service gratuity at the rate of one half month's salary for each
completed year of service;
 On completion of five years' service, the terminal gratuity is one month's salary for each
completed year, payable at the end of the service and calculated on the basis of the
employee’s last salary;
 The maximum limit of this gratuity is SR100, 000, or the actual due amount according to
the years of service if less than SR100,000;
 This gratuity is due only for complete years and uninterrupted service.
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Chapter 10
Vacations and Holidays
KAU-contracted faculty members are eligible for a variety of fully paid vacations and holidays
throughout the academic year to allow them adequate time for family, recreation and
relaxation.

10.1 Official Calendar of Vacations
Saudi Arabia uses the Islamic lunar calendar (or Hijri Calendar). For several decades, Saudi
Arabia has employed a calculated lunar calendar that is commonly referred to as the ‛Umm AlQura Calendar’ (or Makkah Calendar) with corresponding dates to the Gregorian Calendar. The
Umm Al-Qura Calendar is in official use for public holidays in all KSA government organizations,
including KAU.

10.2 Weekend Break
The official weekend for the government is Friday and Saturday.

10.3 Summer Vacation
All faculty members with 12-month contracts are entitled to an annual 60-day paid summer
vacation, usually falling in the months of July and August, depending on the Hijri calendar.
Restrictions apply to newly-joining faculty with contracts of less than 12-months duration. See
Item: General Vacation and Holiday Rules below.

10.4 National Day Holiday
Saudi Arabia celebrates its National Day on Sept. 23, commemorating the unification of
modern Saudi Arabia on this day in 1932 by the Kingdom’s late founder, King Abdulaziz, whose
name KAU bears. All government employees are given a day’s holiday in celebration of this
event. If the National Day falls on a Friday, a long weekend is given to include Thursday. If it
falls on a Saturday, a long weekend is given to include Sunday. It is a fully paid holiday.

10.5 Religious Holidays
There are two religious holidays, Eid Al-Fitr (towards and after the end of the holy month of
Ramadan) and Eid Al-Adha during the Islamic pilgrimage or Hajj), each lasting approximately
seven to ten days, depending on the academic calendar. Both are fully paid holidays.

10.6 General Vacation and Holiday Rules
The University regulates vacation and holiday periods as follows:
 The University President has the right to change the weekend break for any faculty
member as per operational requirements;
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The University President has the right to cancel any faculty member's entire summer
vacation or part of it with the consent of the faculty member, or without it in extreme
emergency cases. Compensation for such cancellation is equal to the usual pay the
faculty member receives for such periods. No airline tickets shall be provided to the
faculty member if the entire regular vacation is cancelled. Dependents are still eligible
for round trip tickets.
The University President may delay the faculty member's regular vacation or part of it
for no more than six months carried forward into the following contracted academic
year, as per operational requirements, or at the faculty member's request, if possible;
The University President may cancel any faculty members’ two religious holidays, Eid AlFitr or Eid Al-Adha, as per operational requirements, with the consent of the faculty
member, or without it in extreme emergency cases. Compensation for such cancellation
is equal to the usual pay the faculty member receives for such periods;
With the recommendation of ELI and approval of the University President, a faculty
member, with compelling reasons, may divide his/her own annual vacation into a
maximum of two periods, each being not less than one-third (20 days) of the entire
earned annual vacation and used within the same academic year in which it is earned.
New faculty members who join ELI after the start of the academic year, usually after
September, will have their annual leave benefit prorated at a rate of five days per
month, as it would be considered a less than 12 month-contract (10 academic calendar
months). To ascertain the number of prorated days earned based on particular
contractual agreements, faculty members need to visit the Financial Affairs Unit on their
campus. In such cases, the following applies:
Faculty members’ annual leave is prorated based on joining dates (corresponding to the
Islamic Hijri Calendar).
Faculty members are obliged to physically remain, and function in typical capacity (e.g.
teaching summer courses) at the Institute until their prorated annual leave is due.
Faculty members in this situation are compensated their normal pay for the summer
course and due prorated annual leave during this period. However, they do not receive
the additional compensation rate(s) for summer sessions paid to full year contracted
faculty members.
Faculty members are eligible to travel at the end of their 'completed' service as specified
in the contract. For example, if faculty members’ contracts were calculated as fourmonth contracts, rendering them as them as eligible for 20 days of annual vacation, as
opposed to 60, then they are able to travel for those days, or continue to work for this
period, if needed, (i.e. the 20 days), in which case they would then be eligible to receive
the additional summer work compensation pay rate(s).
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Faculty members incur full costs of airfare if opting to travel during this period, as they
are not eligible for full airfare reimbursement, due to the less than 12-month contract
status. Only faculty members having worked one full academic year are eligible for this
benefit.
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Chapter 11
Leaves of Absence
11.1 Sick Leave
Sick leave is granted upon submission of a verified medical report from the KAU Medical
Administration or a licensed hospital. The sick leave rules per academic year include, but are
not limited to, the following:
 The first 30 days with full pay;
 The following 60 days with half pay;
 Any subsequent days with no pay, leading to termination;
 No sick leave is granted when illness is experienced outside Saudi Arabia during
vacation.
 The sick leave period may be doubled in case of work-related injury.
 Contractually allowed sick days are valid only for the duration of the contract and
do not carry over to a subsequent contract with KAU.
To ensure the smooth running of ELI, faculty members whose health condition requires
absence from work for even one day must inform their immediate coordinators or supervisors
of the situation. Family members may inform the immediate coordinators or supervisors on
behalf of sick faculty members, should communication be an issue. Verified medical reports
must be submitted as soon as possible to the ELI Financial Affairs Unit with copies to
coordinators. Failure to do so may result in salary deduction.

11.2 Emergency Leave
Due to reasons that cannot be foreseen or documented in advance, faculty members may
apply for leave on compassionate grounds. Faculty members may, with the approval of the
Dean or delegated Vice-Dean, take excused absence of up to 10 days a year with full pay under
special circumstances judged on a case-by-case basis. Emergency leave days are deducted from
annual vacation days. If concerned faculty members are assigned to teach in the summer
module, then salary days owing to ELI due to faculty members having taken emergency leave
during the academic year are deducted from the extra salary paid for that module. Air tickets
are not provided by KAU for emergency leave. If faculty members have to avail themselves of
the emergency leave provisions, this does not affect their entitlement to the annual vacation
air tickets provided by KAU. Emergency leave may not be combined with any university break.

11.3 Extended Leave without Pay
At the discretion of the University, faculty members may be granted leave without pay for a
period not exceeding one semester per academic year. Contracts of faculty members taking
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such leave are considered as uninterrupted. During the period of such leaves, basic salary and
all contracted benefits are cancelled. Such leave periods are omitted from calculations for the
end of service gratuity.

11.4 Professional Leave
When planning to attend or present a paper at a professional conference, faculty members
may apply online through the Anjez System for official leave. Applications must be made at
least 45 days prior to the conference start date. Online application forms must be attached
with abstracts, acceptance letters of attendance or participation from conference secretariats,
and conference fee receipts. Applications should be submitted through Anjez to the Vice-Dean
for Graduate Studies for processing. Expenses of KAU-approved conference presenters are
covered as per KAU regulations. If assistance is required with application submissions, the ELI
Vice-Dean for Graduate Studies should be approached.

11.4.1 General Professional Leave Rules


Faculty members with published papers, or who have ‘approved for publication’
papers in ranked ISI journals related to the field of English language teaching may
apply for the equal number of financially-covered conference participations.
Conference participation applications are required to be backed up with a
published, or approved for publication, papers in ISI journals. The following website
can be accessed to review recognized ISI journals related to the teaching of English
endorsed by the University’s Deanship of Research

http://dsr.kau.edu.sa/content.aspx?Site_ID=305&lng=AR&cid=109522&URL=www.kau.edu.sa











KAU must be appropriately acknowledged in presented papers.
For co-authored papers, faculty members must obtain co-authors’ written
authorizations prior to presentation.
Faculty members who merely wish to attend conferences without giving
presentations must obtain KAU approval by submitting online applications, at least
three months prior to conference start dates. In such cases, KAU has no financial
obligations concerning such conference attendance.
Faculty members who are approved and sponsored to present at any conference
are required to fill out conference report forms available on the KAU VicePresidency for Graduate Studies and Research website.
All conference participation and attendance applications are subject to the
university’s approval. Faculty members are advised not to attend any conference
without the university’s prior approval.
In case of anticipated absence or failure to show at an approved conference, a
report must be written and submitted to the KAU Vice-Presidency for Graduate
Studies and Research, detailing and documenting the reasons.
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11.5 Maternity Leave
Maternity leave is granted with full pay for 45 days post-delivery.

11.6 Eddah Leave
A fully paid leave of up to four months and ten days (known as period of Eddah in Islamic
jurisprudence) is granted to Muslim female faculty members following death of husband,
whereas non-Muslim female faculty members are granted one-month’s leave with full pay.
All faculty members requesting leaves of absence must apply online through the Anjez system,
using their KAU usernames and passwords. All supporting documents must be attached and
submitted to the Faculty Affairs Unit (FAU) on the concerned ELI campus for processing.
For further information, contact the ELI FAU.
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Chapter 12
Separation Policies
KAU follows a systematic, equitable and transparent process for faculty members whose
contracts are not renewed. The process is applied whether non renewals are the request of
either contractual party (faculty member or KAU).

12.1 Termination Provisions
The employment of a non-Saudi KAU-contracted faculty member may be terminated according
to the following:
1. Saudi naturalization;
2. Voluntary resignation;
3. Insistence on resignation despite the resignation being rejected by the
University;
4. Failure to report to work for 15 continuous days without a valid and documented
excuse, or accumulated unexcused absences of 30 days throughout the academic
year;
5. Cancellation of the employee’s position;
6. Disability interfering with job duties;
7. Failure to demonstrate professional competence in teaching or service;
8. Noticeable decline in job performance;
9. Disciplinary dismissal by the University;
10. Requirements of the public good;
11. Conviction of a felony deserving Islamic disciplinary punishment or criminal
activity directly related to the honesty and fitness of a faculty member to engage
in teaching, service, or administration;
12. Death;
13. Extended sick leave in excess of that detailed in Chapter 11, Section 1.

12.2 Financial Obligations
Termination of contract is governed by financial obligations as follows:
1. If termination is triggered by articles (3,4,9,11) above, the faculty member is affected in the
following ways:
 Forfeiting the right to a one-way final exit ticket for the terminated employee
and his/her dependents (In exceptional cases, the University President may
approve the issuance of the ticket[s]);
 Forfeiting the right to end-of-service benefits;
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Repayment of the remaining period of the housing allowance if more than six
months remains on the contract;
Repayment of the furniture allowance if termination occurs at least six months
before the end of the first year of service;
Repayment of two-month's salary if termination is triggered by articles (3 and
4);

2. In case of voluntary resignation, the faculty member is required to:
 Repay the remaining period of the housing allowance stated if more than six
months remain before the contract expires;
 Repay the furniture allowance if this resignation occurs at least six months
before the end of the first year's contract of service.
3. If termination is triggered by article (1), the faculty member loses the right to a final exit
one-way ticket(s).
4. If termination is caused by articles (5 and 10), the faculty member is entitled to
compensation equal to two-month’s salary.

12.3 Death of a Faculty Member
In the event of a faculty member's death, the University covers the costs related to the transfer
of the remains and dependents' one-way final exit tickets.

12.4 Death of a Faculty Member's Dependent
In the event of the death of a faculty member's dependent, the University covers the cost of
the transfer of the remains and provides a round trip ticket for the person accompanying said
remains.
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Chapter 13
Travel outside Saudi Arabia
13.1 Ticketing
Economy class air tickets are provided to non-Saudi KAU-contracted faculty members and up to
three dependents (defined as parents, wife/ husband, unmarried daughters and sisters, sons
and brothers less than 18 years of age, or the female faculty member's legal male guardian,
such as a father, brother, uncle, or nephew), as follows: One-way ticket(s) from the country of
origin to Jeddah upon employment commencement; annual round-trip ticket(s) from Jeddah to
the country of citizenship during the summer vacation; and a final exit one-way ticket from
Jeddah to the country of citizenship upon end of service. Ticketing policies include, but are not
limited to:
 Tickets are issued on Saudi Arabian Airlines on the shortest route;
 Tickets are between Jeddah and faculty members’ home countries;
 Ticket requests are valid for two months and renewable for only one additional
month;
 No initial one-way ticket is provided for a foreign faculty member who was hired
locally and was a resident of Saudi Arabia at the time of contracting;
 No final exit one-way ticket for faculty members who were residents of Saudi
Arabia at the time of contracting and with less than two years of KAU service, or
whose sponsorship has been transferred to another local body;
 Only faculty members with the title of "Full Professor" are issued business class
tickets;
 If faculty members wish to travel outside Saudi Arabia during any holidays other
than the annual summer vacation, ticketing is their own responsibility;
 If faculty members wish to re-route their tickets to different destinations other than
the domicile, a Saudi Arabian Airlines office and/or the travel agent office from
which the ticket is issued, should be approached. There are no obligations on KAU’s
part in such cases;
 If faculty members decide not to use the earned return ticket(s) for the annual
summer vacation, they are entitled to a reimbursement of 50% of the total value of
the ticket(s) due for processing at the start of the fall semester.
 There is no vacation ticket or ticket reimbursement for faculty members who teach
in the summer module. Such faculty members’ dependents, however, remain
eligible for their vacation tickets.
 If a male or female faculty member’s legal companion is contracted by another
government organization, the tickets are issued by the organization that already
pays the housing allowance to either one;
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No ticket is provided for dependents whose sponsorship has been transferred to a
non-government organization.

Faculty members must fill in a request form at the FAU on their respective campuses, and they
are duly informed by the University’s Ticketing Office of the agency through which they may
have their tickets issued. Tickets should be applied for in good time, and reservations should be
made well-ahead of time during the summer, as many routes are heavily subscribed during this
period.
It is important to check the academic calendar to pinpoint the breaks and to plan ahead in
terms of flight bookings.

13.2 Application for Vacation
Applications for vacation are initiated via the Anjez system and submitted to the relevant Chief
Administrator for approval. It is important to keep track of the process online and ensure that
all necessary paperwork is completed in a timely fashion.
For more information or assistance, the FAU should be contacted.

13.3 Application for Exit/Re-entry Visa
Exit/Re-entry visas are required for non-Saudi faculty members and their dependents every
time they travel outside Saudi Arabia. It is, however, an obligation of faculty members
travelling to ensure that they have a valid passport and visa and return within the specified
vacation period in order to be available for work on the first scheduled working day after the
vacation. Failure to report to ELI on the specified date results in suspension of faculty
members’ work status, including salary.
To initiate visa processing, faculty members need to contact their campus FAU. Visa request
forms are completed and faculty members are directed to the concerned personnel for
guidance with required paperwork. FAU personnel are responsible for all procedures relating
to visas and passport and ticketing. It is important to note that exit/re-entry visas have a
specific and fixed duration and faculty members should always check with their campus FAU to
ensure that any visas are up-to-date and valid.
On the first day of scheduled work after any vacations involving exit re-entry visas, faculty
members must report to their campus FAU to officially register as having returned. Faculty
members are informed of the work start date prior to any vacations and are expected and
required to re-assume their scheduled ELI duties on that date.

125

Updated February 2021

For more information or assistance, the FAU should be contacted.

13.4 Payment for Government Services
Faculty members may use online banking to pay fees for government service transactions,
including Iqama renewal, visa issuance, at any time through online payment (SADAD) before
proceeding with paperwork at the FAU. Payment may also be processed through ATMs, bank
branches, and phone banking.
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Chapter 14
On-Campus Services
14.1 Banking Services
All faculty members are required to open a checking account with a Saudi bank. All payments
subsequent to the initial check or cash payments are made directly into individuals’ accounts.
An account may be opened in any of Saudi Arabia's banks, although the on-campus branches of
Saudi American Bank (Samba) might be preferred for reasons of convenience. In order to open
a bank account, the following documents must be taken to whichever bank is chosen:
 Resident Identity (Iqama)
 Copy of contract
 Copy of passport stamped and signed by the campus Chief Administrator
 ELI work address and personal mobile number
 Letter from ELI stating that the faculty member is one of its employees
A prospective customer is asked to fill in some forms, aided by a customer service agent. ATM
cards can be collected in person or mailed to the individual’s work address (ELI).
It is important that a letter from the bank giving new bank account details is requested. This
document must be taken to the FAU on the individual’s campus so that the information can be
entered into the payroll system to ensure future salary payments are directed automatically
into the faculty member’s account.
Bank loans and credit cards are offered in the same manner as elsewhere by all Saudi Arabian
banks. Samba ATM machines are available throughout the University campuses to facilitate
cash withdrawals, check/cash deposits with Samba and payment of bills linked to Samba
accounts. Samba offers online access for account holders. You can also use ATMs of all Saudi
banks other than your bank's free of charge.
For further information, contact the Samba branch on campus at ext. 61296/67581 or direct
line at 012-692-8866.

14.2 Child Care
KAU offers comprehensive quality child care for faculty members’ and students’ children with
two pre-schools for children of up to five years of age on both the KAU Men's and Women's
Campuses.
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Al-Shayma Kindergarten is located on the eastern side of the Men's Campus, close to the old
Equestrian Club. For tuition and registration information, this kindergarten can be reached at
012-651-7474 and 0535265563. For more information on the kindergarten on the Women's
Campus, contact Tel: 012-695-3348, Fax 012-695-2000 Ext. 21551.
There are numerous other kindergartens in the vicinity of the campus.

14.3 Girls' School Complex
KAU campus offers a girls' school complex providing elementary, intermediate, and high school
education for the daughters and sisters of faculty members, free-of-charge. The school is run
by the Ministry of Education and teaches a typical Saudi curriculum in Arabic. Faculty members
who want to register their dependent daughters and sisters in this girls' school complex are
required to approach the Jeddah Girls' Education Department with all necessary documents at
the crossroads of Prince Majed Street and Prince Muhammad Bin Abdulaziz Street (known as
Al-Tahlia Street). The complex is located on the KAU Campus, south of the Faculty Housing area
on Abdullah Al-Sulaiman Street.
There are numerous international schools in Jeddah, including several in the vicinity and nearvicinity of the campus.

14.4 Sports Facilities
KAU Campus promotes sports activities as the field of sport and exercise continues to expand
rapidly. The entire university community is welcomed to enjoy their favorite sports activities
across a variety of KAU sports facilities, including:
● The air-conditioned Sports Tent, opened in 1980 and featuring basketball, volleyball,
handball, judo, karate, taekwondo, bodybuilding, table tennis, and others;
● Olympic swimming pool;
● Tennis courts;
● Volleyball courts;
● Basketball courts;
● Handball courts.
KAU Campus also has a reserve football stadium and an international field with room for more
than 7,000 spectators. The University is also host to an equestrian club and scouts club.
For further information, visit or contact the Vice-Deanship of Student Affairs for Sports
Activities at ext. 61016 on the Men's Campus and Vice-Deanship of Student Affairs for
Activities on the Women's Campus at ext. 52871.
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14.5 Libraries
14.5.1 Central Libraries:
Run by the Deanship of Library Affairs, KAU libraries across the campuses are available to
all students and faculty members. The KAU Library is considered the main foundation on
which the University's learning resource is based. Resources include books, periodicals,
computerized disks, online journals, and other materials.
KAU houses:
 The Central Library, with its main collections, centrally located on the Men's
Campus Academic Square;
 The Central Library on the Women's Campus in Building 14, ext. 63999
The KAU library's online catalog can be accessed from any location on campus and can be
used to search library materials in Arabic, English, and other languages.
A full explanation of all library services, including access to the digital library, is available
online at:
http://library.kau.edu.sa/Default.aspx?Site_ID=212&Lng=EN
For further information, visit or contact the Central Library at ext. 52480.
14.5.2 Digital Library
Faculty members are entitled to benefit from the entire KAU Digital Library after completing
the required registration process. As access to this portal is subject to verification, a valid KAU
username and KAU email account are necessary. The creation of the username and account
are obtained by completing the relevant form, which is available at the official website of the
KAU Library:-http://library.kau.edu.sa/Default.aspx?Site_ID=212&Lng=EN and, then, clicking
Digital Library.
After completing the form, a verification email, confirming pending registration, is sent to the
provided KAU email account. This email confirms initial registration and contains the chosen
username and password for accessing the digital library resources. The initial email only
enables access from within the KAU campus network. Shortly afterwards, a further email is
received, confirming official registration by the network administrator after verification of the
user's identity in the KAU database. Receipt of this email allows users to access the digital
library from any other location.
The KAU Digital Library features a wealth of resources in all academic disciplines, including
TESOL, TEFL, ELT, Applied Linguistics, and Education. The membership area in the KAU Digital
Library contains many windows, including personalized pages with favorite and most cited esources, search, database, e-journals, e-books, and an e-catalogue.
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The KAU Library also features a variety of e-services on its homepage, such as library visit
requests, study room reservations, tour requests, submitted requests follow-up, free e-books,
Google books, Google Scholar, newly-arrived and soon-to-arrive books and periodicals, and
much more.
Note that the KAU Digital Library access privilege is restricted exclusively to faculty members
and must not be shared with others. Accounts are regularly checked using a highly secure
system, and if violations are identified, the concerned account is automatically blocked and ELI
administration is notified.
For further information, visit the Central Library or contact ext. 52562/52480.

14.6 Medical Facilities
14.6.1 University Medical Services Center:
All ELI faculty members and their dependents are provided with free primary health care at the
clinics of the University Medical Services Center (UMSC) on each campus. To make use of the
clinic’s primary services, copies of faculty members’ Resident Identity (Iqama) and those of
dependents must be taken to the UMSC on the relevant campus. University ID cards must also
be presented. Applicants are asked to complete a brief form and then they are issued with
medical cards with file numbers. Cards must be shown on each occasion primary care medical
help is sought.
14.6.2 University Hospital:
If it is necessary to seek medical treatment at the University Hospital, then a separate file must
be created, again based on details on the Resident Identity (Iqama) and University ID. More
comprehensive health care is offered at the University Hospital. The 895-bed hospital is
equipped with state-of-the-art laboratories and equipment for patient care and treatment. The
Hospital’s departments include Internal Medicine, ENT, Cardiology, Dentistry, Infertility,
Pediatrics, Neurology and Psychiatry, Surgery, Ophthalmology, Urology, Gynecology and
Obstetrics, Emergency Medicine, and General Medicine.
The Hospital is the largest building at the University and is situated near the University Western
Gate Number One. In emergencies, immediate free medical care is provided at this facility.
Basic medication at all medical facilities on campus is provided free-of-charge. In cases when
medication is unavailable on-campus, and therefore obtained off-campus, faculty members are
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not reimbursed for such purchases. In addition, the University does not provide any medication
prescribed by off-campus physicians.
The UMSCs on the Men's and Women's Campus accept walk-ins.
14.6.3 Medical Facilities Working Hours
● The University Hospital provides emergency medical services 24 hours a day to the entire
KAU community, and it can be reached at 012-640-1000.
● The clinic on the Men's Campus is open during morning hours (for men) from 7:30 a.m. to
02:00 p.m. (Sun. through Thurs.) and during evening hours (for families): from 04:00
p.m.to 08:00 p.m. (Sun. through Thurs.) The clinic can be reached at ext. 61466
● The Medical Center on the Women's Main Campus is situated in Building 17 and is open
from 08:00 a.m. to 3:00 p.m. Sun. through Thurs.). Emergency treatment is available from
8:00 a.m. to 4:20 p.m. The center can be reached at ext. 63223.
For further information on KAU medical services, contact ext. 51437.
With valid Resident Identity (Iqamas) and University ID cards, faculty members and their
dependents are also entitled to benefit from any nationwide public medical facilities.

14.7 Media Services
KAU provides a wide range of media services and news outlets to keep its community
informed. These media services and outlets include:

14.7.1 University Website
The University website www.kau.edu.sa is the official gateway for all University fresh news
and information regarding academic and administrative services. Faculty members can log on
with their KAU username and password through the Anjez System in order to:
● View available vacation days;
● Apply for leave;
● View official assignments (post appointment, summer course…etc);
● View salary history;
● Fill out Report-to-Work Form;
● View personal academic file;
● Apply for conference attendance or participation;
● View daily University events;
Faculty members are provided with free wireless and/or wired internet access throughout the
campus.

131

Updated February 2021

14.7.2 University Newspaper/Magazine
The University Newspaper, first published in 1972, is issued every month by the Department of
Mass Communication at the College of Arts and Humanities, with 20,000 copies produced. It
strives to present up-to-date information concerning major University events. Students are
encouraged to participate in the newspaper’s editorial development. An online version of the
newspaper is available on the KAU website.
The University Magazine, with a print run of 20,000 copies, is issued by the Deanship of
Students affairs, every two months, and covers various issues such as academic research from
various departments, school announcements, advertisements and other information of use to
students. An online version of the magazine is also available on the KAU website.
Information updates and fresh news can be readily accessed by checking the announcements
posted on the University and ELI websites.

14.7.3 University Blogs and ELI Websites
Faculty members are invited to join KAU Blogs through www.kau.edu.sa and share university
news, daily experiences, and events. Faculty members can create blogs by using their KAU ID
number and passwords. All publication terms and conditions must be read and accepted prior
to proceeding with registration.
ELI regularly publishes its news and events at http: //eli.kau.edu.sa and welcomes faculty
members to join its Face book page at https://www.facebook.com/eli.kau.
Faculty members are updated daily via KAU official email of all important university decisions
and activities. They also receive weekly updates of all ELI events and activities.

14.8 1nternet Connection and Office Supplies
All faculty members are assigned office space at the start of their employment at ELI. Spaces
are equipped with a computer, workstation, wired or wireless Internet connection, and a
printer connection. Faculty members are also assigned KAU usernames and passwords to
create KAU email accounts and access a wide range of e-services such as Anjez and the KAU
Digital Library.
Internet access is provided on the office workstations, and wireless connection is available for
faculty member laptops within the KAU Campus. ALL ELI faculty members are required to
obtain KAU email accounts in order to receive all official communications and to access all KAU
e-Services. All inter-ELI communications take place electronically on a regular basis, so it is
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important to keep an eye on email accounts on a regular basis in order to stay informed
regarding ongoing ELI events, news and operations.
Required office and operational supplies should be requested from the campus administration
or Technical Support teams. Faculty members are then informed of the process to be followed
to obtain the needed supplies from the campus storerooms. Certain administration forms must
be completed for all items received. Items such as computers and CD players are considered
the responsibility of faculty members until their return to the issuing office. Supplies are
usually issued at the time of the request. Some items may not be in-stock and are in such cases
ordered (a usually quick and efficient process).

14.9 Technical Support
Technical Support teams on each ELI campus provide help and guidance regarding technical
problems in the office or the classroom. Faculty members are required to report all equipment
maintenance issues to their TSU.
In case of emergency maintenance service, faculty members can reach a technician on the
Women's Main Campus at ext. 26440/26196/26280 or cell phone 0564398317 or approach
their immediate coordinator for help.
On the Men's Main Campus, faculty can reach the support team available in the classroom and
office buildings, or the main technical support office in Building 534 Room 215 or approach
coordinators for help.
Faculty members are strongly advised not to attempt to fix classroom technical problems
themselves. Technical issues in the classrooms should be reported immediately to the technical
support teams on each campus to ensure that the problem is solved as soon and effectively as
possible.

14.10 Vehicle Access and Parking on Main Campus
Vehicular traffic flow onto the university's main campus through certain controlled entrance
gates is restricted to vehicles displaying a valid KAU parking sticker on the windshield. Stickers
can be obtained from the Administration of Safety and Security. Parking on the Main Campus is
widely available in:
● Unrestricted parking areas, available to faculty members and students throughout the
campus.
● Restricted parking areas, accessible by magnetic cards read by card readers at the gates. The
magnetic stripe cards can be obtained from the Department of Safety and Security and,
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All parking is free. For further information, contact the AFAU on the Men's Campus.
The Women’s Main Campus provides a buggy service (Golf cars) to transport faculty members
and students across campus throughout campus working hours.

14.11 Smoke-free Campus
KAU maintains a smoke-free campus policy. Faculty members are required by law not to smoke
on campus premises at any time in accordance with KAU's policy ‘My University…King
Abdulaziz University…A Smoke-free University’. The ban prohibits anyone from using tobacco
products on campus, including students, faculty members, and visitors.
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Appendices
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1. Formal Faculty Observation Evaluation Report
Observer(s):

Class and level:

Lesson Topic:

Number of learners:

Observation Focus: General/specific (Delete as appropriate). If ‘specific’ state focus here:

Observation criteria
(mark 1 for referral, 2 for needs improvement, 3 for, at standard 4 for above standard)
(mark n/a if the criterion aspect was not able to be evaluated in the lesson observed)
1. Planning and preparation
1a. The teacher provides a well-developed lesson plan.

1 2 3 4

n/a

Comment
(NB. If no pre-lesson discussion was possible, please indicate how observer was informed of
lesson aims)

2. Classroom atmosphere and use of English
2a. The teacher creates rapport with the learners.
2b. The teacher’s own language is accurate.
2c. The teacher’s language is appropriate for the level, topic and tasks.
2d. The teacher ensures that learners are taught the English they need
to participate in the lesson.
2e. The learners are encouraged to use English as the classroom language
of communication.

1
1
1
1

2
2
2
2

3
3
3
3

4
4
4
4

n/a
n/a
n/a
n/a

1 2 3 4 n/a

Comment
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3. Teaching Skills
3a. The teacher delivers the lesson appropriately, using a suitable approach,
method and/or technique.
3b. The teacher checks students' understanding using appropriate means
(e.g. concept checking questions).
3c. The teacher gets learners involved and is able to manage their own
progress through the lesson.
3d. The lesson is suitably staged.

1 2 3 4 n/a
1 2 3 4 n/a
1 2 3 4 n/a
1 2 3 4 n/a

Comment

4. Classroom management
4a.The furniture is arranged in a way that fosters learner-learner as well
as teacher-learner interaction.
4b. The teacher is able to keep the learners on-task.
4c. The teacher gives clear, simple instructions for tasks in English and
checks understanding of instructions when appropriate.
4d. The board is well organized and is used along with visuals and technology
effectively.

1 2 3 4 n/a
1 2 3 4 n/a
1 2 3 4 n/a
1 2 3 4 n/a

Comment

5. Interaction patterns
5a. The teacher sets up group and pair work for communicative interaction. 1 2 3 4 n/a
5b. The teacher ensures there is a good balance between learner-learner
1 2 3 4 n/a
communicative tasks in pairs or groups and plenary work
5c. The teacher encourages learners to speak, listens to them, and responds 1 2 3 4 n/a
suitably.
Comment
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6. Feedback and correction
6a. Pronunciation is corrected when necessary.
6b. Pronunciation is drilled when necessary.
6c. The teacher requests self and/or peer correction when appropriate.
6d. The teacher makes use of both instant and delayed feedback as
appropriate.

1
1
1
1

2
2
2
2

3
3
3
3

4
4
4
4

n/a
n/a
n/a
n/a

Comment

Overall evaluation
Please select from the description which best summarises the criteria evaluated above.
Category 4

1) At least 80% of teaching competencies are evaluated as ” Above Level “, and
2) None of the competencies is evaluated as ” Needs Development “ or” Referral “

Category 3

1) At least 80% of teaching competencies are evaluated as ” At Level “ or ” Above
Level “, and
2) None of the teaching competencies is evaluated as ” Referral “, or
3) None of the teaching competencies ” 2b, 2c or 3a “is evaluated as ” Needs
Development “
1) More than 20% of teaching competencies are evaluated as ” Needs
Development“, or
2) Any of the competencies ” 2b, 2c or 3a “is evaluated as ” Needs Development“, or
3) Two or more teaching competencies are evaluated as ” Referral “
(note: refer to category 4)
1) More than 20% of teaching competencies are evaluated as ” Referral “

Category 2

Category 1

General comments

Extra observer comments
The best thing for me about this lesson was ……………………………………………………………………………
The teacher really …………………………………………………………………………………………………………………
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The learners were …………………………………………………………………………………………………………………
The next time I observe this teacher what I would most like to see is ……………………………………….
Summary of strengths and action points
The strengths and action points should be taken from the criteria above whenever relevant. However,
reference can also be made to strengths or action points not included in the criteria if more appropriate
and useful for a particular teacher than one of the criteria.
PROGRESS / STRENGTHS – Up to three strengths or areas of progress
1.
2.
3.
PROFESSIONAL DEVELOPMENT PATHWAYS – Ways in which this observation builds on professional
development goals and strengths from previous observation reports, if applicable.

PROFESSIONAL DEVELOPMENT GOALS - Two
areas for development
1.

And ways of addressing these

2.

Signature teacher ………………………………………………………….. Date ………………….…………………….
Signature observer

……………………………………………………….. Date ………………….…………………….
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2. Follow-up Observation Report Form
Teacher's
University ID
Name
Date
Building

Time
Room No.
Teacher's Score in the
formal Observation
Signature

No. of students
Observer's Name

In accordance to the formal observation score of the teacher, his performance is:
Matching

Mismatching
Justification of the above decision:

Please add your reasons here in brief……..
Reasons may include comments based on what the observer has seen in classroom in regard to
any of the following:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

The teachers level of preparation and readiness
The teacher's rapport with students
The teacher's responses or comments
The teacher's methodology
Classroom interaction
Students' level of motivation and engagement
The teacher's or students' use of language
Classroom management
Giving instructions and feedback
Checking the learners' understanding
Classroom setting (seating chart appropriateness)
Use of teaching tools and technology
Attendance of students

Observer's Name

Signature
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3 Annual Faculty Evaluation Report
INSTRUCTOR:

INSTRUCTOR'S ID:

COORDINATOR:

DATE:

Evaluation Ratings
FACTORS

RATING

COMMENT

Professional Development Unit Ratings
Instructional Skills
(Classroom Evaluation)
Development

5

4+ 4

5

4

3

3+

3

2

1

2

1

Please refer to PDU Evaluation Report
Please refer to PDU report.

Academic Coordination Unit Ratings
Professionalism

5

4

3

2

1

Service to the Institute

5

4

3

2

1

4

3

2

1

Please refer to pages 2 & 3 of the AFE Report.
Please refer to page 4 of the AFE Report.

Quality Assurance Unit Rating
Student Evaluation

5

Instructor's Performance Evaluation Summary by Academic Coordinator
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Instructor’s Signature: _________________

Academic Coordinator’s Signature: _________________

Professionalism
Section 1: Execution of Duties according to the job description in the ELI Faculty
Handbook: (Principle One, p. 59, 8.2; Principle Three, p. 60, 8.4; Principle Four, p. 61, 8.5 ELI
Faculty Handbook 2016/2017)
The Instructor
Yes To
No Points
Some
Extent
1. Always comes to class as scheduled and at the correct time.
10
If the teacher needs to be absent, he follows the procedure
of notifying his coordinator and arranging coverage in
advance, unless the absence is due to a sudden emergency
or teacher is too ill to do so.
2. If late due to unavoidable circumstances such as an
10
unexpected traffic jam, he always contacts his coordinator
in a timely fashion. Teacher is not more than 5 minutes
late more often than twice a module.
3. Does not dismiss individual students or class early without a
5
valid reason.
4. Is regularly available for office hours, although he may
5
occasionally be away when the coordinator checks due to
mentoring, need to use the bathroom or photocopiers in a
different building, etc.
5. Consistently follows the prescribed procedure and
5
instructions while invigilating exams, including continuous
assessment, quizzes, mid-term, and final exams. He keeps
accurate attendance records and regularly uploads
attendance to the ELI attendance website.
6. Performs academic and administrative duties professionally
5
and efficiently, always meeting deadlines (e.g. submission
of course reports on time).
40
Scoring: “Yes” answers for questions 1 and 2 are worth 10
Total
points; all other questions are 5 points; total for this section
Points
is 40 points.
here

Section 2: Conduct Towards Students: (Principle One, p. 59, 8.2 and Principle Three, p. 60,
8.4 ELI Faculty Handbook 2014/2015)

The Instructor

Yes

To
some
extent

No
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1. Is culturally sensitive and considerate of cultural differences when
dealing with students.
2. Consistently shows respect to students as learners and as individuals.
Scoring: “Yes” answers for questions are 5 and 10 points each; total for
this section is 15 points.

10
5
15

Total
Points
here

Section 3: Conduct Towards Colleagues: (Principle Two, p. 60, 8.3 ELI Faculty Handbook
2016/2017)
The Instructor
Yes
To
No
some
extent
1. Conducts himself with dignity, respect, and professionalism in all
exchanges with colleagues.
2. Maintains good relations with colleagues, ELI Unit members and
administrative staff.
3. Is a good team member and assists colleagues as and when needed while
performing various ELI tasks.
Scoring: “Yes” answers for questions are 5 points each; total for this
Total
section is 15 points.
Points
Here

Section 4: Conduct towards Management (Principle Four, p. 61, 8.5 ELI Faculty Handbook
2016/2017)
The Instructor
Yes
To some
No
Points
extent
1. Reads emails regularly and promptly and
10
professionally responds to instructions given by
email, phone call, or text message.
2. Accepts feedback from supervisors and shows
10
marked improvement where necessary.
3. Follows the established chain of command.
5
4. Generally complies with policies and regulations
although there may be occasional exceptions.
Scoring: “Yes” answers for questions 1 & 2 are
worth 10 points each; all other questions are 5
points each; total for this section is 30 points.
Total Points Earned For Professionalism:

5
Total
Points
Here

30

Out of
100
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Conversion to 5 point scale:
5
4
Outstanding
Above
Average
95 – 100 points

80-94 points

3
Satisfactory

2
Needs
Development

1
Unsatisfactory

70-79 points

50-69 points

Less than 50 points
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Service to the Institute
5
Outstanding




Provides significant service to
an ELI unit, the dean, or any
vice-deans as verified by the
relevant unit, dean, or vicedean. Service performed is
high quality.
Involved for approximately 3
hours a week in academic and
administrative support services
to students, teachers and/or ELI
Administration

4
Above Average



Volunteers to carry out
regular tasks and performs
them all excellently.
Provides some service to an
ELI unit, the dean, or any vicedeans as verified by the
relevant unit head, dean, or
vice-dean. Service performed
is good quality.

3
Satisfactory

2
Needs Development

 Satisfactorily performs
all regular tasks
assigned by
coordinators or ELI
Units to teachers.



Sometimes does not
satisfactorily perform
regular tasks assigned
by coordinators or ELI
Units to teachers.

1
Unsatisfactory


Often fails to satisfactorily
perform regular tasks
assigned by coordinators or
ELI Units to teachers.

Instructor’s Services to the ELI :

Instructor’s Service Score

“Significant service” can include, among other things, serving on a committee (or a unit), helping to prepare assessment content, significant contribution to an English Club, academic services, or
curriculum development under the supervision of the appropriate unit. In general, it would encompass approximately 3 hours a week of service, in excess of office hours, per teaching week for at
least 1 module.

1

“Some service” includes helpful and measurable service less than 3 hours a week in excess of office hours. In addition, it can include instructors who regularly contribute innovative ideas or useful
resources to any unit, even if they are not doing any official tasks for the unit. Performing ‘some service’ excellently over 2 or more modules can be considered a ‘significant service’ upon the
discretion of the relevant Team Leader.

2

3 “Regular tasks” include such services as photocopying exams, invigilating make up exams, piloting exams, completing course reports and grade sheets in a timely fashion, and other routine tasks
coordinators may assign from time to time.
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Main Areas of Development for the Following Academic Year:
Section

Item

Explanation

ELI Faculty Handbook 2016/2017

Instructor’s Comments (optional):

Note: Written Warnings – resulting from the violation of the rules and regulations of the ELI and/or the
ELI code of ethics and values – may affect the instructor’s overall score. ELI Faculty are expected to be
fully aware of the instructor’s job description outlined in the ELI Faculty Handbook.

ELI Faculty Handbook 2016/2017

4. Faculty Performance Evaluation System

Academic Year 2019-20

Introduction
This document details the procedures and policies related to the faculty
ELI Faculty Handbook 2016/2017
members’ performance evaluation system. It is intended to be a front facing
document shared with a variety of stakeholders to ensure consistent and transparent
understanding of these processes and policies.
To be clear, the evaluation system detailed in this document only applies to instructional
faculty members who are regularly teaching at least 12 hours per week. Those faculty
members who are teaching less than this and/or who are assigned to other positions within
the ELI have a separate and specific evaluation system related to their duties and roles.

Relevant Accreditation Standards
There are three main relevant accreditation standards that influence and shape the
requirements for the structure of the performance evaluation system in the program. There
are a set of specific standards from each that are more directly relevant than others. These
include the following:
Accreditation System

Relevant Standards and Sub-Standards



NCAAA


CEA




Standard 2
o Standard 2.1.11
Standard 4
o Standards 4.6.1 through 4.6.11
o Standards 4.7.1 through 4.7.7
o Standard 4.8.3
Standard 9
o Standards 9.2.1 through 9.2.11
Standard 10
o Standard 10.1
Administrative and Fiscal Capacity Standard 4
Faculty Standard 7

The specific standards and sub-standards can provide greater details on the requirements of
each and should be referred to the interested stakeholders.

Balanced Holistic Evaluation of Professional Practice
Broadly speaking, lesson observations and the records thereof are part of a complete record
of a teacher’s work, encompassing several observation records over time, learner feedback
through NCAAA and KAU surveys, participation in training courses and collegial activities such
as material development and other unit support services. In addition, the ELI considers a
teacher’s ‘Professionalism’ when considering effectiveness. This area emphasizes the ability
and wish to contribute to the program’s development both administratively and
pedagogically and is of considerable importance because an effective department is created
through both individual competence as well as teamwork, mutual trust and intradepartmental support systems. As mentioned by Lave & Wenger the value of retaining a
teacher still on the way to achieving a high level of teaching effectiveness but who is open to
the notion of a ‘community of practice’ should not be underestimated, both with regard to
their own developing contribution and with regard to the development of those supporting
them.

Relationship between Performance Evaluation Criteria and Program
ELI Faculty Handbook 2016/2017

Goals
Best practice standards and the above-mentioned accreditation standards require that the
program detail the relationship between the program’s goals and the criteria against which
faculty members are evaluated.
These criteria are referenced against the Job Description of the English Language Instructors
provided to all faculty members.
The table below details the program goal areas against which faculty members’ evaluation is
made, where those goals are articulated and how they are actualized within the evaluation.

Goals & Areas

Documents Detailing
These Goals

Method of Evaluation
Formal announced classroom observation

Quality of Teaching
Goals

Lesson Planning
Policy

Formal unannounced classroom observation

Faculty Handbook

Unannounced classroom observation

Development classroom observation

Quality of Practice Audits
Completion of required professional development
activities per semester
Professional
Development
Engagement

Developmental classroom observations
Faculty Handbook

Engagement with optional professional development
opportunities
Maintenance of Professional Development Portfolio and
the completions of the activities within

Service to Program

Faculty Handbook

Engagement in committee and other special
appointments
Completion of administrative tasks

Administrative &
Professional Duties
Standards

Faculty Handbook

Code of Conduct
Standards

Faculty Handbook

Submission of all required deliverables
Attendance
Number of warnings for violations

Performance Evaluation Criteria
All performance evaluation data are stored and maintained in the Teacher Evaluation System
(TES). The TES is an MS excel based document that is used to store all performance evaluation
criteria used in this system. Broadly speaking the results of the TES determine if the faculty
member meets minimum performance standards for rehire based on their performance in
the five criteria areas below:
1. Degree of meeting instructional quality practice standards
2. Degree of meeting professional development expectations
3. Degree of meeting service to program expectations

4. Degree of meeting professionalism standards towards administrative duties,
expectations & adherence to all codes of conduct.
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5. Students’ satisfaction

Each of these criteria areas is detailed below.

Evaluation Criteria 1 - Meeting Instructional Quality Practice
Standards
The degree to which faculty members meet the standard of practice related to instructional
quality is measured through a structured system of classroom observations. These are
conducted by trained observers utilizing procedures and practiced developed in partnership
with external experts in the field.
The observations serve a dual purpose of determining the degree to which a faculty
member’s instructional practice meets performance expectations as well as focusing their
personal professional development activities for the year.
There are three types of Classroom Observations that take place at the ELI: Diagnostic
Unannounced Observation (DUO), Formal Announced Observation (FAO) and Follow-up
Unannounced Observation (FUO). Each is described in detail below.
Additionally, the ELI also monitors overall teaching practice, program-wide, through its
Instructional Quality Audit System. To be clear, while this system does involve two kinds of
brief visits to classroom, the Quality Audit Visit (QAV) does not affect or impact teacher’s
performance evaluation. Furthermore, it does not report on the instructional practices of any
individual teacher. It is thereby not considered to be a component of the performance
evaluation system itself.

Classroom Observations Types and Purposes
Teachers are observed three to four times per year by appointed observers. All observers
have undergone extensive standardization training to ensure they are providing fair, reliable
and valid assessment of classroom practice. A detailed description of the classroom
observation system can be found in the relevant sections of the Faculty Handbook.
There are essentially three types of classroom observation that count towards the teacher’s
evaluation apart from the Quality Audit Visit which does not affect the evaluation; (1)
Diagnostic Unannounced Observation (DUO), (2) Formal Announced Observation (FAO), and
(3) Follow-up Unannounced Observation (FUO).

(1) The DUO is basically done for diagnostic, developmental and non-evaluative purposes.
It is unannounced and ideally takes place in module 1 for those faculty members who
will be formally observed in module 2. It is a short visit of about 20 minutes and its
objectives are to give advice on points of strength and weakness observed so it means
to reinforce and praise points of strength to maximize them in future and identify and
show a red flag regarding points of weakness in order to minimize them in future.
Being non-evaluative the DUO doesn’t conclude a score.
(2) The FAO is required for all faculty members teaching 12 hours per-week and above
with previous Evaluation score less than 4/4 while the ones with score of 4/4 will not
be formally observed for the period of 1 academic year after getting that score
(applies from next year on). However, the FUO will still apply to them during that
academic year and may happen more than once. The FAO normally takes place only

once per year for each faculty member in module 2 or anyway after DUO has been
conducted unless the follow up FUO gives contradictory results with
the FAO and in such a case the FAO will be done for the second time ELI Faculty Handbook 2016/2017
in module 4 and the score given for the first one will be cancelled. The FAO is the only
observation done for evaluative purposes and its score is the one that is filed and
considered as the official evaluation score of the faculty member for the academic
year.
(3) The FUO is basically done for quality control, consistency and non-evaluative purposes.
It ideally takes place in module 3 and it is unannounced for those faculty members
who have been formally observed in module 2. It is a short visit of about 10 minutes
and its objectives are to check the quality of the ongoing process of teaching to ensure
the consistency of performance that has been observed during the FAO. The FUO may
result in repeating the FAO in module 4 in case it gives contradictory results with the
FAO results. However, it may be repeated twice before making that decision.

The table below provides a brief overview of the three observation types:

Diagnostic Unannounced
Observation (DUO)


Objective



Identify points of
strength to maximize
in future.
Identify points of
weakness to minimize
in future.

Formal Announced
Observation (FAO)



Assess the quality of
teaching against the
evaluation form and
the rubric designed
for such purpose.

Follow-up Unannounced
Observation (FUO)



Ensure that formal
observation score is
representative of the
daily practices
happening in
classroom.

Nature

Required for all faculty
members that will be
formally observed in
module 2.

Required for all faculty
members teaching 12
hours or more per-week.

Required for all faculty
members that have been
formally observed in
module 2 and the ones
with 4/4 score of last year
who chose to be
exempted from the
formal observation for 1
academic year.

Frequency

Once per year

Once or twice per year

At least once per year

Impact on
Performance
Evaluation

It doesn’t affect the
evaluation score of the
faculty member but may
be used for training and
professional development
purposes.

Counts towards the
formal evaluation of the
faculty member.

Counts toward supporting
or refuting an evaluative
decision made (FAO) and
used for training and
professional development
purposes.

*It should be noted that the frequency of observations changes for those teachers who
received a Professional Excellence Award (PEA). Details regarding this award and its impact
on a teacher’s observation scheme can be found in the relevant section below.
Each observation type is detailed below.

Diagnostic Unannounced Observation (DUO)
The Diagnostic Unannounced Observation (DUO) is designed to be the
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introduction phase of the evaluation process. It gives the opportunity for
the observer and faculty member to interchange ideas and thoughts. The observer will make
use of the opportunity to know the faculty member better and to give him feedback on the
pros and cons of his observed practices. While the observer is getting a clearer picture about
the needs of the faculty member, the faculty member is given the chance of knowing what he
needs to work on before the evaluative observation takes places. The time gap between the
DUO and the FAO will be used for that purpose.

Observation Procedures (DUO)
Initial contact
The diagnostic
Observation is
unannounced so there is
no prior meeting or email
to be expected before it
happens.

Observation
The observer just pops
in, greets the teacher
and ends up at the back
of the class ideally in a
way that doesn’t disturb
learning.

Feedback
Within 2 working days, the observer
sends the faculty member an email
thanking him for the opportunity of
observing his class and giving him
his feedback. The faculty member
may choose to reply with
clarification if he thinks needed. The
observer may choose to schedule a
shot meeting with the faculty
member in case there are serious
issues with the observation.

Formal Announced Observation (FAO)
The Formal Classroom Observation (FAO) is designed to measure very important areas of
classroom and professional practice:




The degree to which a faculty member is adhering to the Instructional Practice
Policy (IPP) and is able to deliver the core required curriculum to students.
The degree to which the teacher sets and completes reasonable professional
development goals related to their teaching practice

Given that the IPP requires faculty members to deliver the lessons as presented lesson plans
provided in the Teacher’s Books for each text book, and does not require them to develop
and utilize their own materials, lesson plan and instructional methods, the FAO is designed to
measure the degree to which faculty members implement this policy in their instructional
practices rather than their abilities to create independent lessons on their own. It is for this
reason that the outcomes of the FAO itself are set on a holistic level as:





Above required standard of practice
At required standard of practice
Needs improvement to meet the required standards of practice
Referral due to significant concerns for quality of practice

The focus of the FAO is to ensure that classroom instructional practice is found to meet the
standards of “acceptable practice” set by the ELI. So long as teachers can implement the IPMP

effectively, they are held to meet the needed level of acceptable practice and will receive “At
or Above required standard of practice.”
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However, teachers may choose to design their own lesson plans and in this case, they are
required to submit a well-developed lesson plan prior to the observation time.
The initial part of the FAO is on the classroom instructional practice, as mentioned above,
another of its primary “themes” or functions is to provide teaches the opportunity to set and
achieve professional development goals that can support and enhance their development
throughout the year. At the end of the classroom observation, the observed teacher works
with the observer to select and set two professional development goals based on areas they
feel they would like to improve in future. The completion of these goals is reviewed at the
end of each semester.
To support the FAO, and evaluation instrument has been developed with external support by
leading experts in the field of classroom observation and performance management. The
observation instrument itself can be found in Appendix.
The FAO process assumes the following is the case in terms of lesson planning for the
observation itself:
•
•
•
•

•

Effective planning in relation to the IPP will make for more effective teaching
A written lesson plan based on the IPP can support the teacher during a lesson
observation and can reduce any stress
It is helpful for the teacher to discuss their IPP based plan with the observer
It is good to provide time after a pre-observation conference or classroom
observation for the teacher to adjust or change their plan if they wish to after
discussion with the supervisor
The teacher should not be adversely graded if discussion and reflection convinces
them that the plan could profitably be amended.

Observation Procedures
Classroom observation process is a multistage linear process that seeks to support the faculty
member at every stage in order to provide a positive and effective development
environment. Each stage of the process is listed below.

Initial contact
Teachers are first informed, typically via email, that they will be observed by their assigned
observer and given the reasons for the visit. They will be referred to the relevant sections of
the Faculty Handbook which detail the entire Observation system. Additionally, all teachers
would have already signed a document detailing their understanding of and willingness to
participate in the overall performance evaluation system. A draft version of this document is
attached as an appendix.
Also contained in the initial contact email, teachers are informed that they are to submit to
the observer a lesson plan in order to understand what the teacher wants to accomplish in
the lesson. The plan can either be sent prior to the observation or be provided during the
optional Pre-observation meeting.
For those teachers that opt to meet before the observation, an appointment is made.

Pre-observation: Optional Pre- observation Meeting
As mentioned above, the teacher may opt for a pre-lesson meeting. If they
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do, it is to be scheduled between them and their observer. This provides the
ELI the opportunity to both support the teacher’s observation itself and provided professional
development guidance in the form of lesson planning feedback.
During this meeting the teacher begins by walking the observer through their lesson plan. The
observer listens carefully asks clarification questions as needed to better understand the
plan. They may also suggest essential modifications while still ensuring they do not upend the
teachers plan itself.
Additionally, the observer will explain what they are themselves going to do during the lesson
and how they will behave. They will ensure that the teachers are familiar with the
observation form and go through the observation criteria with them. If the observation has a
“specific” focus, they will detail this as well.
Again, the pre-lesson meeting is optional and has no impact on the teacher’s evaluation. That
said, it is useful and valuable opportunity to support teachers and encouraged them to avail
themselves of.

Lesson Observation
For the formal classroom observation itself, the observer is to arrive at the classroom on time
as agreed and set out the way of both the teachers and learners. They are to write a record of
the lesson on the “Classroom Observation Feedback Form” found in Appendix 1. The observer
should have already received the lesson plan and any handouts that will be used in the
lesson. They will fill all relevant sections except, “Summary of Strengths and Action Points.”
They will maintain decorum and remain a neutral presence in the classroom.
At the end of the lesson and after thanking the teacher for the opportunity to visit the class,
they make arrangements for the teacher to complete the “Self-Evaluation Form” and return it
to the observer. They also confirm their Post-Lesson Feedback meeting date and time.

Teacher’s Self-Evaluation
After the observation, the teacher completes the Self-Evaluation Form for the lesson and
sends it to the observer. While required, this document is not itself “assessed.”

Post-Lesson Feedback meeting
A post-lesson feedback meeting is scheduled soon after the observation. During this session,
the observer helps the teacher to feel comfortable physically and psychologically, and then
gets the teacher to interpret the lesson; the teacher can refer to their Self-Evaluation Form if
they want to. Both the observer and the teacher can ask questions during this interpretation
or afterwards. The observer goes through the observation and feedback form with the
teacher. Together teacher and observer agree on a plan of action for teacher which is
recorded in the ‘summary of strengths and action points’ section of the ‘observation and
feedback’ form. Both parties sign the form and both parties keep a copy.

Future action
The Observation Outcomes section below details the steps that follow after the observation
process based on its outcome.

Observation Outcomes
As mentioned above, at the end of each observation, the lesson observation
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can have one of the following three outcomes:





Above required standard of practice
At required standard of practice
Needs improvement to meet standards of practice
Referral due to significant concerns for quality of practice

In cases there is an indication for a severe need for improvement in the standard of practice,
the ELI direct-hire faculty members are offered the opportunity for developmental support
from the professional development unit. Non-ELI employees must seek out these
opportunities from their contracted company directly.

Once the follow-up observation is completed if the faculty member’s standard of practice is
considered to be at or above required standard of practice, this observation stage cycle ends
up here and no further action is taken. If they are found to still need improvement then they
may be referred for further action.
If a faculty member is referred for further action during the initial or follow-up observation,
then the processes for this are carried out in accordance with ELI guidelines.
At the end of this observation session, faculty members will be required to set two
development goals for the remainder of the semester. These goals are mutually agreed on by
the observer and the faculty member, and are typically based on areas that could be further
developed in relation to teacher practice as observed during the lesson itself. These
developmental goals must be fair, reasonable and measurable. The quality and degree to
which they are completed is considered additional criteria of evaluation and is recorded in
the TES itself.
As mentioned in the relevant section below, teachers are only eligible for end of year
Professional Excellence Award if they have received above standard evaluations for all
classroom observations.

The TES also records the scores for individual classroom observation categories. While these
do not add up to a particular score overall, they are used by observers in helping to
determine the quality of the lesson itself in accordance with internal observation guidelines.
Additionally, scores are used to help determine the professional development needs for
faculty cohorts program wide.

Determining Areas for Improvement
The FAO instrument provides an overall evaluation with four possible categorizations of a
teacher:



Category 4
o the majority of teaching competences and the lesson overall has been
evaluated as above required standard
Category 3

o




the majority of teaching competences and the lesson overall has been
evaluated as at the required standard
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Category 2
o the majority of teaching competences and the lesson overall has been
evaluated as in need of improvement
Category 1
o the majority of teaching competences and the lesson overall has been
evaluated as referral for further action

Clearly Category 4 & 3 ‘at or above the required standard’ teachers are not ‘in need of
improvement’ in order to meet the requirements of the ELI’s expectations within the
classroom.
The standards set for Category 4 faculty members are such that it is held most faculty
members should consistently meet its requirements. The level of professional practice
required is essentially between bands 3 and 4 on the European Profiling Grid which roughly
corresponds to a CELTA Pass level of practice. Given the hiring standards at the ELI, this is
something all teaching faculty members should be able to demonstrate based on their
experience and qualifications. The ELI has not budgeted to provide developmental support to
faculty members below this level of practice and therefore teachers who are unable to meet
this level of practice will have typically to independently avail themselves of professional
development support opportunities and resources. The ELI provides these resources through
its extensive professional development library in addition to an entire suite of Cambridge
University Press courses covering a variety of topics at the ELI.
If the ELI does elect to provide Category 2 faculty members support beyond its typical
professional development support mentioned above, it would do so in the form of a formal
mentorship program as described the relevant section that follows. This program is only
available to ELI-directly hired teachers. For faculty members who have been contracted by
other companies, the must rely on the resources provide by them.

Follow-up Unannounced Observation (FUO)
The follow-up classroom observation follows much of the same procedures and practices as
the diagnostic unannounced observation. In contrast, It is designed to be the conclusion
phase of the evaluation process so it differs in both its intent and outcome. All faculty
members who have been formally observed should expect being visited at least once more
for about 10 to 15 minutes in an unplanned manner in order for the purpose of ensuring
consistency of lesson delivery and quality.

Observation Procedures (FUO)
Initial contact
The quality assurance
Observation is
unannounced so there is
no prior meeting or email
to be expected before it
happens.

Observation
The observer just pops
in, greets the teacher
and ends up at the back
of the class ideally in a
way that doesn’t disturb
learning.

Feedback
Within 2 working days, the observer
sends the faculty member an email
thanking him for the opportunity of
observing his class and giving him
his feedback that may not exceed a
sentence informing him that
everything is fine and to keep it up.
In some other cases if the results of
the observation are not satisfactory
and contradicts with what has been
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observed during the FAO, the
faculty member will receive a
feedback email that lists the issues
which have been observed in class
and a conclusion will be drawn at
the end of the email that it has
been decided the teacher is to be
formally observed during the next
module and his first formal
observation score has been
cancelled. In such a case, the faculty
member should expect another
formal observation during the
following module which will count
for his evaluation for this academic
year. In contrast, if the performance
of the teachers was found better
than the score given to him during
the FAO, he will be offered the
chance of being re-observed
formally in Module 4 in order to get
better score if he is willing to.

To be clear, the FUO is not counted as part of the faculty member annual performance
evaluation but it may have serious consequences such as doing the formal observation all
over again and cancelling the first formal observation score or giving a second chance for
being formally observed in order to achieve a better score.

Theoretical Underpinnings the Observation Approach
The approach taken to the design of the instrument was both qualitative and quantitative,
that is, it takes account of the idea that certain teaching competences can be defined and are
measurable, as well as accepting that teaching is complex and a dynamic process with
multiple realities open to discussion (see Leary 2014 Ch. 4 for a longer discussion of these
issues). This underpinning made it possible to create an observation pro forma which serves
both an ‘evaluative’ (Bailey Ch. 9) and ‘awareness-raising’ or developmental’ (Bailey, Ch.2)
purpose. Although not direct sources, the Cambridge Teaching Awards Delta 5a form
provided useful indications for the evaluative, more objective parts of the KAU instrument
while Randall & Thornton (2001) offered ample justification for (p.62/63), and a useful
example of, subjective feedback (p. 222) which served as inspiration for the ‘Extra Observer
Comments’ section of the KAU tool.

Links to the European Profiling Grid
The European Profiling Grid (EPG) is an important framework used worldwide designed to aid
a variety of stakeholders in understanding were teachers are at in the current professional
practice and help to design and implement a plan of action for improvement. As the EPG ‘s
own documentation points out:

“The European Profiling Grid (EPG) is an instrument that describes the
competences of language teachers and presents them in tabular
form spanning six phases of development. It is available in nine ELI Faculty Handbook 2016/2017
languages.
The aim of the EPG is to support language teachers, whichever language they
teach, in their own professional development. It is also a tool for managers
and coordinators who are responsible for assuring the quality of language
education, and for trainers and mentors who provide support and in-service
development opportunities for
It is important therefor to ensure there are sufficient links between to the practices at KAU
and the EPG if this valuable framework is to be implemented.
There are three major areas of the EPG standards that the FCO supports and relates:
Standards 4, 8 and 9. Each is detailed below

Area 4 of EPG inspections requires that:
Inspectors seek evidence that the standards of teaching are monitored by
well qualified and experienced academic managers, and that appropriate
action is taken to continuously improve standards where and when needed.
The professional development opportunities for staff and systematic
assessment of teachers’ work are also checked.
Inspectors look into procedures for classroom observation and also check
that there is adequate documentation of lesson observations and
maintenance of records. For this reason, the ELI observation pro forma is
comprehensive and provides full documentation of observed lessons. In
addition, it points towards appropriate further development for the teacher
concerned.

Area 8 of EPG inspections relates to the:
Qualification and competence of all staff, as well as the training opportunities
available to them
In addition, it specifies that a professional development record must be kept
for each individual teacher. The ELI observation pro forma will provide a
snapshot of the professional practice of a teacher at a given point in time and
will suggest developmentally appropriate future activities.

Area 9 of EPG inspections relates to:
Channels of communication and the balance between formal and informal
communication, as well as awareness of basic company information among
staff
The KAU observation system specifies that:
All teachers should see and be helped to understand the observation pro
forma prior to observation taking place, and sets out pre-, in- and postobservation procedures in the document called ‘Observation Procedure_V3’.

Relationship to Best Practice in the Field
There is general agreement in the field that observation needs to be
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developmental as well as evaluative:
‘I would argue that it is important to challenge the hegemony of
performative models of classroom observation’ (Leary 2014:154).
‘Observation is a multi-faceted tool for learning’ (Wajnryb 1992: 1).
Furthermore, the literature supports the idea that developmental observation is valuable for
the observer as well as the observed teacher, thus increasing the likelihood of observation
being seen institutionally as a desirable and non-threatening part of professional practice:
‘Classroom observation is rewarding, if it involves …. helping a colleague grow
professionally’ (Balaghizadeh 2010: 8).

Effective Measurement of Performance Constructs
The instrument is a new one, specially created for the ELI in 2018. Writers on classroom
observation often suggest that an effective observation instrument must be both reliable and
valid:
A tool that provides reliable observations helps ensure that anyone who is
trained to use the tool will use it consistently and fairly across observations of
different teachers and classrooms. A tool that is validated has established
empirical evidence of associations between scores on the tool and outcomes
of interest such as student achievement. (Stuhlman, Hamre, Downer, &
Pianta, R.C. 2017)
Training has been provided to those who observe or will observe English lessons at
the ELI. In addition a system of shadowing and supervised observation of a lesson
cycle has been recommended for new observers. This helps to develop reliability, but
see below1. The instrument already has face and cultural validity in that the ELI
observers appeared to accept it as an appropriate tool, as well as content and
construct validity manifested via comparisons with others such instruments which
show it to be representative of factors needed for effective language teaching and
similar in understanding of the categories of teaching behavior to be included.
A study would need to be conducted to check predictive validity in terms of student
achievement. Furthermore, some experts consider that too much importance has
been placed on student achievement when considering teacher effectiveness,
because ‘there is no clear evidence to suggest that there is a cause and effect
relationship between the two’ as ‘such simplistic models fail to consider many
variables often beyond the control of the teacher that can affect students’
performance in any given lesson’ (Leary 2014:90).

Evidence of Fairness
Fairness needs to be achieved by means of building up a multi-faceted picture of a teacher’s
professional competence. Murdoch (2000:56) states that: ‘A common failing of many teacher
performance reviews is that they make judgments about teachers based on unrepresentative
samples – usually isolated observations – of a teacher’s work’.2 Lesson observations and the
records thereof need to be part of a complete record of a teacher’s work, encompassing

several observation records, learner feedback, participation in training courses and collegial
activities such as materials development etc 3.
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Stakeholder Use
Institutionally, a range of classroom observations conducted with a high number of teachers
using the FCO system provided can serve as formative assessment, informing management
and supervisors about the current levels of teachers’ pedagogical content knowledge and
their ability to operationalize that knowledge through effective classroom management, use
of multiple teaching and learning strategies, effective learner assessment and appropriate
technological skills. Individually, a classroom observation report can serve as a formative
evaluation, to be used as a basis for teacher development, or as a summative evaluation, in
the case of potential continued hiring or promotion of the teacher concerned.
To be clear, classroom observations cannot provide a complete picture of teacher’s
knowledge; skills and attitudes (see 2 above).
It is applicable to general English or EAP classes.

Support of Teacher Autonomy
The observation system fosters a dialogic, reflective approach to teacher development and
assessment in which the role relationships of observer and teacher are ‘collaborative and
consultative’ and the [observed] teacher is ‘considered a co-investigator or co-explorer in the
classroom’ (Wajnryb 1992: 11). This view of the roles of teacher and observer was highlighted
in the training course for lesson observation, and further emphasized by the inclusion in the
course, and recommendation for uptake, of alternative, additional models of lesson
observation, which allow for yet more teacher autonomy. Models examined were mentoring,
teacher support groups (Richards & Farrell 2005), real time data exchange (Gakonga 2017),
unseen observation (Bailey 2006) and lesson study (Leary 2014, Australian Institute for
Teaching and School Leadership. n.d.).

Observer Qualifications
Based on the European Profiling Grid (EPG), observers who are working developmentally with
colleagues via lesson observations need to be at Development Phase 3.1, while those who
observe, work developmentally and assess teachers should ideally be at Development Phase
3.2. Language level for teachers in these phases is C2. The paper qualifications for teachers in
these two phases can be viewed within the same document on p. 5.
Detailed descriptions of the language proficiency, education and training, assessed teaching,
teaching experience, methodological knowledge and skills, learner assessment capability,
lesson and course planning competences, classroom management and monitoring ability,
intercultural competence, language awareness level and digital skills expected of Level 3.1
and Level 3.2 teachers, are all to be found in the EPG.

Initial and Ongoing Observer Training
All observers must undergo and successfully complete the both the Classroom Observation
Course and the Professional Development Observation Course. In order to “pass” both, they
must, among of things, successfully demonstrate they are capable of measuring teacher’s
performance based on classroom practices within standardization tolerances.
Following from this initial set of training, regular standardization meetings are to be
incorporated into the ELI observation system. Although overserves will have had initial
training on the meaning and relevance of the criteria on the observation pro forma through

courses mentioned above, and although shadowing has been suggested as helpful to give
new observers confidence and to encourage standardization, this alone will
not be enough. Ingvarson (2001:169) notes that, ‘It is one thing to write a ELI Faculty Handbook 2016/2017
list of standards and quite another to establish what counts as meeting that standard’. In
order to ensure reliability, standardization meetings in which groups of observers observe
lessons together (perhaps filmed lessons) and thrash out what they mean by, for example, at
level above level on ‘5b The teacher ensures there is a good balance between learner-learner
communicative tasks in pairs or groups and plenary work’ (Observation and feedback form
Revised v.7), need to be held regularly. Ideally, at least the early standardization meetings
would be conducted together with an expert in the field of classroom observation to lead and
guide.
Given that not all ELI lesson observers meet the profile of an EPG Development Phase 3.2
teacher but that they will all be tasked with assessing teachers by means of the grading
system included in the observation pro forma, further training is considered highly desirable.
The observers will ideally be given further training in pre-lesson supervision – providing
colleagues with guidance in lesson planning and giving feedback on lesson plans -, in in-lesson
supervision – understanding and using the criteria and the other ‘open box’ elements of the
pro forma – and giving feedback on lesson observation – writing accessible, useful and
diplomatic comments and managing a dialogic, reflective approach to oral feedback. Amongst
possible procedures for such training are the case study approach as recommended by Bailey
(2006), and/or the ‘double observer’ approach where a more experienced and qualified
observer observes the same lesson as a less experienced and qualified observer. Through
discussion of their impressions and completed forms the less experienced and qualified
observer benefits from insights into the rationale and skills of the more experienced and
qualified observer.
Any mentoring system in place could also contribute to further training of observers,
providing that the mentors were themselves experienced in teacher supervision including
lesson observation.
If there is any staff turnover, the institution will need to bear in mind the training needs of
new members of staff tasked with lesson observation.

Optional Mentorship Program
The optional Mentorship Program is not typically offered by the ELI. It is only offered when:



There is a significant number of Category 2 teachers within a given semester
The ELI has the budget and resources to conduct it.

It provided for Category 3 teachers who are found to need improvement as a part of their
Formal Classroom Observation. The mentor would be tasked with conducting informal
observations of the teacher concerned as well as suggesting and monitoring other ways the
teacher could work on their knowledge and skills, such as:

•
•
•
•

specific reading assignments with tasks set
peer observation participation
attendance at suitable online or face-to-face workshops and courses
participation in a teacher study group

Suggestions should be tailor-made to the individual’s problem areas, and may be based on an
ELI provided suggested list of possible professional development resources
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and practices.
It is recommended that the observers serve as mentors to the faculty members they are
assigned to.
It should be noted, implementation of any mentorship program is contingent on the capacity
of the ELI to provide such services. If unable to do so, the faculty member is still required to
meet the expected level of practice on their own. Again, the program is only open to ELI
direct hire faculty members.
The mentorship period should take place prior to the additional follow-up ‘official’ formal
classroom observation; the purpose of which would be to determine whether the teacher
now meets the standard required by the institution or whether the institution wishes to
dispense with the services of this teacher.

Evaluation Criteria
Expectations

2

-

Meeting

Professional

Development

As per the Job Description of the ELI, and as detailed in the relevant NCAAA standards, faculty
members are expected to engage meaningfully in professional development activities
throughout the year as a part of their core duties. These are considered to be required
activities and faculty members must complete them in order to be eligible for a
recommended rehire.
In addition to these core required PD activities, faculty members are also encouraged to
participate in further professional development work in order to improve the knowledge and
experience. These additional activities can be recognized by the ELI and thereby have a
positive impact and their end of year performance evaluation.
Both required and optional professional development activities are detailed below.

Professional Development – Required Activities
Teachers are also evaluated on the degree to which they meet and exceed all professional
development requirements per semester. All faculty members are required to be engaged in
set number of approved professional development activities per semester unless otherwise
notified by the administration. The number of “hours” needed to meet this requirement is set
annually by the ELI. If the program management determines there is a need to increase this
number for a particular period of time, they may do so at their discretion and will inform the
faculty members.
The degree to which teachers meet the professional development expectations will be
recorded annually and considered when determining their eligibility for rehire. Faculty
members are to be informed of these expectations in writing or via official channels of
communication such as emails.
Approved hours are considered as follows:



ELI professional development workshops attendance
o Presentation of certificates of attendance are required listing number of
hours attended
ELI professional development course completion

o



Presentation of certificates of completion are required listing total number of
hours for the course
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Completion of assigned semester development goals
o Typically, this counts for 5 hours or 2.5 hours for each completed assignment

If teachers wish to satisfy their professional development requirements with other
professional development activities, workshops, courses and the like, they may do so with the
approval of their observer.
No teacher can receive teaching excellence awards if they have not met the professional
development requirements for the year.

Professional Development – Additional Activities
In addition to the required professional development activities, teacher may also receive
positive points for exceeding this requirement. They may receive no more than three (3)
additional points per semester. Points are calculated as follows:





One point is issued for every 5 hours attendance in an additional approved workshop
One point is issued for every 5 hours completed on an approved course
One point is used for every 3 hours of workshops presented where materials were
provided to the trainer
One point is provided for every 60 min workshop where the materials were created
by the trainer themselves

No points can be awarded if the required professional development activities have not been
completed and meet necessary quality standards.
Engagement in additional professional development activities is taken into account when
determining end of year teaching excellence awards.

Evaluation Criteria 3 - Meeting Service to Program Expectations
As per the job description of the English Language Instructors at the ELI, faculty members are
expected to provide support to the maintenance and development of the Institute regularly
as a part of the duties. There are two types of services: Required and Optional.
Required service to the program duties apply to all teaching faculty members and are
considered a core function of their job. Optional service to the program duties are assigned to
faculty members, with their consent, and serve as an additional positive support to the
performance evaluation.
Both types are detailed below.

Service to the Program - Required
Teacher’s service to the program is also monitored regularly. If Teachers are expected to
provide the ELI with support in its development and operations through tasks and activities
that extend beyond the classroom. These typically include acting as support members of
units, helping to produce tests and instructional support materials, proctoring exams and the
like. The degree to which teachers meet these expectations will be recorded annually and
considered when determining eligibility for rehire.

The expectations are to be fair and equal for all faculty members and are set annually by the
ELI. Faculty members are to be informed of these expectations in writing or
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via official channels of communication such as emails.
The administration may determine that for a given period of time particular additional service
to the program activities is required for all faculty members and will inform faculty as such.

Service to the Program - Optional
In additional to the required service to the program activities, faculty members may be
assigned additional committee work or other special tasks. If so, they are eligible to receive
additional positive points on their annual performance evaluation. These assignments can
only be made with the approval of the Dean. Faculty members must be informed when
assigned the duties required, the amount of time expected to complete these duties and that
the completion of these duties will have a positive impact on their performance evaluation.
That said, they can only receive a positive impact if all other required service to the program
tasks are met.

Evaluation Criteria 4 – Meeting Administrative and Professional
Duties Expectations & Adherence to all Code of Conduct Standards
An important aspect of faculty members’ evaluation is how well they meet all requirements
for administrative and professional duties. The ELI uses the TES to record warnings received
for failure to meet expectations in the following areas:







Completion of administrative tasks
Attendance to Team and other meetings
Adherence to instructional times
Adherence to exam procedures
Adherence to absence policies for faculty members
Unexcused Absences violation

Teachers who receive warnings for any of the above may be subject to termination or
recommendation for Non-Rehire. Additionally, they are automatically ineligible for an end of
year Teaching Excellence Award.
Also, managers record any instances of violations of code of conduct requirements. Since it is
not reasonably practical to measure most professional tasks and conduct continually and
objectively, managers only record instances where faculty members fail to meet these
requirements and have received official written warnings as such. Written warnings received
are recorded in the TES as well.
Teachers who receive warnings for any of the above may be subject to termination or
recommendation for Non-Rehire. Additionally, they are automatically ineligible for an end of
year Teaching Excellence Award.

. Evaluation Criteria 5 – Students’ satisfaction
The students’ satisfaction is one of the main parameters that almost all universities all over
the world use as one of its main measurements of success. Students are always asked to
voice their needs and concerns that are always taken as points for future consideration and
development.
The ELI conducts students’ satisfaction survey each module and results are collated and
analyzed so each teacher can get a score out of 10.

Rewarding Outstanding Performance
The NCAAA standards require that the ELI recognize faculty members who
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demonstrate outstanding professional performance. As such, a function of
the performance evaluation system is to identify those faculty who meet this requirement
based on a variety of objective measurements, that when taken as a whole, create a
complete picture of their performance throughout the year. The ELI has therefor established
a Professional Excellence Award.

Professional Excellence Award
As mentioned above, it is important and required that outstanding professional practice is
recognized and rewarded within the program. To that end, the ELI provides an end of year
Professional Excellence Award (PEA). The award is based on the faculty members’
performance in the five criteria areas of performance evaluation mentioned above.
Faculty members are nominated by their assigned observers and must meet the minimum
evaluation criteria to be eligible.








Receive positive comments based on observed strengths in their formal observations
with a score of above standard for all observations during the year
A high degree of engagement and full completion of all required professional
development activities
Receive at least 3 positive points for additional professional development for the year
Completion of all required service to the institute activities and with a high standard
of quality
Receiving additional positive points for service to the institute when applicable
Completion of all required administrative and professional duties to a high standard
No code of conduct issues at all at any point during the year

Broadly speaking, persons nominated for these awards are held to demonstrate outstanding
professional practice overall. As such, it is possible for teachers who are simply above
standard of teaching practice to receive the award if they have may significant contributions
and effort in the other four performance criteria areas.
Teachers are nominated by members of observation to a committee of no less than three
persons. At least one committee member must be a Vice Dean. The committee will approve
all nominees based on the weight of the candidate’s merit. They recommend their finalist for
the award to the Dean for his approval if he is not already a member of the committee. If he
is a member, the committee’s list is considered final.
There is no limit to the number of awards that can be given. Faculty members who receive
the award are given a certificate for their records and public recognition.
Faculty members who receive the award are exempted from the formal observation for a
period of two consecutive semesters. That said, if they wish to be eligible to receive the
award the following year, they must agree to do at least one developmental observation.

Faculty Grievance Procedures
It should be made clear that faculty members may appeal any part of their
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performance evaluation in accordance with the program’s Grievance
Procedures. All details regarding faculty grievance procedures are provided to all faculty
members in the Faculty Handbook. In case there is an appeal against the class observation,
the teacher is kindly requested to send an email to the evaluation committee head, Dr.
Mohamed Al-Harbi (msmalharbi@kau.edu.sa ) detailing why he is willing to appeal no more
than 48 hours after the post observation feedback has been provided and in case his appeal is
approved another observation will be scheduled. No appeals will be entertained after the
deadline.

Continuous Development of the Performance Evaluation System
It would be advisable for observers’ standardization meetings to include a review of their
satisfaction with the instrument from time to time, perhaps once a year. Teachers or
managers who belong to the lesson observation group and who are also at Development
Phase level 3.2 on the EPG grid would be the appropriate body to suggest changes or
improvements and to implement them by rewording items, adding or removing categories, or
changing the foci. The lesson observers could then approve or veto the changes and an
approved, changed instrument could be piloted, with ensuing discussion and decision-making
by lesson observers as to whether to formally accept the new, modified document or to
return, or partially return, to the original.

5- Annual Academic Coordinator
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Evaluation Report
Name:

ID:

Academic
Manager

DATE
:
Academic Management Unit Rating

Annual Rating

5

4

3

2

1

Performance Summary
Section 1: Communication

Yes

To
Some
Extent

No

Points

1. Maintained necessary contact with Academic
Manager and executed instructions as requested.

10

2. Conveyed information as required to instructors in
a clear and coherent manner.
3. Communicated appropriately within AMU.

10
5

Scoring: “Yes” answers for questions 1 and 2 are
worth 10 points; question 3 is 5 points; total for
this section is 25 points. ‘To some extent’ should
be given in cases where 2 to 3 exceptions have
occurred. More than 3 would warrant a ‘No.’
Section 2: Monitoring of Instructors

1. Monitored teacher attendance, lateness and
curriculum issues reported by LCs and took
relevant steps when required.
2. Completed all relevant reports and documentation,
when requested, to a good standard and submitted
them on time.
3. Promptly identified team issues and addressed
them directly or informed relevant stakeholders.
Scoring: “Yes” answers for questions are 5 and
10 points each; total for this section is 30 points.
‘To some extent’ should be given in cases where
2 to 3 exceptions have occurred. More than 3
would warrant a "No".

25

Total Points

Yes

To
some
extent

No

Points

10

15

5
Total Points

30
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Section 3: Instructor Support and Mentoring

Yes

1. Regularly interacted with instructors to provide
support and gave constructive feedback and updates.
2. Dealt with cases of instructor non-compliance
professionally and followed AMU procedure in
making the concerned instructor aware of ELI
expectations.
Scoring: “Yes” answers for questions are 10
points each. ‘To some extent’ should be given in
cases where 2 to 3 exceptions have occurred. More
than 3 would warrant a ‘No.’
Section 4: Professionalism and Assessment Support

To
some
extent

10

Yes

To some
extent

80 - 94 points

Points

10

5
Total Points

25

Out of
100

Total Points Earned:

95 - 100 points

No

10

3. Arrived on time and completed scheduled hours.

4
Above Average

20

Total Points

2. Demonstrated professional behavior amongst
instructors,
fellow coordinators, administrative staff and students.

5
Outstanding

Points

10

1. Ensured smooth operation of Grades Entry on CA
Sheets & ODUS and Grades Cross-check

Scoring: “Yes” answers for questions 1 & 2 are
worth 10 points each; all other questions are 5
points each; total for this section is 25 points. ‘To
some extent’ should be given in cases where 2 to 3
exceptions have occurred. More than 3 would
warrant a ‘No.’

No

Conversion to 5-point scale:
3
2
1
Unsatisfactory
Satisfactory
Needs
Development
70 - 79 points

50 - 69 points

Less than 50 points

Main Areas of Development for the Following Academic Year:
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Section

Item

Explanation
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6. Annual Logistic Coordinator
Evaluation Report
Name:

ID:

Academic Manager

DATE:

Academic Management Unit Rating
Annual Rating

5

4

3

2

1

Performance Summary
Section 1: Communication Yes

To
Some
Extent

No

Points

1. Maintained necessary contact with Academic Manager and executed
instructions as requested.

10

2. Conveyed information as required to instructors in a clear and coherent
manner.
3. Communicated appropriately within AMU.

10
5

Scoring: “Yes” answers for questions 1 and 2 are worth 10 points;
question 3 is 5 points; total for this section is 25 points. ‘To some extent’
should be given in cases where 2 to 3 exceptions have occurred. More than
3 would warrant a ‘No.’

Section 2: Monitoring of Instructors

25

Total Points

Yes

To
some
extent

1. Completed classroom and office rounds as required and maintained
visible presence in the building.

No

Points

10

25
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2. Monitored teacher attendance, lateness, merged classes and took relevant
steps when required.

5

3. Completed all relevant reports and documentation, when requested, to a
good standard and submitted them on time.
4. Promptly identified logistic issues and addressed them directly or
informed relevant persons
Scoring: “Yes” answers for questions are 5 and 10 points each; total
for this section is 30 points. ‘To some extent’ should be given in cases
where 2 to 3 exceptions have occurred. More than 3 would warrant a
‘No.’

10

Section 3: Instructor Support and Mentoring

5

Yes

To
some
extent

1. Regularly interacted with instructors to provide support,
maintenance, Building/classroom maintenance issues.
Exam packs delivery, Exam monitoring etc.
2. Reported cases of instructor non-compliance, absence, late arrivals,
early dismissals etc. on MIA sheet and Activity Log and followed
AMU procedure in making the concerned instructor aware of ELI
expectations.
Scoring:
“Yes” answers for questions are 10 points each. ‘To some
extent’ should be given in cases where 2 to 3 exceptions have
occurred. More than 3 would warrant a ‘No.’

Section 4: Professionalism and Assessment Support
1. Ensured smooth operation of Speaking and Writing regular
and make-up Exams
2. Demonstrated professional behavior amongst instructors,
fellow coordinators, administrative staff and students.
3. Arrived on time and completed scheduled hours.
Scoring: “Yes” answers for questions 1 & 2 are worth 10
points each; all other questions are 5 points each; total for
this section is 25 points. ‘To some extent’ should be given in
cases where 2 to 3 exceptions have occurred. More than 3
would warrant a ‘No.’

Yes

30

Total
Points

No

Points

10

10

20

Total
Points
here

To some
extent

No

Points
10
10

Total Points here

5
25

Out
of
100

Total Points Earned:
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Conversion to 5-point scale:
5
Outstanding

4
Above Average

3
Satisfactory

2
Needs Development

1
Unsatisfactory

95 – 100 points

80-94 points

70-79 points

50-69 points

Less than 50 points

Main Areas of Development for the Following Academic Year:
Section

Item

Explanation
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7. Annual Team Leader Evaluation: Coordinator
Feedback Form
Academic
Coordinator:

KAU ID:

Team Leader:

Date:

Please rate your team leader on the following issues and add a comment if necessary.
Points awarded
Yes = 10 marks
To Some Extent = 5 marks
No = 3 marks
A Communication
1 Maintained contact with you through meetings, email
correspondence, phone calls, etc.
Yes: Always maintained contact, regularly held individual face
to face and coordination group meetings, always responded
to emails and was always available on the phone.
To Some Extent: A maximum of 2 times the team leader did
not maintain contact when required, either by not meeting or
not responding to your emails or phone calls.
No: On 3 or more separate occasions the team leader did not
maintain contact when required, either by not meeting or not
responding to your emails or phone calls.

Yes

To
No Points
Some
Extent

10

2 Updated and conveyed information professionally and
coherently to you in a timely manner
Yes: On all occasions, via face to face meetings ,email, What's
app and phone calls, always using the most appropriate
method of communication depending on the circumstances.
To Some Extent: A maximum of 2 times the team leader did
not convey or update information to the coordinator in a
professional, coherent or timely fashion.

10
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No: On 3 or more separate occasions team leader did not
convey or update information to the coordinator in a
professional, coherent or timely fashion.
B Management
1 Set clear guidelines for coordinators in work-related
circumstances
Yes: On all occasions.
To Some Extent: A maximum of 2 times the team leader did
not set clear guidelines and there was ambiguity in what was
asked by them.
No: On 3 or more separate occasions the team leader did not
set clear guidelines and there was uncertainty in what was
asked by them.
2 Evenly distributed and assigned tasks in an efficient manner
Yes: On all occasions.
To Some Extent: A maximum of 2 times the team leader did
not appear to evenly distribute tasks amongst coordinators in
his team. (please explain in the comments box below)
No: On 3 or more separate occasions the team leader did not
appear to evenly distribute tasks amongst coordinators in his
team. (please explain in the comments box below)
3 Dealt with issues addressed to them (by coordinators),
directly or by referring the issue(s) to the relevant persons
within a reasonable time frame
Yes: On all occasions.
To Some Extent: A maximum of 2 times the team leader did
not deal with issues addressed to him within a reasonable
time frame.
No: On 3 or more separate occasions the team leader did not
deal with issues addressed to him within a reasonable time
frame.
4 Dealt with unforeseen circumstances in a calm and
professional manner
Yes: On all occasions was able to improvise, adapt and
overcome any unforeseen circumstances.
To Some Extent: A maximum of 2 times the team leader was
unable to improvise, adapt and overcome any unforeseen
circumstances.
No: On 3 or more separate occasions the team leader was

10

10

10

10
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unable to improvise, adapt and overcome any unforeseen
circumstances.
C Support and Mentoring
1 Provided feedback and coaching on important matters
pertaining to your performance, both positive, and
concerning areas needing development
Yes: On all occasions when he deemed it was needed and or
asked for by the coordinator.
To Some Extent: The team leader provided limited feedback an
or coaching so development was only partially supported.
No: The team leader provided inadequate feedback and or
coaching, so development was not supported.
2 Was consistently available during office hours for advice and
support
Yes: On all occasions.
To Some Extent: A maximum of 2 times per Module the team
leader was not available or did not respond to requests for
advice or support during the allocated office hours.
No: On 3 or more separate occasions per Module the team
leader was not available or did not respond to requests for
advice or support during the allocated office hours.
D Professionalism
1 Demonstrated professional behavior with coordinators,
instructors and students at all times
Yes: On all occasions.
To Some Extent: The team leader was observed a maximum of
2 times demonstrating unprofessional behavior. (please
explain in the comments box below)
No: The team leader was observed on 3 or more separate
occasions demonstrating unprofessional behavior. (please
explain in the comments box below)
2 Demonstrated cultural sensitivity when dealing with
coordinators, faculty and students
Yes: On all occasions.
To Some Extent: The team leader was observed a maximum of
2 times acting in a culturally insensitive way with either
coordinators, faculty or students. (please explain in the
comments box below)
No: The team leader was observed on 3 or more separate

10

10

10

10

30

Faculty Handbook February 2020

occasions acting in a culturally insensitive way with either
coordinators, faculty or students. (please explain in the
comments box below)
E Comments:

Total Points Earned for this Evaluation:

Out of
100

Conversion to 5 point scale:
3
2
Satisfactory
Needs
Development

5
Outstanding

4
Above
Average

95 – 100 points

80-94 points

70-79 points

50-69 points

1
Unsatisfactory

Less than 50
points
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8. Coordinator Interview Evaluation Form
Applicant Coordinator:
Date:

Evaluation Criteria
A

Credentials

1

Post Graduate Degree in relevant
area

2

TESL/TEFL Diploma or Certificate

3

ESL/EFL teaching experience

4

Supervisory/Administrative
experience

B

Comments

Skills and Qualities

5

Teaching Experience :
Demonstrates substantive
instructional experience

6

Development Skills :
Demonstrates experience and ability
to train and develop others

7

Leadership:
Demonstrates strong leadership skills

8

Organizational Skills:
Demonstrates ability to deal with
organizational problems

9

People Skills:
Demonstrates effective interpersonal
and people management skills

10

Intercultural awareness:
Demonstrates ability to work in a
multi-cultural environment

11

Project Management skills:
Demonstrates ability to manage
32
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projects and work under pressure to
meet deadlines

Overall Rating

Strongly recommended

Recommended

Interviewer(s):
1. Name: _________________________________
Signature_______________________________
2. Name__________________________________
Signature_______________________________
3. Name__________________________________
Signature_______________________________
4. Name__________________________________
Signature_______________________________

Not Recommended
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9. KAU Student Evaluation Form
Academic Year: _________________________ Module: ________________________________
Course: _______________________________

Section: ________________________________

Instructor’s Name: ________________________Coordinator's Name: ______________________

Dear Student,
This questionnaire gives you the opportunity to express your views about this course. Your responses will be totally anonymous.
The results will be used as part of an overall assessment of the effectiveness of this course and for course improvement.
Thank you for taking the time and effort to respond to this questionnaire. Please give your most candid and thorough response
to the statements below. Darken the letter that corresponds to your response as follows:
(A) Strongly Agree (B) Agree (C) Neutral (D) Disagree (E) Strongly Disagree

Syllabus
1. The course is useful.
2. The study load for this course is appropriate compared to other courses.
3. The time assigned for each language skill (listening, speaking, reading, and writing) is appropriate.
4. The textbooks are appropriate.
Classroom
5. The classroom size is appropriate to the number of students.
6. Ventilation, lighting, and audio-visual aids are appropriate for the classroom.
Language Labs
7. Computers work properly.
8. The programs are user-friendly.
Instruction:
9. The instructor is punctual (starts and ends the class on time)
10. The instructor presents his material clearly and coherently.
11. The instructor encourages students to participate in class activities and speak in English.
12. The instructor deals with students’ errors in a positive way.
13. The instructor shows respect for students in his/her dealings with them and accepts others’ points of view.
14. The instructor gives students the necessary exercises to master the language skills.
15. The instructor is fair and objective in evaluating students’ performance.
16. The instructor is always available during his office hours.
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17.
18.
19.
20.

The instructor uses the available teaching resources in an effective manner.
The instructor attends all classes.
The instructor always looks well presented.
I would recommend other students to take this course with this instructor.

Assessment
a. Assessment Scheme:
21. The current assessment scheme accurately reflects the level of student achievement.
22. The grade distribution on mid-module, final-module, writing, and oral examinations is appropriate.
b. Mid-Module and Final Examinations:
23. Weight of each section (Listening, Reading, Grammar, and Vocabulary) is appropriate.
24. Exam items are clear and consistent with what has been studied in class.
25. The quality of recording of the listening section is fine.
26. The time allotted for the test is sufficient.
27. The degree of difficulty of questions is appropriate.
28. The number of exams during the course is appropriate.
c. Speaking Examination:
29. The manner in which the test is conducted is appropriate.
30. The assessment rubrics are clear and fair.
d. Writing Examination:
31. Test topics are appropriate and consistent with what has been practiced in class.
32. The manner in which the exam is conducted is appropriate.
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10. Faculty Complaint Form
Instructor's Name: ____________________________ KAU ID#________________________
Email: _________________________________Course _____________ Section ___________
Coordinator’s Name: ______________________ Email: _______________________________

STEP 1:

A Description of Your Complaint:

Please describe your complaint in detail below. You may attach additional pages if needed.
Complaint Category:
□ Working Conditions
□ Student Behavior
□ Colleague Behavior
□Classroom Environment
□ Administration
□Other
a. Issue of complaint.
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
b. Date, location, and witnesses of above-described issue (if any).
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______________________________________________________________________
______________________________________________________________________
____________________________________________________________________________
C.

University/ELI policy or procedure violated (if any).
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
___________________________________________________________________________

D. The effect of the problem on you as an instructor
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________________
____________________________________________________________________________
_____________________________________________________________________________
E. Steps you have taken to resolve the problem
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
REQUESTED RESOLUTION:
1. What action do you request to be taken to resolve the complaint?
_______________________________________________________________________
_______________________________________________________________________
_________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
2. When should the action be completed?
______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

Signature ________________________ Date ________________

STEP 2: Submit form to the Head of the Academic Coordination Unit
Response of the Head of the Academic Coordination Unit
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___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
_____________________________________________________________________
Decision of the Head of the Academic Coordination Unit about the complaint
__________________________________________________________________________
____________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________
________________________________________________________________________
Head of the Academic Coordination Unit

Signature

Date

After receiving the written response above to your complaint, complete the following (if
applicable):
 I accept the explanation/decision made by the Head of the Academic Coordination Unit.


I reject the complaint decision by the Head of the Academic Coordination Unit and I would like to
have my case reviewed by the concerned Vice-Dean.
Signature ________________________

Date ________________________

STEP 3: If you reject the decision/solution, given (in step 2) by the Head of the Academic
Coordination Unit, you have a right to appeal to the concerned Vice-Dean.
Response of Vice-Dean
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
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_______________________________________________________________________
Decision of the Vice-Dean about the complaint
__________________________________________________________________________
__________________________________________________________________________
_____________________________________
__________________________________________________________________________
________________________________
Vice-Dean
Signature
Date

Following the second written response above to your complaint, please complete the following (if
applicable):
 I accept the explanation and decision made by the concerned Vice-Dean
 I reject the complaint decision by the concerned Vice-Dean and I would like to have my case
reviewed by the Dean. I understand that the Dean's decision is final.
Decision of the Dean about the complaint
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
_____________________________________________________________________
Dean
Signature
Date

Instructor's Signature ________________________

Date ________________

Please return signed copy and attached responses to the Head of the Academic Coordination Unit.
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