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Preamble

The purpose of these bylaws is to assist in the orderly conduct and governance of the professional
and graduate affairs of the School of Pharmacy - The University of Jordan (UoJ); to facilitate the
performance of School duties and obligations; and to protect the rights and privileges of the School
in accordance with the policies, rules, and regulations of the University of Jordan. The intent of
these bylaws is to assure close and harmonious collegial relationships among the School, student
body, appointed staff, and the administration of the School toward the accomplishment of common
goals and objectives.

A. Organization Name
The name of the organization is School of Pharmacy - The University of Jordan, hereinafter
referred to as the School.

B. Vision and Mission

The School strongly supports the UoJ mission, vision, and values.

Vision and Mission of the University of Jordan

Vision: A University that is global, smart, and excelling in research, in innovation and in cultural
enlightenment.

Mission: Providing students with fulfilling learning experiences, conducting knowledge-
generating research, and building firm societal ties, within an environment that is attractive and
financially stable, and conducive to creativity, innovation, and entrepreneurship.

(http://www.ju.edu.jo/Lists/Strategy/Strategy.aspx)

Vision and Mission of the School of Pharmacy

Vision: A Pharmacy School excelling in teaching, research, and innovation and advancing in
global standing

Mission: Providing pharmacy students with fulfilling learning experiences, conducting
knowledge-producing research, and building firm societal ties, within an environment conducive

to creativity, making efficient use of resources and forging fruitful partnerships.
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*Note: Text in Italic fonts is extracted from either of the University of Jordan (UoJ) Law, the UoJ
Rules and Regulations, the UoJ website or the School webpage, and the links or quotations are

provided accordingly.
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C. School Membership, Tracks, and Voting Eligibility

Membership

School Tracks
Academic staff at the School shall be appointed to one of the following tracks:

= Professor
= Associate Professor
= Assistant Professor
= Lecturer*

= |ecturer Assistant

(Article (23) Law No. (20), 2009 (1))

*Lecturers: Article (6) Law No. (58), 2015 The Faculty System of the University of Jordan and its amendments (L) Issued under Article 36
(a) of the Jordanian Universities Law No. (20), 2009.

(FU” Time Lecturers: Article (3) Instructions for Assigning Full-Time Lecturers at the University of Jordan Issued by the Board of
Deans by Decision No. (424/2016) dated 12/5/2016 on the basis of Article (29) of the Faculty System at the University of Jordan No. 58 of 2015).
Part-Time Lecturers: Article (3) Instructions for Assigning Part-Time Lecturers at the University of Jordan Issued by the Board of

Deans by Decision No. (425/2016) dated 12/5/2016 on the basis of Article (31 / A) of the Faculty System at the University of Jordan No. 58 of

2015).

Voting Eligibility
The voting membership of the School shall consist of all those holding only full time appointments
at the rank of Lecturer and above. Part-time, adjunct and visiting academic staff may attend and

participate in School meetings but without a vote.

D. Governance and Organization

The School is an independent unit within The UoJ. Nonetheless, The School operates under the
umbrella of The University laws and regulations concerning all aspects related to: academic and
supportive staff, students, degree granting, scientific research and financial affairs. The School

consists of three departments: The Department of Pharmaceutical Sciences, the Department of
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Pharmaceutics and Pharmaceutical Technology, and the Department of Biopharmaceutics and
Clinical Pharmacy. The three departments perform within the goals and objectives of The School
to deliver its mission and vision.

The Dean of the School shall be appointed by a decision of the Board of Trustees upon the
recommendation of the President for a period of two years, renewable for one time, provided that
he has completed his professorship and ends his term by the end of his term of appointment or

resignation.

(Law No (18) for the year 2018(1), Article (17) Code of the Jordanian Universities Law.

The Dean shall have the discretion to delegate specific administrative responsibilities to academic
and teaching staff members, who may be appointed as, but not limited to, Vice Deans and Assistant
Deans. The Dean, Vice Deans, Assistant Deans, and Heads of Departments are the School
administrators. The Vice Deans, Assistant Deans, and Heads of Departments all report to the Dean.
Each of the administrators has a delineated line of jurisdiction, duties, and responsibilities as
detailed in their respective job descriptions in The University of Jordan Handbook of Laws and
Regulations. The Dean is the Chief Executive and Academic officer of The School.

Heads of Departments are responsible for the operation of their respective Department and
enhancements of research and scholarly activities. Each academic staff shall be a member of one

Department and reports directly to the Head of that Department.
(Law No (18) for the year 2018(1), Article (20) Code of the Jordanian Universities Law.
Figure 1 shows the School Organization Chart.



Figure 1. The School Organization Chart.
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E. Academic Staff Duties and Authorities

Code of Conduct for Faculty Members at the University of Jordan
Issued by the Council of Deans by virtue of its Resolution No. (1627/2018) dated 12/24/2018
According to Article (16/b/12) of the Jordanian Universities Law No. (18) of 2018

(Link: http://units.ju.edu.jo/ar/L egal Affairs/Regulations.aspx) Article( 5):

The duties of a faculty member include - without limitation - the following:

a. Taking the oath of faculty in front of the President before starting work at the University.
b. Actively performing his job duties and tasks entrusted to him with honesty, integrity,
accuracy, professionalism and impartiality, and working to serve the University's goals and
objectives and achieve its interests.

c. Being familiar with the laws, regulations and instructions that govern the work of the
University and their application objectively and without any transgression or negligence.

d. Devoting official working hours to the tasks and duties of his job, and not doing any activity
that contradicts the mission and goals of the University.

e. Constantly striving to improve his performance, develop his professional capabilities, review
the latest developments in his field of specialization, and submit proposals that would improve
f. Refraining from .the level of performance in the academic department to which he belongs
any practices or actions that violate morals and good behavior.

g. Refraining from offending the religious beliefs or political opinions of others inside or
outside the University, or inciting such abuse.

h. Strengthening the links between the University, other universities, institutions, bodies and
other scientific institutes locally, regionally and globally.

i. not striking or inciting others to work, and to adhere to the legal and legitimate means of
grievance.

j. fulfilling all financial dues to the University - if any - in accordance with the legislation in
force without delay.

k. Maintaining a high level of mastery in scientific specialization, with an emphasis on the
correctness and being up-to-date in the academic subject content.

I. Using appropriate educational methods and activities that ensure the achievement of the

objectives of the course.
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m. Being positive and honest in dealing with various academic topics.

n. Ensuring the development of scientific, independent and creative thinking, personal initiative
and the spirit of teamwork among students.

0. Being committed to attend the required lectures and academic meetings without delay, and if
circumstances call for absence or delay in lectures, the faculty member must compensate for that
.p. Attending academic and non-academic events, such as graduation ceremonies.

g. Adhere to the announced office hours.

F. Dean Duties

(Law No. (52) of 1972 University of Jordan Law

Link: http://units.ju.edu.jo/ar/Legal Affairs/Regulations.aspx)
Article (18 A) :-

The Dean of the School is responsible for managing the School’s educational, administrative and
financial affairs, and in this capacity he exercises all the rights and powers that guarantee the
proper functioning of the School in a manner that does not conflict with the provisions of this
law and the University’s own internal regulations and instructions; At the end of each academic
year, the Dean submits a report on the achievements and activities of the School to the

University presidency.

G. Vice Dean Duties

(Law No. (52) of 1972 University of Jordan Law

Link: http://units.ju.edu.jo/ar/Legal Affairs/Regulations.aspx)
Article (18 A)

A- The University President appoints one or more Vice-Dean(s) from among the professors upon
the recommendation of the Dean, for a renewable period of one year. The Vice Dean undertakes
the duties and tasks assigned to him/her by the Dean, and exercises the powers delegated to
him/her. However, when necessary, a faculty member who is not at the rank of professor may be
appointed as a Vice Dean.

B - The Dean chooses one of his/her Vice Deans to carry out his/her duties and exercise his/her

powers in his/her absence.
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Specific Duties at the School of Pharmacy

1. Manages areas related to Graduate Studies.

a.
b.

Serves as a Head of the School of Pharmacy Graduate Studies Committee.

Liaises with the University School of Graduate Studies on general policies for MS and
PhD degrees administered at the School of Pharmacy.

Provides academic advice to graduate students at the School of Pharmacy; deals with
issues involving graduate student progress, appeals, individual and group complaints from
students.

Develops and supports Graduate student orientations and workshops.

Guides development of new graduate programs and courses and the revision of existing
ones at the School.

2. Serves as a Head of the School’s Credit Transfer Committee.

3. Approves credit transfer for students transferred from other Universities, Community Colleges

or other Schools at the University of Jordan.

4. Each semester, selects for the graduating students substituting subjects for subjects not offered

in that semester.

H. Vice Dean for Development and Quality Assurance Duties

(Issued by the Deans Council by Decision No. (1519/2013) dated 28/10/2013- “Based on the text of Article (17 /B /11) of the Jordanian Universities
Law No. (20) 0f 2009) and its amendments”)

1.

Follows up procedures related to quality assurance and control at the School according to the
acting procedures at the University.

Collects, documents and makes available data related to the School employees and keeps them on
paper and electronically, updating them periodically.

Participates in the development of academic plans and programs.

Follows up the execution of strategic, actuarial and procedural plans and accreditation
requirements at the School.

Follows up and supervises the website of the School and works to update it periodically and
continuously and to upload it with all data, information and news related to the School in
coordination with the computer center and with the help of the liaison officer of the site (if any).

Any other duties assigned to her/him by the Dean in relation to the quality issues.

12
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I. Head of Department Duties

(Law No. (52) of 1972 University of Jordan Law

Link: http://units.ju.edu.jo/ar/Legal Affairs/Regulations.aspx)
Article (22 C)

The Department Head is responsible for the proper conduct of teaching in his Department in a manner

that does not conflict with the provisions of this law and the University's own internal regulations and

instructions.

J. Assistant Dean for Student Affairs Duties

(Issued by Deans Council by Decision No. (421/2006) dated 18/12/2006)

1.

Receives the newly accepted students and organizes the guiding program for them at the beginning
of each academic year. This program should include distributing the School's leaflets, visiting its
various facilities and holding a meeting with the Dean and Dean of Student Affairs.

Receives all students of the School, directs them and coordinates with various departments at the
School and at the University, including the Admission and Registration unit to solve the problems
they face.

Gives attention to foreign students in coordination with the Office of International Students Support
In collaboration with the Admission and Registration Office, receives the forms related to the
following, follows up their completion, and informs students about the following procedures:
Excessive or insufficient academic load of the student

Study postponement, withdrawal or interruption

Withdrawal from one or more courses

Results of incomplete examinations

Revision of student’ results in subject

Notification of students regarding their academic status.

Supports activities of the Student Council at the School and follows up the procedures for its
adoption.

Organizes various student activities with a focus on the national, cultural and sports dimension,
and promoting the spirit of good citizenship.

Coordinates the work recruitment of students at the School and approves payment form.

Follows up students' cooperation with King Abdullah 1l Fund for Development.

Coordinates with the Deanship of Student Affairs regarding:

-Supporting students with special needs

13
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- -Various student activities organized by the Deanship of Student Affairs
- -Mental health and social counseling issue.
10. Supervises Student Guidance Office at the College (if any).

11. Schedules and organizes incomplete (make-up) final examinations.

K. Assistant Dean for Hospital Affairs and PharmD Duties

(as specified by Executive foundations for the application of clinical training instructions at the School of Pharmacy)
Issued by the Council of the School of Pharmacy based on Article 10 of the

Clinical Training Instructions for Students of Health Sciences Schools at the University of Jordan

Issued by the Deans Council as Article (17-B-11) - of the Jordanian Universities Law No. (20) for the year 2009 and

its amendments

« Distribution of clinical supervisors into the various departments in the hospital.
* Identifying accredited and approved training sites.
* Meeting with students at the beginning of the semester and when needed.
* Distribution of students into various rotation.
« Distribution of students per academic supervisors and clinical supervisors and training sites.
* Meeting with academic supervisors, clinical supervisors and course coordinators.
* Following up student assessment and related issues.
* Coordination with training sites to facilitate the training of students.
 Follow-up clinical supervisors, academic advisors and the extent of their commitment to
achieving the desired objectives of the training.
» Work with the administration of training sites before the beginning of each semester to prepare
a list of qualified clinical supervisors to train students in the departments and rotations defined by
the School.
* Evaluate the performance of clinical supervisors and taking feedback from students regarding
training sites and courses.
* Perform periodic visit and follow-up practical training sites and meet with officials before the
training.
* Prepare a file containing all the documents relating to training, such as:
a. training plan and objectives.

b. practical training instructions.

14
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orientation instructions, which takes place at the beginning of the program.

a2 o

distribution of clinical supervisors.

@

distribution of students in practical training sites.

=h

mechanism and the results of the final evaluation.

L. Assistant Dean for Pharmaceutical Field Training Duties

Work involves coordinating and overseeing all issues related to the Pharmaceutical Field Training
for Pharmacy and PharmD students. Works under minimal supervision with extensive latitude for
the use of initiative and independent judgment and performs the following duties:
* Identifying accredited and approved training sites.
* Meeting with students at the beginning of the semester and when needed.
* Distribution of students into various rotations.
* Distribution of students per academic supervisors and training sites.
* Meeting with academic supervisors each semester to explain their duties.
* Following up student assessment and related issues.
* Coordination with training sites to facilitate the training of students.
* Follow-up clinical preceptors, academic advisors and the extent of their commitment to achieving
the desired objectives of the training.
» Work with the administration of training sites before the beginning of each semester to prepare
a list of qualified clinical preceptors to train students in each training site defined and approved by
the School.
 Evaluate the performance of each training site and taking feedback from students regarding
training sites and courses.
* Perform periodic visit and follow-up practical training sites and meet with officials before the
training
* Prepare a file containing all the papers relating to training, such as:

- training plan and objectives;

- practical training instructions;

- orientation instructions, which takes place at the beginning of the program;

15
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- distribution of students in practical training sites;

- mechanism and the results of the final evaluation.

16
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M. Meetings and Procedures

General Academic staff meetings

Academic staff meetings shall be convened at least once during each fall and spring term.
Additional meetings of the academic staff may be convened at the discretion of the Dean. Notice
of meetings will be provided to the academic staff a minimum of one week in advance of the
scheduled date. Special academic staff meetings may be called as needed, with a minimum three-
day advance notice to the academic staff unless meetings are of an urgent nature. The Dean shall
preside over all academic staff meetings. In his/her absence, the Vice Dean will chair the meeting.
The agenda for each meeting shall be prepared prior to the meeting and meeting notes shall be
made available after each one.

Voting Policies

All full time academic staff must attend general academic staff meetings unless formally excused
by the Dean. A quorum (the minimum number of academic staff that must be present for
conducting a meeting) will consist of more than 50% of the eligible voting academic staff
members. When a vote is taken, approval requires more than 50% of those academic staff present.
Individuals eligible to vote must be full time academic staff members. Part time academic staff

members may attend and participate in general academic staff meetings, but without vote.

Department Meetings

The policies for general academic staff meetings will apply to departmental academic staff
meetings. The Head of Departments shall preside over the departmental meetings. The number
and frequency of departmental meetings shall be determined by the Head of the Department after
consultation with the academic staff members of their department. When voting, the Head of the

Department may vote to break a tie.
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N. University Governance

The University of Jordan is a public academic institution made up of Schools, Deanships, Centers,
Units and Offices. The University of Jordan is governed through the Board of Trustees, the Deans
Council and the University Council. Administratively, the School follows the presidency of the
University, as shown in the organizational structure of the UoJ.

The Board of Trustees” members are appointed by the Ministry of Higher Education and Scientific
Research including the UJ president. The Board of Trustees is the principal policy making body
of the University; it establishes and articulates the University's general policies and procedures. It
is responsible for maintaining high standards of teaching. It manages the University resources and
approves the operating and capital budgets and financial endowments. It supervises the investment
of the University's endowment and oversees campus real estate and long-range physical planning.
The trustees also exercise review and approval concerning changes in major policies, such as those

in tuition and fees.

Article (8) (2) Law No. (20), 2009 (1) *Board of Trustees

18
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The Deans’ Council

(Law No. (52) of 1972 University of Jordan Law

Link: http://units.ju.edu.jo/ar/Legal Affairs/Regulations.aspx)
Articles (15 and 16)

The Deans’ Council is composed of

A- The President of the University

B- The Vice President(s)

C — The Deans.

The Deans Council shall exercise the powers specified in this law and the special internal

regulations and instructions of the University, in particular the following:

A- Approval of study plans

B- Granting academic degrees

C- Setting instructions for admission of students

D- Creating professorial chairs

E- Coordinating the work of the faculties in relation to lessons, lectures, scientific research and

the administration of examinations

F- Appointing and promoting faculty members and looking into their various job positions such
as secondment, delegation, leave and other issues within the limits of the relevant internal
regulations

G- Creating and merging Departments

H- Studying the issues referred to it by the University President

2. The Deans’ Council is deemed to be de jure delegated with the powers of the University
Council if it is not possible for the University Council to meet with its quorum for force majeure
reasons estimated by the Council of Deans after listening to the justified reasons presented by

the President of the University

O. Representatives
The School is represented at the Deans Council by the Dean and at the University Council by the
Dean and an elected staff member (elected by the academic staff members of the School at the

beginning of each academic year).
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University Councils Representation

(Law No. (52) of 1972 University of Jordan Law)

(Link: http://units.ju.edu.jo/ar/Legal Affairs/Regulations.aspx

Article (10) (Article 10).

A faculty member from each School elected by the faculty at the beginning of each academic

year represents the School at the University Council.
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1. School Council and Committees

Full time academic staff members will participate in the policy- and decision-making processes
within The School through their participation in School and departmental meetings and serving on
councils and committees. Academic staff members shall choose each year the membership of
standing committees. In addition, students representatives selected each year according to the
School regulation shall become members of standing committees wherever applicable. The
standing council and committees are all reporting to the Dean.

A. School Council

School Board is an advisory entity whose mission is to provide support and advice to the Dean of

the School in achieving its goals.

Law No. (52) of 1972 University of Jordan Law)
(Link: http://units.ju.edu.jo/ar/Legal Affairs/Regulations.aspx
Articles (20 and 21)

Membership

It shall consist of the Dean, who chairs the Council, Vice Dean(s), Heads of Departments, and
elected academic staff members including one (1) from each Department elected at a Department
meeting, two (2) pharmacists, as community representatives, from different pharmacy practice
backgrounds (e.g., hospital, clinical, community, or industry), and a student from School Student
Union Committee. Upon Dean’s invitation, the Dean’s Assistants may attend Council meetings
and participate in discussions but cannot vote.

Duties

A- Suggesting the study plan at the School and the conditions for granting degrees and .1

certificates therein.

B- Approving the curricula proposed by the Department Councils.

C- Approving the conditions for accepting students in Departments.

D- Supervising the organization of the study in the School, and coordinating between the
various Departments.

E- Organizing the examination procedures in the School, supervising them, and circulating the
.results received from the Departments for decision on them.

F- Recommending the Deans’ Council to award academic degrees and certificates.
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G- Recommending all matters related to the faculty members in the School and others in charge
of teaching in the School, such as appointment, promotion, transfer, secondment, delegation,
granting study leave, accepting resignation, and other university matters in accordance with the
provisions of the regulations issued pursuant to this law.

H- Preparing the annual draft budget for the School.

| - Considering the issues referred to it by the Dean of the School.

Meetings Schedule

Once a month and as needed when called by the Dean.

Reporting

To the Dean of the School of Pharmacy.

22
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B. School Committees and Subcommittees

General Information

1.

10.

11.

12.

All Committees/Subcommittees should work to fulfill the mission and vision of the School,
its strategic, assessment and evaluation plans.

Each Committee and/or Subcommittee should have a file containing:

a. Minutes of all meetings and activities;

b. Achievement report at the end of each academic year;

The Committee file should be stored at the Accreditation office of the School.

All Committees and Subcommittees are formed and their Chairs are appointed at the
beginning of each academic year by the Dean, except the Graduate Studies Committee and
Investigation with Students Committee, the latter two are appointed by the School Council

in accordance with Article (7) at the University of Jordan, 1998 - Issued under Article (B) of Article (5) and Article (34) - of
the Law of the University of Jordan No. (52), 1972).
Each Committee and/or Subcommittee should have a Vice-Chair.

Each Committee and Subcommittee should be represented by both experienced and new
School staff.

Each Committee and Subcommittee should have at least one representative of
academic/non-academic staff from each School Department.

Committee members may determine the suitability of involving ad hoc members who are
deemed vital to the functioning of the committee.

There should be at least one undergraduate student from each of BPharm and PharmD
programs at each Committee and Subcommittee (excluding the Investigation with Students
Committee, Graduate Studies Committee and Organization and Management
Subcommittee), in addition to optional membership of graduate students, according to the
School of Pharmacy Regulation regarding the student selection process for the
Committees/Subcommittees.

Each Committee and Subcommittee reports to the Dean of the School of Pharmacy (for
some Committees additional reporting is necessary, as specified below).

A secretary is allocated for each Committee/Subcommittee to handle documentation and
communications with the administration.

. Each Subcommittee is reporting to its relevant Committee’ Chair in addition to the Dean.
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1. Accreditation and Quality Assurance Committee

Membership
The committee shall consist of:
Chair: Vice Dean for Development and Quality Assurance.
- Quality Assurance Officer at the school
- Heads of Departments
- Experienced and interested members of the academic staff
- One appointed staff member from the University Quality Assurance Center

- A students’ representative.

Duties
1. Spread the culture of quality assurance
2. Follow up on study quality, educational outcomes, course reports, programs reports,
opinions of students and stakeholders
Continue to maintain the local and international quality certificates.
Prepare the annual executive plan and linking it to the university's strategic plan
Identify the training needs of the academic staff
Follow-up graduates and communicate with stakeholders

Follow-up and develop the website and academic staff website

© N o 0o &~ w

Coordination and follow-up with the university’s Accreditation and Quality Assurance
Center

9. Oversee the functioning of its Subcommittees.

Meetings Schedule

Once a month and as needed when called by the Committee chair.
Reporting

To the Dean.
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1.1Website Subcommittee

Membership

The committee shall consist of at least five staff members. The staff members might be either

appointed by the Dean or might express their willingness to be member of the committee. One of the

members shall serve as chair and shall direct the activities of the committe in fulfilling its purposes.

The chair shall demonstrate knowledge of and the ability to develop and maintain a website

including the production of web content and the application of commonly used design techniques.

One of the members should be also a member of the Accreditation & Quality Assurance Office. The

member of the Accreditation & Quality Assurance Office should have full access to the website and

the social media and will be responsible in coordinating with the computer center. Also, the

subcommittee should include at least one students’ representative.

Duties:

1.

Update the information regarding the school staff, the course outlines and programs' curricula on

the school’s website.
Maintain an updated School photo gallery on the School’s website and its social media pages.

Upload information regarding School activities in a timely manner on both the School’s website

and its social media pages.

Posting School scientific research news, activities, academic/scientific achievements, and relevant

social news of the staff members.

Posting relevant achievements of the undergraduate and postgraduate students.

Increase visibility of the School website by establishing links from other relevant websites and the
social media pages.

Maintain and ease communication with other School committees, interest groups and staff
members for a periodical update regarding their activities and achievements.

Ensure the accuracy and the quality of the content displayed on the School’s website and its social

media pages.

Meetings Schedule

At least once per semester and as needed when called by the Committee Chair.

Reporting
To the Dean.
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2. Resources and Facilities Committee

Membership:
Should be chaired by the Vice-Dean and composed of the Chairs of the Subcommittees included
in its structure:

1. Equipment, Chemicals and Laboratory Subcommittee

2. Facilities and Safety Subcommittee
3. Library Subcommittee
4

Human Resources Subcommittee.

Duties:
Oversees the functioning of its Subcommittees.
Meetings Schedule
Once a month and as needed when called by the Committee chair.
Reporting
To the Dean.

26



[Type here]

2.1 Equipment, Chemicals and Laboratories Subcommittee

Membership

Is chaired by an academic staff member. Other members include: the liaison officer of the

Maintenance Department and the Tenders Department at the UJ and should include at least one

laboratory technician from each Department.

Duties

To ensure that the School of Pharmacy is in compliance with accreditation and certification

requirements in terms of equipment and chemicals available for different academic activities and

laboratory space:

1. To prepare and update lists of equipment and chemicals available at the School of Pharmacy.

2. To identify the needs of undergraduate students and graduate students in terms of equipment
and chemicals to serve teaching needs.

3. Toidentify and follow up the needs of the teaching labs at the School of Pharmacy in terms of
chemicals purchase and instrument maintenance. To make recommendations with regard to
prioritizing the procurement of equipment and chemicals needed to the School Council.

4. To follow up on equipment and instrument maintenance based on reports from the staff and
technicians at the School of Pharmacy and to organize maintenance efforts with the concerned
departments.

To initiate and follow up correspondence with concerned departments at UJ for signing or
extending maintenance contracts of laboratory instruments with the vendors.

Meetings Schedule

At least once per semester and as needed when called by the Committee Chair.

Reporting

To the Dean.
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2.2 Facilities and Safety Subcommittee
Membership
It shall consist of the School's maintenance and engineering officers as standing members, a lab
technician and one academic staff from each Department.
Duties

1. Toreport any defects in facilities or any issues that impact the health and safety of students
or staff in order to be corrected or improved.
Perform periodical audit tours in the facilities at least once per semester.
To ensure that the fire alarm system and extinguisher systems are maintained periodically.
To procure and maintain a minimum stock of first-aid Kits in the facilities.
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To plan and organize the evacuation from the facilities under the supervision of Public
Safety Office and the Civil Defense.
6. To build and train a team for emergency and evacuation selected from School staff under
the supervision of the Public Safety Office and the Civil Defense.
7. To communicate or notify the School staff and/ or students and the Public Safety Office
(as necessary) with any incident that might have an impact on their safety.
8. To perform a survey among the staff and students regarding facilities and safety issues and
propose a corrective plan in a response to the survey.
Meeting Schedule
At least once per semester and as needed when called by the Committee Chair.
Reporting
To the Dean of the School of Pharmacy and the School QA Office.
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2.3 Library and Publications Subcommittee
Membership
It shall include staff members (academic and non-academic) representing different Departments
as well as the University library staff and students’ representative(s).
Duties
= Make the necessary communications between the staff at the School of Pharmacy and the
University library with the purpose of: |
1- Ensuring the renewal of the necessary subscription to electronic journals and data bases that
are of interests to staff members and students.
2- Ensure continual supplementation of the library with the text books that are adopted as
references for the students.
3- Ensure continual updating of the library with the recently published books in the various fields
of pharmacy in support of the needs of staff members and postgraduate students.4- Ensure
Continuous School staff training on the use of library services, especially the electronic resources.
5. Coordinate with various Committees at the School of Pharmacy for printing any brochures or
materials including study plans.

6. Revise and update printed material.

Be involved in preparing printing materials for conferences and other scientific activities organized
by the School.

= Any other relevant tasks that may arise.

Meetings Schedule

At least once per semester and as needed when called by the Committee Chair.

Reporting

To the Dean.
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2.4 Human Resources Subcommittee

Membership

It should be headed by the Dean Assistant for Administrative affairs and include academic staff

representatives from each Department.

Duties

1. Preparing statistics regarding academic and non-academic staff at the School of Pharmacy, the
student-academic staff ratio (FTE, full-time equivalency), attrition rate.

2. Preparing and following up surveys for assessment of academic and non-academic staff
satisfaction.

3. Updating CVs of academic staff.

4. Advising on recruitment of new academic and non-academic staff to the School administration.

Meetings Schedule

At least once per semester and as needed when called by the Committee Chair.

Reporting

To the Dean of the School of Pharmacy and the QA office.
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3. Students’ Affairs Committee

Membership:
Should be chaired by the Assistant Dean for Student Affairs and include as members the Chairs of
the Subcommittees included in its structure:

1. Graduation Subcommittee

2. Sports Subcommittee

3. Community Services and Students’ Activities Subcommittee
4. Examination Subcommittee
5

. Alumni Subcommittee.

Duties:
Oversees the functioning of its Subcommittees.
Meetings Schedule
Once a month and as needed when called by the Committee chair.
Reporting
To the Dean.
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3.1 Graduation Subcommittee
Membership
In addition to the Assistant Dean for Student Affairs (Committee Chair), the graduation committee
consists of at least two staff members and the head of the School’s Bureau.
Duties
1. Organizing of the professional oath ceremony

2. Organizing/coordination of the School’s graduation ceremony.

Meetings Schedule

As needed when called by the Committee Chair.
Reporting

To the Dean.
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3.2 Sports Subcommittee
Membership
It shall consist at least of three members.
Duties
1. Propose each academic year action plan based on assessment of the students’ and staff
needs.
Suggest and support the on-campus sport activities.
Review and develop policies related to sports activities.
Encourage and promote sport excellence for students who hold sport scholarships.
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To promote democracy, prosperity and productivity for all pharmacy students through
healthy life-practices and lifelong participation in sport.
6. Assist in the development of new sport activities.
7. To enhance the mutual relationship between the staff members and the students through
sport activities.
Meetings Schedule
At least once per semester and as needed when called by the Committee Chair.
Reporting
To the Dean.
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3.3 Community Service and Students’ Activities Subcommittee

Membership:

It shall consist of:

1.

8.
9.

Four (4) academic staff members.
Alumni (at least one and up to three)
Two students are also members and are called for meetings when relevant issues are

discussed.

Propose each academic year action plan based on assessment of the students’ and staff
needs.

Gather service-based information that offers a broad and accurate representation of the
breadth and depth of co-curricular community service activities being performed by
members of The School of Pharmacy.

Share ideas and resources for strengthening the institution’s commitment to co-curricular
community service initiatives.

Explore resources that may exist for engaging collaboratively on service-based events
throughout the year, as well as determine ways to broaden connections between The School
of Pharmacy and local community organizations.

Arrange for participation of Pharmacy students in co-curricular activities for the purpose
of Community Service.

Organize activities that help bridging of the School with the society.

Grant approval to any submitted application for proposed activities that meet the conditions
of the School and the University.

Following up with students on the progress of their planned activities.

Announcing any plans for future activities for the students at the School.

Meetings Schedule

As needed when called by the Committee chair.

Reporting
To the Dean.
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3.4 Examination Subcommittee

Membership:
In addition to the Assistant Dean for Student Affairs who serves as a Chair, the examination
committee consists of the Vice Dean for Development and Quality Assurance, at least one
academic staff member and at least one other staff member selected by the Dean at the beginning
of each academic year.
Duties

1. Monitoring the proper progress of examination and invigilation processes

2. Preparation of exams timetable

3. Assigning rooms and invigilators for exams

4. Booking computer labs for computerized exams through the office of Development and

Quality Assurance
5. Coordination with department heads to resolve conflict in students exam schedule.

Meetings Schedule

Twice a semester and as needed when called for by the Committee Chair.
Reporting

To the Dean.
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3.5 Alumni Subcommittee

Membership

It shall include at least one staff member from each Department. Committee members may

determine the suitability of adding provisional members who are deemed crucial for the

functioning of the Committee.

Duties

1. Organize and conduct alumni events.

2. Build and continuously update a list of alumni.

3. Establish a strong relationship and line of communication with School alumni.

4. Send out newsletters to alumni on events, and post job vacancies and upcoming events on the
official page for the School alumni.

5. Recognize fellow alumni who are distinguished by their loyalty, professional achievement and
community service. Recognize alumni for their contributions to the School of Pharmacy, their
professional accomplishments, and personal milestones.

6. Assist current students and alumni in career planning, placement and transitions in
collaboration with other School’s committees such as student activity committee and webinar
and conferences committee.

7. Participate actively in strategic and long range program planning to promote alumni awareness,
engagement and commitment to the University.

8. Conduct meetings of the Alumni Committee and provide meeting minutes.

Meetings Schedule

At least once per semester and as needed when called by the Committee Chair.

Reporting
To the Dean.
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4. Experiential Training Committee

Membership:
Should be chaired by the Head of the Department of Biopharmaceutics and Clinical Pharmacy and
include as members the Chairs of the Subcommittees included in its structure:
Pharmaceutical Field Training Subcommittee
Clinical Training Subcommittee.
Duties:

Oversees the functioning of its Subcommittees.
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4.1 Pharmaceutical Field Training Subcommittee

Membership

It shall consist of the Assistant Dean for the Pharmaceutical Field Training Affairs (Chair), the

Assistant Dean for the Hospital Affairs and the PharmD Program, at least three School staff

members, a University of Jordan Hospital (UJH) representative and students’ representative.

Duties

1. Review periodically (at least once per semester) Pharmaceutical Field training regulations to
assess outcomes.

2. Implement (and, when needed, suggest changes to) the Pharmaceutical Field training policies'
regulations.

3. Explore and promote innovative training methods and learning opportunities to enhance
pharmaceutical training effectiveness.

4. Assist in the development of new training programs.

5. Approve new training sites according to the specified selection criteria.

6. Conducting training for the trainers (pharmacists who will supervise students).

Meetings Schedule

Once a month and as needed when called by the committee Chair.

Reporting
To the Dean.

38



[Type here]

4.2 Clinical Training Subcommittee

Membership

This committee consists of the Assistant Dean of Hospital affairs and PharmD. Program (Chair)

and two other academic and staff members from the Department of Biopharmaceutics and Clinical

Pharmacy involved in clinical training.

Duties

To ensure that PharmD and Master in Clinical Pharmacy Hospital trainings comply with national

and international standards so as to maintain clinical competencies and continuous development

for both staff and students, through the following:

1.

2
3
4.
5

Continuously discuss/evaluate the structure, duration and scientific content of training.
Continuously update criteria for appointing new clinical preceptors.

Continuously update criteria for training of newly appointed clinical preceptors.
Continuously update criteria for selecting potential training sites (hospitals).

Build a partnership with different training sites (hospitals) and coordinate with them to
facilitate training of students.

Develop competencies for hospital training.

Continuously update tools for the assessment of training competencies, preceptors’
performance and training site appropriateness.

Provision of assessment and its results then report them to the QA office at the end of each

academic year.

Meetings Schedule

Once a month and as needed when called by the committee Chair.

Reporting
To the Dean.
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5. Curriculum Committee

Membership

Chaired by a professor, it shall consist of the Academic Program Directors and a minimum of one

(1) member from each Department.

Duties

1.
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Review and suggest changes to program outcomes:
a. Competencies of Graduates

=3

Design and Development of the Curriculum
Teaching and Learning Methods

a2 o

Curricular Foundation in the Sciences

@

Simulation and Practice Experiences

f. Assessment of Student Learning and Curricular Improvement.

Suggest and support the implementation of curricular changes.

Review new and revised course syllabi.

Review and develop policies related to curricular matters.

Explore and promote innovative teaching methods and learning opportunities to enhance
teaching and learning effectiveness.

Disseminate information to School about curricular matters.

Assist in the development of new training programs.

Oversee the implementation of all curricular matters in compliance with the Accreditation
Council for Pharmacy Education (ACPE) Standards and Guidelines related to the curriculum.
Contribute to the preparation of the ACPE Interim reports as guided by the Quality and

Accreditation Committee and The School of Pharmacy administrators.

Meetings Schedule

At least once per semester and as needed when called by the Committee Chair.

Reporting
To the Dean.
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6. Graduate Studies Committee*

The membership and duties of the Committee are in accordance to the University of Jordan regulations
for graduate studies:
(http://graduatedstudies.ju.edu.jo/Regulations%20and%20instructions/Forms/All_Forms.aspx) that are

cited as text in Italics.
Membership
The Committee is formed by a decision made by the School Council. The School Council authorities
pertaining to graduate studies are delegated to the committee, which is formed as follows:
1. The Dean of the School/Head (or whoever he/she delegates, provided that the person delegated
meets the conditions of supervising and teaching in the graduate studies programs (in case of the
School of Pharmacy, the delegated person is the Vice-Dean).
2. Heads of committees in the departments (in case of the School of Pharmacy, the Heads of
Departments).
3. Two teaching staff members ranking professors or who meet the conditions of supervising and
teaching.
Students (a minimum one of graduate level) are also members and are called for meetings when
relevant issues are discussed.
Duties
The Committee addresses different graduate studies issues. It is responsible for making sure that the
graduate studies regulations, policies and the ethics of scientific research are abided by.
The Committee’s responsibilities include the following:
1. Recommending to the School of Graduate Studies Council the establishment of new programs in
the School or the update of the current programs or courses.
Following up and updating the study plans of the school’s graduate programs.
Providing students with relevant information regarding their study plan.

Proposing the number of students to be admitted per annum.
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Announcing faculty member's research areas and suggested thesis topics suggested in the
departments to graduate students.

Approving proposals of theses and dissertations and appointing supervisors and co-supervisors.
Forming examination committees and setting examination dates.

Sending lists of students who are nominated for scholarships to the School of Graduate Studies.

© o N o

Providing the School of Graduate Studies with a list of the names, addresses and accurate

specializations of every program’s external examiners.
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10.
11.
12.
13.
14.
15.
16.
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Arranging for general periodical meetings with the graduate students in the school.
Preparing an annual report about the graduate programs in the school.
Accrediting the results of the programs course exams.

Appointing Directors for each Graduate Studies Program.

Approving funds for graduate students.

Forming Thesis Defense Committees.

Approving the decisions of Thesis Defense Committees.

Meetings Schedule

At least once a month and as needed when called by the Committee Chair.

Reporting

To the Dean of the School of Pharmacy and to the School of Graduate Studies Council.
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7. Scientific Research Committee
Membership
It shall consist of at least six (6) School academic staff members, with at least one (1) representative
from each Department. Membership shall reflect the scope of research activities within the School
of Pharmacy with appropriate representation of School members who have established record of
research and scholarly activities. At least one (1) committee member shall be at the Full Professor
rank and another one (1) member at the Associate Professor rank.
Duties
1. Implement and disseminate policies and procedures to promote, evaluate, and develop
School-based research.
2. Identify research needs and provide guidance to the School and students to initiate and
complete research projects.
3. Review and approve funding for research projects for staff members, graduate and
undergraduate students.
4. Review and approve progress reports of School member projects.
Evaluate and support students' research activities such as personal or through research
clubs.
6. Evaluate and provide recommendations regarding the accreditation for promotion purposes
of journals, conferences, scientific activities.
7. Conduct any tasks required by Deanship of Academic Research and School of Pharmacy
administration.
8. Prepare statistics regarding publications and funded projects and conveying the statistics
to the QA office.
Meetings Schedule
At least once a month and as needed when called by the Committee Chair.
Reporting

To the Dean of the School of Pharmacy and to the Deanship of Academic Research.
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8. Seminars and Conferences Committee

Membership

It shall include staff members (academic and non-academic). Members will be selected from staff

senior as well as junior staff; with experience in organizing conferences and workshops and those

who have recently joined the School.

Main Duties

1. Propose each academic year action plan based on assessment of the students’ and staff needs.

2. Suggest, organize and support seminars including webinars and online lectures at the School of
Pharmacy.

Organize scientific events at the School of Pharmacy.

4. Support continuous learning and personal development of students and staff through
participation in seminars, workshops, conferences and other scientific and professional
activities.

5. Initiating an interactive scientific culture at the School of Pharmacy, which promotes scientific
exchange and collaboration (internally and externally).

6. Strengthening the partnership of the School of Pharmacy with the local and international
stakeholders and communities via hosting speakers and participants from various sectors (e.g.
legislation, industry, academia, etc.).

7. All Committee activities should be communicated officially to the Website Committee.

Meetings Schedule

At least once per semester and as needed when called by the Committee Chair.

Reporting

To the Dean.
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9. Students’ Misconduct Investigation Committee

Membership

It is formed by a decision from the School Council at the beginning of each academic year and

consist of three staff members and a fourth designated as — an alternative member (article (13) of Law

No. (94), 1999 (1) the Discipline of Students at the University of Jordan and its Amendment).

Duties

1.

Conduct the investigations necessary for any case that is reported by staff members or teaching
assistants against students. This includes cases of attempted cheating in exams, non-disciplined
students, etc. The detail of the committee work can be elaborated as follows:

Making the proper contacts with the parties involved through formal announcements and any
other available means.

Holding the meeting with the involved parties, and documenting the exact minutes of the
meeting hand written by one of the committee members, while all members can contribute to
questioning and interpretation process.

Recommending the proper verdict against the concerned student in accordance with the

university laws and regulations (University Law No. (94), 1999 (1) The Discipline of Students at the University of Jordan

and its Amendment - The amended system No. (49), 2003 dated 30/4/2003 (2) - Law No. (74), 2007 dated July 16, 2007. 3 - Issued under
Article (27) of the Jordanian Universities Law - No. (29), 1987).

Any other relevant tasks that may arise.

Meetings Schedule

As needed when relevant issues arise.

Reporting
To the Dean.
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10. Credit Transfer Committee

Membership
The committee includes the Vice-Dean (Committee Chair), the Heads of Departments and faculty
member representatives of each Department.
Duties
1. Approving credit transfer of courses for students transferring from either other school
within the University of Jordan, other universities or those graduated from community
colleges and completing their study at the UJ School of Pharmacy.
2. Approving alternative courses for students who are eligible for that during their semester
of graduation under University regulations (Article (31-a-1) of the Instructions for Granting

Bachelor's Degree at the University of Jordan. Link: http://units.ju.edu.jo/ar/Legal Affairs/Regulations.aspx).
3. Maintaining and developing policies for subject credit transfer at the School.

Meetings Schedule

At least once per semester and as needed when called by the Committee Chair.
Reporting

To the Dean.
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Partnership with the Community and Higher Consultancy Committee

Membership:

This committee is chaired by the Dean. This committee should have at least one member from

each Department. Members of this committee should be from the academic staff members with

exceptional ties with the community.

Duties

1.
2.

4.
S.
6.

Propose each academic year action plan based on assessment of the students’ and staff needs.
Contact with the pharmaceutical companies and institutions to consolidate communication and
sustain ties.

Coordinate and encourage students' visits, internships, and employment by various
pharmaceutical factories, and other pharmaceutical institutions.

Increase research interaction for the benefit of the pharmaceutical industry.

Help raising funds for the School of Pharmacy activities and needs.

Development of future education and training programs.

Meetings Schedule

At least once per semester and as needed when called by the Committee Chair.

Reporting
To the School Council and the QA office.
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12.  Social Committee

Membership

It shall consist of at least one academic staff member from each Department and two members

from administrative staff. The members shall be of both genders.

Duties

1. Propose each academic year action plan based on assessment of the staff needs.

2. Plan, arrange and implement social events and schedules.

3. To collect the contributions for the social activities from the School staff.

4. To set a budget for the committee's events and manage the expenses accordingly.

5. To maintain yearly records of the participants, their payments and events covered by the
committee.

6. To maintain a list of contributions per academic year and their use.

7. To have a well-documented system describing the criteria to honor/celebrate or participate in
a certain social event of a participant.

8. Communicate with the Webpage Liaison Officer and the Public Relation Officer regarding
social activities at the School for the timely posting at the School webpage.

9. Report social activities to the School QA Office at the end of the academic year.

10. Communicate officially each social event to the Website Committee.

Meetings Schedule

At least once per semester and as needed when called by the Committee Chair.

Reporting

To the Dean.
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13. E-Learning Committee
Membership
It shall consist of at least one academic staff member from each Department and Liaison officers
from the Accreditation and Quality Assurance Center and from the Information Technology
Center. The members shall be of both genders.
Duties:
1. Create a list of contacts from the e-learning support team and announce it to faculty members at
the beginning of the academic year.
2. Conduct training for faculty members and students (if needed) on the platforms provided by
the University for e-learning.
3. Assessment of the platforms used for distance learning.
4. Provide guidance and technical support for faculty members in online and hybrid learning
throughout the academic year.
5. Recommending new technologies and technological infrastructure that improve the platform
and distance teaching process.
6. Liaison between the faculty and E-learning support team in the University.
Meetings Schedule
The committee meets on regular basis throughout the academic year.
Reporting
To the Dean.
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I11. Academic Program Directors

BSc Pharmacy Program — Head of Department of Pharmaceutics and Pharmaceutical Technology
PharmD Program — Head of Department of Biopharmaceutics and Clinical Pharmacy

1

2

3. MSc Pharmaceutical Sciences — Head of Department of Pharmaceutical Sciences

4. MSc Clinical Pharmacy — Head of Department of Biopharmaceutics and Clinical Pharmacy
5

PhD Pharmaceutical Sciences — Head of Department of Pharmaceutical Sciences.

Duties of Program Directors:
1. Forming a committee for program updates and revision, the committee should be composed of four
members in addition to the Program Director (at least two Professors)

2. Revising annually Program Specifications and submitting annual Program Report.
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Appendices

Appendix 1. Clinical training regulation in the School of Pharmacy, The

University of Jordan
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Clinical training regulation in the School of Pharmacy
Issued by the Council of the School of Pharmacy based on Article 10 of the
Clinical training instructions for students of health sciences schools in the University of
Jordan
Issued by the Deans Council Resolution No. 497/2015 Date 01/06/2015
Revised on February, 03, 2022

Article (1): These instructions are called "clinical training instructions for students of the School

of Pharmacy program instructions” PharmD"

Article (2): The following words and phrases mean the following, unless the context indicates

otherwise:

University: The University of Jordan

Hospital: any hospital in which students are trained
School: School of Pharmacy

Training: Clinical training for the students of the School of Pharmacy, Doctor of Pharmacy

Program

Academic supervisor: a faculty member in the School of Pharmacy, who is assigned with the

tasks of teaching the material and hold a doctoral degree (PhD)

Clinical Supervisor: Supervisor holding a master's degree in clinical pharmacy or who is

entrusted with the task of training students in the practical training site.

Clinical preceptor: Supervisor of a Bachelor's degree in PharmD, who is entrusted with the task

of training students.

Course Coordinator: a school member who holds doctoral degree assigned the coordination

functions for different sections of the same course.
Student: A 6th year PharmD student

Dean: Dean of the School of Pharmacy.
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Head of Department: Head of the Department of Biopharmaceutics and Clinical Pharmacy.
Assistant Dean: Assistant Dean for the Hospital Affairs and the PharmD program.
Faculty member: a faculty member in the School of Pharmacy.

Avrticle (3): These regulations include the following clinical training materials:
Clinical training- Internal medicine (1), number 1203601

Clinical training - Internal medicine (2), number 1203602

Clinical training- Pediatrics, number 1203603

Clinical training- Psychiatrics and geriatrics, number 1203604

Clinical training- Gynecology, number 1203605

Clinical training- Surgery, number 1203606

Clinical training- Outpatient/ambulatory care, number 1203608

Clinical training - Clinical pharmacokinetics, number 1203607

Article (4): To register for the courses which are mentioned in Article (3), the following

prerequisite is mandated: Therapeutics 4 (1203506).

Article (5): No student is allowed attend more than one rotation per day, so that one credit hour is
equivalent to 6 hours of training a day for five days a week i.e. training starts from 8 am until 2

pm (morning session) or from noon until six pm (afternoon session).

Article (6): For each course contained in Article 3 of these instructions, there is at least an
academic supervisor, a clinical supervisor and a coordinator of the course according to the
instructions of coordination followed in the university so that the teaching load of the clinical
supervisors/preceptors is not less than 80% and for the academic supervisors and coordinator it
not more than 20% of the total load of the course. The number of credit hours is equivalent to

the number of consecutive weeks of training.
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Avrticle (7): The course coordinator is responsible for the following tasks:

* Preparation of the syllabus and modules in cooperation with academic supervisors and clinical

SUpervisors.

» Unifying the syllabus, accredited references and examinations in cooperation academic

supervisors and clinical supervisors.
* Holding regular meetings with academic supervisors and clinical supervisors.
* Overseeing final essay exams and distributing them to the members of the exams committees.

» Monitoring the absences of students and following-up on deprivation/withdrawal in case of

exceeding the maximum allowable absences.

* Retaining the corrected final examinations according to the instructions applicable in the

university.

e Follow-up clinical supervisor/ clinical instructor and their commitment to achieving the

existing goals of training.

» Approval and adoption of the students' grades in clinical training courses in cooperation with the

academic advisors.

Article (8): The Assistant Dean is responsible for the following tasks:

« Distribution of clinical supervisors into the various departments in the hospital.

* [dentifying accredited and approved training sites.

* Meeting with students at the beginning of the semester and when needed.

* Distribution of students into various rotation.

* Distribution of students per academic supervisors and clinical supervisors and training sites.
* Meeting with academic supervisors, clinical supervisors and course coordinators.

* Following up student assessment and related issues.

» Coordination with training sites to facilitate the training of students.
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 Follow-up clinical supervisors, academic advisors and the extent of their commitment to

achieving the desired objectives of the training.

» Work with the administration of training sites before the beginning of each semester to prepare
a list of qualified clinical supervisors to train students in the departments and rotations defined by

the school.

* Evaluate the performance of clinical supervisors and taking feedback from students regarding

training sites and courses.

* Perform periodic visit and follow-up practical training sites and meet with officials before the

training
* Prepare a file containing all the papers relating to training, such as:
o training plan and objectives.
0 practical training instructions.
0 orientation instructions, which takes place at the beginning of the program.
o distribution of clinical supervisors.
o distribution of students in practical training sites.
0 mechanism and the results of the final evaluation.
Article (9): The academic supervisor is responsible for the following tasks:

» Meet with a group of students periodically and at least every week in order to introduce them to

role, objectives and strategies and follow up the training and discuss clinical cases.

o Attending periodic meeting determined by course coordinator to agree on the basis of training and
assessment, also how to use the forms prepared for this purpose, and attending special meeting held to

evaluate the situation or discus an exceptional situation for students.

* Supervise student assessment and review corrected exams/manuals with clinical supervisors.
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* Collect grades, reports, pharmaceutical care plans and any papers concerning the training material
and work on auditing and retention of records and documents and papers duly followed in the

university.
* Monitor the performance of students through:
o Carry out field visits to sites of practical training.
0 Cooperate with the accredited clinical supervisor in the hospital.
0 Monitoring performance of clinical supervisors to improve the training.

o Participate in the preparation, implementation and supervision of all student assessment

activities.
Article (10): The clinical supervisor / clinical preceptor is in charge of the following tasks:
« Train students according to the objectives and instructions for each specialty or course.
» Commit to be in place training with the students throughout the training hours.
* Follow up students during pursuing of pharmaceutical care.

« Commit to train students via practicing clinical pharmacy, according to instructions or what might

be required in the training sites

* Student assessment through approved evaluation forms.

* Assist the student in identifying vulnerabilities in their performance.

* Discuss clinical cases with students and through clinical rounds.

* Assist in the development and grading of exams.

* Discuss pharmaceutical care provided by the students.

* Participate in the evaluation of the student with the academic supervisor using custom forms.

* Monitor progress of students with academic supervisor continuously.
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* Monitor student attendance of training and inform the academic supervisor of any default or

absence.
» Cooperate with the interns, residents and consultants in order to achieve the training objectives.
* Cooperate with the nurses in order to achieve the training objectives.

* Submit a report at the end of each training to the course coordinator and the Chair of the

Committee and Head of the Department including training activities and case studies.
Article (11): The number of students per section is 6-7.

Article (12): Students enrolled in the training, clinical supervisors and academic supervisors have
the right to access patients' files, medication sheets, and laboratory tests results whether in paper

or computerized forms in the hospital and other sites of training for training purposes.
Article (13): The students are trained in inpatients wards and in pharmacies of outpatient clinics.

Article (14): In case of exposure by students to any injuries during training, the same procedure

applies as in dealing with a personnel working in the training site which the injury occurred.

Article (15): The student who exceeds maximum allowable absences (10%) of the total days, fails

in the corresponding subject.

Article (16): students should adhere to the regulations and instructions adopted at the university

and the hospital.

Article (17): Dean, staff members of the School and the director of the Admission/Registration

Unit are deemed responsible for the implementation of these instructions.

Avrticle (18): Cases that are not included in these instructions are referred to a committee formed
by the Dean of the School.
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School of Pharmacy Bylaws for appointment, orientation and assessment of preceptors for
clinical training: (part time)

Issued by the Council of the School of Pharmacy based on Article 10 of the
Clinical training instructions for students of health sciences schools in the University of
Jordan
Issued by the Deans Council Resolution No. 354/2014

Revised on 03/02/2022

Article 1: Criteria to appoint/renew clinical preceptors (part time) as the following:

-To have PharmD degree or MSc in Clinical Pharmacy/

-To have a minimum GPA of 3 out of 4.

-To have at least one year of experience in training either as part of their degree requirement or
work experience.

- For renewal, it is requested to receive an evaluation feedback no less than 3 out 5 in the QA office
evaluation.

The clinical preceptors are appointed at the beginning of the semester and they shall fill the

designed form attached to a CV and a copy of the BSc or MSc certificate which ever available

Article 2: During the first week of an academic year, an orientation session should held for both
new and existing preceptors. The orientation week should be organized and supervised by the
assistant dean of hospital affairs and Pharm D. During the orientation the following should be

provided both verbally and in written format:

e Regulations of the training

e The distribution of preceptors per rotation, and per students' groups

e The distribution of preceptors per training site and per floor in a particular training site

e The academic advisor in charge for a particular rotation which will supervise the corresponding

preceptor
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e The syllabus and the material to be offered during a particular rotation
e The clerkship manual (how to fill it and to grade it)
e The structure of the rotation (work hours, daily activities)

Article 3: Job description, expectations and tasks of preceptor during each particular rotation,

specifically:
e Training of students according to objectives and instructions for each specialty or course
e Commit to be on-site with the students throughout the training hours

e Follow up students upon provision of pharmaceutical care to patients and discuss

pharmaceutical care provided by the student plans

e Commit to train students through the practice in cooperation with clinical supervisor,

according to instructions or may be required in the training places

e Participate in the evaluation of the student with the academic supervisor using custom

forms
e Assist the student in identifying their weaknesses
e Discuss clinical cases with students throughout clinical rounds
e Assist in the development and grading of exams
e Monitor progress of students with academic supervisor continuously

e Monitor student attendance of practical training and inform the academic supervisor of any

default or absent

e Cooperate with the interns, residents and consultants in order to achieve the training

objectives
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e Cooperate with the nurses on the floors in order to achieve the training objectives

e Submit a report at the end of each training session to clinical coordinator of the article and
the Chairman of the Committee and the Head of the Department that includes practical

training activities and case studies

» Prepare with the academic advisor a course file which includes: course syllabus, material
covered, students' grades and analysis of questions, course report

Article 4: Junior (new) preceptors are mandated to shadow senior preceptors (those with minimum
of one-year experience in training). The aim of the shadowing is to introduce the new preceptors

on-site to training structure, and to other healthcare professionals (physicians, and nurses).

Article 5: At the end of each training block, an assessment form should be distributed to assess
preceptors, training site and the clinical rotation using google forms administrated by the QA
office in the School. The contact person for conducting and analyzing the evaluation is Mr
Abdassalam Alshobaki.

Article 6: The preceptors and students assigned to be trained in RMS shall obtain security
clearance. The security check forms and request letter shall be organized by the Assistant Dean
for Hospital Affairs and Pharm D.

Article 7: There shall be designated point of contact assigned by RMS to overlook and facilitate
training. Dr. Mutaz Zubi (0772064543) has been nominated up to the date of the revision of this
regulation (December 2021)

Avrticle 8: Students and preceptors across all locations of training requested to submit the
following tests as requested by the infectious control department. These are nominated as HIV,
Hepatitis B and C.

Article 9:

During the period of COVID 19 pandemic, students and teaching staff should obey the latest
issue of the Jordanian Public Defense Law regarding the COVID 19 vaccination and PCR tests

requirements.
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Article 10: Reimbursement forms shall be filled after an official approval for appoint by the
University President Office. The forms are signed by the Assistant Dean of Hospital Affairs and
Pharm D.
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Appendix 2. Regulations for Pharmaceutical Field training, the School of

Pharmacy, The University of Jordan
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Executive Regulations for the application of the clinical training instructions in the School of
Pharmacy issued by the School of Pharmacy Pursuant to the provisions of Article (10) of the Clinical
Training Instructions for students of Health Faculties in the University of Jordan issued by the Board
of Deans No. 497/2015 dated 1/6/2015.

(10) alaa (8 3 pakall Aia ¥ daaladly dsaal) il dallal (g pual) G i) laglal ¢
2015/6/1 f=2.59 2015/497 a2 slaal)

Article (1): These regulations are called "Pharmaceutical Field training instructions for students of the

School of Pharmacy.

Article (2): The following words and phrases mean the following, unless the context indicates otherwise:
University: The University of Jordan

School: School of Pharmacy

Training: Pharmaceutical Field training for the students of the School of Pharmacy

Academic supervisor: a school member in the School of Pharmacy, who is entrusted with the tasks of

teaching the material and consists of doctoral degree holders.

Clinical preceptor: Supervisor of a Bachelor's degree in Pharmacy, who is entrusted with the task of training

students.
Assistant Dean: Assistant Dean for the Pharmaceutical Field training affairs.

Practice site: The site where Pharmaceutical Field training is conducted and might be; Chain pharmacy,

community pharmacy, hospital pharmacy, Industrial Factory, JFDA, drug stores,

Avrticle (3): Pharmaceutical Field training | practice site selection: students are circulated during their
training course between one or two practice sites that have been previously evaluated by an
academic staff and a past group of students. Both training sites must be registered community
pharmacies that meet practice site criteria outlined in Appendix I. One of the training sites could
preferably be part of a Chain Pharmacy that holds an affiliation agreement with the School of
Pharmacy at the University of Jordan. Where any student is allowed to finish 50% of their filed
practice time (120 hours) in one chain pharmacy. At the end of training time, all students are

required to evaluate their practice sites.
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In this case, the second practice site can be one of the community pharmacies that hold an
affiliation agreement with the School of Pharmacy at the University of Jordan. Each student is
expected to spend the remaining 50% (120 hours) of the filed practice time in one of these sites.
At the end of training time, all students are required to evaluate and rate their practice sites using
a scale ranging from Poor to Excellent (Appendix I1). All poor training sites must be eliminated
from the list. The strategy by which the student chooses his second practice site is based on
selecting 3 different sites one of which must have an above average rating. The academic
supervisor will choose the location based on the vacancy available at each of the chosen practice

sites.
Article (4): Pharmaceutical Field training Il practice site selection:

All students are expected to finish 120 hours of their training at a hospital pharmacy (Jordan University
Hospital, Royal Medical Services, and Ministry of Health Hospitals). After the completion of their training
at a hospital pharmacy, all students should attend an in house training (40 hours) offered by the School of
Pharmacy in collaboration with its stakeholders in industry, registration, drug stores and pharmaceutical
companies. The in house training should introduce the students to different fields of pharmaceutical training
where they may choose to finish up the remaining 80 hours of Filed Pharmaceutical training. All students

are requested to evaluate their practice sites at the end of each of their training rotations.
Avrticle (5): The Assistant Dean is responsible for the following tasks:

¢ Identifying accredited and approved training sites.

e Meeting with students at the beginning of the semester and when needed.

o Distribution of students into various rotations.

o Distribution of students per academic supervisors and training sites.

e Meeting with academic supervisors each semester to explain their duties.

e Following up student assessment and related issues.

e Coordination with training sites to facilitate the training of students.

e Follow-up clinical preceptors, academic advisors and the extent of their commitment to achieving the
desired objectives of the training.

e Work with the administration of training sites before the beginning of each semester to prepare a list
of qualified clinical preceptors to train students in each training site defined and approved by the

school.
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o Evaluate the performance of each training site and taking feedback from students regarding training
sites and courses.
o Perform periodic visit and follow-up practical training sites and meet with officials before the training

o Prepare a file containing all the papers relating to training, such as:

training plan and objectives.
practical training instructions.

orientation instructions, which takes place at the beginning of the program.

AN

distribution of students in practical training sites.
v"mechanism and the results of the final evaluation.

Article (6): The academic supervisor is responsible for the following tasks:

» meet with a group of students periodically and at least every week in order to introduce them to role,

objectives and strategies and follow up the training.
* Supervision of student assessment and review of corrected exams/manuals with clinical preceptors.
* Monitoring the performance of students through:

v’ carrying out field visits to sites of practical training.

v’ cooperating with the accredited clinical preceptors in the practice site.

v participating in the preparation, implementation and supervision of all student assessment
activities.

Avrticle (7): The clinical preceptor is in charge of the following tasks:

* Training students according to the objectives and instructions of the course.

» Commit to be in the place of training with the students throughout the training hours.

* Student assessment through approved evaluation forms.

» Assist the student in identifying vulnerabilities in their performance.

* Monitoring student attendance of training and inform the academic supervisor of any default or absence.

Avrticle (8): The student, who exceeds maximum allowable absences (20%) of the total training hours, fails

in the corresponding subject.
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Addendum A

Practice Site Selection Criteria

1.

Pharmacy practice sites shall meet all standards set by the Ministry of Health and Jordan

Pharmaceutical Association
The site must be clean and reflect a professional image.

Training site preceptor must be willing to help student pharmacists in meeting pharmacy field

training learning objectives.

Has adequate professional staff and supportive technical and clerical staff to meet the learning

objectives and to provide for optimum time for preceptor and student interaction

Practice site must demonstrate a willingness to provide active learning experiences for

students.

For pharmacy field training 1 only, practice site must be licensed as a community pharmacy

by the Jordanian Ministry of Health.

Practice site should have certain properties related to adequate number and types of
prescription (ordinary and insurance) and provision of different categories of medications

with regard to type and dosage forms.
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Training Site Evaluation Form
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Question

Yes

No

Comments

Is adequate space provided

Is adequate time given to see patient/customers?

Are there sufficient numbers of patients/customers?

Are there versatile types of patients, so to age, type of
chief complaint, etc?

Are there versatile types of prescriptions?

Are students allowed to read prescriptions?

Are students given the opportunity to provide

consultation to patients on problems of interest?

Are inventory files accessible to students?

Is the staff appropriately helpful to and accepting of

students?

Do you feel safe at the training site?

Do you feel respected at the training site?

GENERAL COMMENTS

1. What are the positive elements in this training site?

2. List areas in which this site needs improvement in order to provide optimal student learning.

77




[Type here]

3. Do you recommend this site for other students? Why or why not?

4. How would you generally rate this training site?
A. Poor
B. Fair
C. Average
D. Good
E. Excellent
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Appendix 3. Regulations Regarding Students’ Affairs, the School of Pharmacy,
The University of Jordan

I. Students’ Participation in the School Committees
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1. Each School Committee should have a minimum of two students’ representatives.
2. Selection process for students’ representation in the School Committees is as follows:

a. The invitation for representation in the School Committees along with the list
of the School Committees is distributed to students at the beginning of each
academic year.

b. In case the number of candidates for a Committee is exceeding the required
number of student representatives, the Assistant Dean for Student Affairs
selects students randomly.

c. The selection of graduate students for representation in School Committees is
made by the Chair of Graduate Studies Committee.

d. During the random selection of students for the participation in committees, it
will be ensured that students from different study programs and from different

study levels (years) be equally represented.
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3. Student representatives attend Committee meetings or part of meetings upon
invitation of the Committee Chair but do not vote.

4. Committees for which the above items are not applied are Committee that are formed
in accordance to the University of Jordan Regulations and Laws (The Graduate
Studies Committee and the Students’ Misconduct Investigation Committee) in

addition to Staff Resources Committee.

I1. Course Offering and Schedule
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The following guideline should be followed when offering and scheduling courses for each

academic semester:

1. An estimate should be made for the expected number of students that need to register
in each course according to the guidance program outline.

2. The number of offered sections for each course will be calculated by dividing the
expected number of students by the maximum capacity in each section and adding one

extra section.
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expected number of students

I.e. number of sections = , — ,
maximum capacity in each section

3. The maximum capacity of each section in the theoretical courses should not exceed 60
students.

4. The maximum capacity of each section in the practical courses should not exceed 20
students.

5. The number of elected courses offered by each academic department should be not less
than two different courses with a total number of at least four sections.

6. When making the course time schedule, the different sections of each course should be
distributed into different days — Sunday/Tuesday and Monday/Wednesday, and
different time blocks, i. e. (8:30-11:30), (11:30-14:30), (14:30-17:30).

. Exemption for Registration in Full Capacity Sections
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In exceptional circumstances where the optimal progression of a student in his degree program
depends on his registration in a course section that has already reached its maximum capacity; an
exemption can be made to allow his registration in such a section by following the below

procedures:
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1. The student files a request for required exemption to the Head of relevant academic
Department using the electronic registration system.

2. The Head of Department examine all filed requests and should make a decision to
accept or to reject each one of them during the add/drop period, considering the
following:

a. The maximum number of students registered in any section should not exceed
72.

b. Priority should be given to higher-year-level students and those that have not
registered in other sections of the same course.

3. In case the exemption request was initially rejected by the Head of Department, the
student can go to his academic mentor to further study his case. If found necessary, the
academic mentor makes a recommendation (using the assigned form) for the head of
department to re-consider his decision.

4. The Head of Department makes the final decision based on the recommendation made

by the student’s academic mentor.
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IVV. Examination and assessment process
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To ensure consistent, reliable and transparent student evaluation process, the following guidelines

should be followed when performing examinations and other student assessment procedures:

1. The percentage mark distribution should be as the following (as per Bachelor Degree
Regulations):
a. Theoretical courses:
1. Face-to-face courses:
ii. Semester work: 20 marks
iii. Mid-term exam: 30 marks
iv. Final exam: 50 marks
i.  Online and hybrid courses:
ii. Semester work: 30 marks
iii. Mid-term exam: 30 marks
iv. Final exam: 40 marks.
b. Practical courses:
i. Semester work: 30-50 marks
ii. Mid-term exam: 10-30 marks
iii.  Final exam: 20-40 marks.
c. Seminars:
I. Semester work: 10 marks

ii. Written report: 20 marks
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iii. PowerPoint Presentation: 30 marks
iv. Presentation process: 40 marks.
d. Research project:
I.  Semester work: 30 marks

ii.  Written report: 30 marks

iii. Project presentation: 40 marks.
In each semester, the number of total written exams should be not more than (NMT) 3
exams.
In case a written quiz is made in any course its total mark should be NMT 10 marks.
The total mark of objective questions (e.g. multiple choice questions) in each course
should be NMT 80 marks.
The exam questions should cover all topics taught in the course in accordance to its
intended learning outcomes (ILO’s).
The number of exam questions on each topic should be proportional to the relative size
of this topic.
The material included the mid-term exam should not exceed that of the 7" week,
according to the course syllabus.
In theoretical courses, mid-term and final exams should be made in at least 2 forms.
In theoretical courses, the exam duration should be NMT 50 minutes for the mid-term
exam and NMT 90 minutes for the final exam.
New questions should be made for each exam, and the % of questions repeated from
the last 2 years should be NMT 25%.
In theoretical courses with multiple sections/lecturers, the mid-term and final exams
should be unified for all sections and made at same time schedule. And the same
grading scale should be used for all students in the course.
In practical and training courses, if the examination/assessment process is not unified
and performed by different preceptors, the letter grades should be assigned according

to the student’s z-score rather than the absolute value of the student’s mark.
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V. Guidance for Grading System
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The following guideline should be followed when assigning student grades (in letters) based on

their mark totals:

1. Adjusted mean (p) and standard deviation (o) are calculated after adjusting any mark
below 35 to 35.

The mark equal to the adjusted mean should be assigned a grade between C+ and B.
The lower limit for grade A should lie in the range from p + 1.25*c +to p + 1.5* &.

Any student with a mark total of 60 should be assigned at least grade C.

o b~ N

The lower limit of grade D (pass grade) should be 50 except in the following cases:
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It should be 49 or 48 if any of these marks lie within p - 1.5%c

It should be 47, 46 or 45 if any of these marks lie within g - 1.25%c

In certain circumstances, it can be a mark less than 45 if this mark lies within p
- 1.0%o.

6. The lower limit of grade D- should be 36.
7. The following cases are exempt from the previous guidelines upon the approval of the

School Council:

a.
b.

C.

If the total number of students registered in the course is less than 60
Seminars, research projects and experiential training courses
Any cases recommended to be exempt by the relevant Department board; filed

with a proper explanation.
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V1. Grievance Policy — Conflicts with Faculty/Staff Members and Other Students
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According to the general policies applied at the University of Jordan for grievance, when there is
a complaint or conflict between a student and an academic/staff member or another student, the

following procedures must be followed:

1. The student writes a formal complaint describing the situation of conflict to the Dean of
the School, the President of the University or to the Assistant Dean of Student Affairs via
the form that is announced on the webpage of the school.

2. Dean or President will first try to resolve the controversy by meeting/listening to both
parties.

3. If agreement was not possible, Dean or president forms an investigation committee which
will follow, within a specified timeline, the general policies for relevant circumstances.
The following points are considered:

a. The committee will meet/talk to both parties and witnesses (if applicable) within two
weeks of conflict.

b. All meetings and discussions are documented according to the university policies.

c. Results/ recommendations will be sent to the Dean or President who is responsible for

their implementation
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VII. Monitoring of Students with Academic Difficulties
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As part of the implemented academic mentorship policy that has been implemented in the School,

students with academic difficulties should be given extra emphasis by following the below

procedures:

1. Student with academic difficulties is defined as any student in the School of Pharmacy

with a GPA less than 2.00 or if he has got an academic warning, at any level, from the

University.
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Each academic mentor should be sent a list containing all of his mentee students who
are experiencing academic difficulties at the beginning of each semester.
The academic mentor should arrange at least 2 meetings in the semester with each of
these students during which he should do the following:
a. Explain to the student the University regulations relevant to his academic
situation
b. Discuss with the students the potential reasons behind his academic struggling
and try to suggest possible solutions for such reasons
C. Monitoring the student’s academic performance in the current semester
including his evaluation marks and attendance
d. Discuss with the student his course schedule in the next semesters that suits and
expected to improve his current academic situation
e. Discuss with the student the extent of achievement attained for the

recommendations of their previous meetings.
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Appendix 4. Regulations of Pharmacovigilance office at the School of Pharmacy

— The University of Jordan
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Article 1: These regulations are called the regulation of Pharmacovigilance office in the School

of Pharmacy - University of Jordan, and works from the date of issue.

Article 2: The following words and phrases wherever stated in these instructions shall have the

meanings assigned to them below unless the context indicates otherwise:

The Office: The Pharmacovigilance at the School of Pharmacy, University of Jordan, which is

responsible for drug vigilance, monitoring and follow up of information related to drug safety at

the University of Jordan.

The Board: The Pharmacovigilance Board at the School of Pharmacy, University of Jordan, which

is formed according to the provisions of these regulations.

Article 3: The Office aims to:

1.

Disseminate and promote the concept and culture of pharmacovigilance and the importance
of monitoring drug adverse drug reactions/events among healthcare providers.

Increase both the number and quality of reports submitted to the Jordanian national
Pharmacovigilance center.

To assist the competent pharmaceutical authorities in making the appropriate decision
regarding the medicines for which the complaint has been received.

Contribute to improving the quality of health care provided to patients.

Increase public awareness of pharmacovigilance and adverse drug reaction’s reporting.
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Article 4: The Office is part of the National Jordanian Pharmacovigilance System is accredited by

the Pharmacovigilance Center of Jordan Food and Drug Administration (JFDA).

Article 5: The office carries out its work on the basis of national Pharmacovigilance regulations in
the Hashemite Kingdom of Jordan and in consistent with the laws, regulations and instructions of

the University of Jordan.

Article 6: Office responsibilities and duties:

1. Collect reports on adverse drug events and evaluate them and send them to the National
Pharmacovigilance Center.

2. Circulate and communicate warnings and information related to the safety of medicine
issued by the JFDA to all health care providers at the University of Jordan.

3. Coordinate with relevant bodies/agencies to hold training workshops for health care
provides undergraduate and postgraduate students at the University of Jordan in
Pharmacovigilance and in accordance with the laws and regulations of the University of
Jordan.

4. Coordinate with the JFDA and various colleges and centers within the University of
Jordan and abroad in order to support joint projects related to Pharmacovigilance.

Article 7: The Office is responsible for keeping the confidentiality of the information provided.

Article 8: The office director should be a faculty member assigned by the president of the
University of Jordan for a period of two years upon the recommendation of the Dean of the School

of Pharmacy.

Article 9: The Director is responsible in front of the Board for the management of the office. He
is responsible for:

1. Proposing the work plan of the office and submitting it to the board for approval

2. Prepare the annual report to monitor the performance of the office and submit it to the board for
approval

3. Coordinate with the concerned authorities and carry out activities that will enhance the

performance of the office to achieve its objectives

4. Implementation of the decisions and recommendations of the board.
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Article 10:

1. The Dean of the College of Pharmacy shall constitute a Pharmacovigilance Board under his
chairmanship and the membership of:

A. Director of Pharmacovigilance office

B. A representative of the School of Medicine at the University of Jordan and the Jordan University
Hospital

C. A representative of the School of Nursing at the University of Jordan

D. A representative of the School of Pharmacy at the University of Jordan

E. Representative of the National Drug Alert Center

F. A representative from outside the University of Jordan.

2. The term of office of officers is a renewable one year.
3. The Board shall convened at the invitation of the Director.

4. The Board meets regularly.
5. The meeting is legal in the presence of the majority of the members.
6. The decisions of the Committee shall be voted by a majority of the members.

Article 11: Functions of the Council:

1. Discussing, evaluating and documenting the reports submitted to the Office and completing the
information contained therein, or requesting any additional information that the Board deems
necessary.

2. Discussing and approving reports and recommendations received by the JFDA.

3. Issuing periodic reports and circulating the new updates concerning drug safety to health care
providers within the University of Jordan.

4. Do everything that would support the Office and highlight its role in the field of drug vigilance.

5. Discuss the Center's annual report.

6. Develop plans, programs and instructions related to the work of the Office.
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Appendix 5. Instructions and procedures for Safety Committee, School of

Pharmacy, The University of Jordan

I. Building Evacuation
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This procedure describes how the buildings of the School of Pharmacy should be evacuated. This
procedure was suggested by the Civil defense.
In order to get a successful evacuation according to international standards, the process should be

completed in less than three minutes.
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1) When the fire alarm goes on, all students, teaching and administrative staff should leave

the building immediately in an ordered manner to prevent crowdedness or closing exit

doors, as follows:

a.
b.
C.

Do not use the elevators, get out of the building using the stairs.

Evacuation starts from the lower level floors followed by the upper floors
Students or workers in laboratories should turn off all working instruments and gas
supplies.

Stand in order near the lab’s door waiting for instructions from the evacuation team
member present in the corridor.

Students in classrooms should leave their desks calmly, starting from the front
desks to the rear desks and to queue near the door waiting for an order from the
evacuation team member present in the corridor

Evacuation of classrooms or laboratories is done in a sequence from the closest to
the stairs to the farthest from the stairs, and people should head to the nearest stairs
or exit door

When leaving the lab or classroom, move near the wall (touching the wall) not in
the middle of the pathway to prevent collision with others and to give the way for
paramedics or civil defense to enter using the middle of the pathway. When leaving,
follow the Exit signs and listen to the instructions from the evacuation team

member.

2) Leaving the building will be as follows:

a.

b.

The exit from the Extension building (New building) for all floors should be from
the basement floor exit door

People in the old building (main building) floors 1, 2, 3 should leave from the main
gate door (near the dean's office), while those in the basement floor (classrooms

floor), should leave from the gate of this floor.

3) After leaving the building, go to the assembly point located at the School’s main entrance

car park.
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1. Instructions about transferring chemical wastes from laboratories to the
collection point
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1. Laboratories' technicians in teaching labs and research assistants or post graduate
students in research labs are responsible for collecting chemical wastes in labs, labeling
them and supervising their transfer.

2. The person in charge (described in point 1) should contact one of the department’s
janitors to help transfer the waste to the collection point.

3. The janitor should ensure the presence of filled label showing the name of responsible
person and the name of the lab, then he'll bring the needed tools (trolley or basket) to
move the waste to the collection point in presence of the person in charge.

4. Any issues or troubles encountered in collecting or identifying or transferring the waste

are the responsibility of the person in charge (point 1)
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I1l.  How to dispose of chemical waste in laboratories
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These instructions concern chemical waste generated from teaching and research labs at
the School of Pharmacy.

There should be containers to collect different types of chemical waste and containers to
collect sharps and broken glass in the specified place inside the labs. The containers should
have an identification card showing the name of the lab and the responsible person.

To dispose of inorganic acids or bases, neutralize them to pH3-9 or dilute them by
discarding them into the drains followed by pouring a large amount of water.

Don’t dispose of any other material in the drains or in the ordinary waste bin.

When you want to dispose of or collect the waste, wear protective gloves and goggles and
gradually pour the chemicals into the designated container.

Place the liquid chemicals that are water-miscible (e.g aqueous HPLC waste) into the
assigned container and close it without tightening the closure to prevent pressure build-up
inside the containers.

Place the liquid chemicals that are immiscible with water (e.g aqueous hexane, toluene,
ether, benzene, etc) into the assigned container and close it without tightening the closure
to prevent pressure build-up inside the containers.

Place the liquid chemicals that are halogenated (e.g chloroform, dichloromethane,
tetrachloromethane, etc) and the cytotoxic agents each into its assigned container and close
it without tightening the closure to prevent pressure build-up inside the containers.

Place the solid chemical waste into a container that is tightly closed and labeled properly.

Do not fill the waste container, leave some space to prevent leakage or explosion.

Place the broken glass and sharps or needles into the assigned container.

All empty bottles and containers of chemical materials should be transferred to the
specified collection area in the faculty to be discarded.

It is the responsibility of labs technicians of the teaching labs and the faculty members of

the research labs to arrange and supervise the transfer of the filled waste containers from
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the labs to their destination in the specified collection area in the faculty whenever a waste
container is filled.

e It is not allowed under any condition to leave waste containers in any place other than the
designated temporary collection stores.

e http://units.ju.edu.jo/ar/Legal Affairs/Requlations.aspx

IV.  Biohazard Classification of the School of Pharmacy's Laboratories
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Based on the facilities and equipment available within the buildings of the School of Pharmacy,
the Biohazard classification of the microorganisms that can be handled or manipulated in the
laboratories whether teaching labs or research labs is Physical containment (PC)PC1+PC2.
Therefore, handling or manipulating, or storing PC3 or PC4 microorganisms is prohibited.

http://units.ju.edu.jo/ar/Legal Affairs/Requlations.aspx
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Appendix 6. Mechanism for selection of academic staff for funding of

presentations at scientific conferences
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The School Council decided in its meeting No. 7/201/2017 held on 31/2/2017 to adopt
the following internal bases for the differentiation between requests to support the
participation of faculty members in the School in scientific conferences:
-Abstracts of research in the conference should be published in a scientific journal
accredited in the global database ISI, or the conference should organized by any
professional scientific association such as the American Society of Clinical
Pharmacology;
-To receive financial support, the presentation should be Oral, but for specialized
conferences that accept only Poster presentations, the participation can be supported
for Posters;
-In case of more than one support request, participation is supported for the faculty -
member who has more years since the last time his/her conference participation was
supported.

Applications for participation in conferences are considered three times a year: February-May- -

August.
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