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1. Name of Committee Financial and Purchase Committee

2. Position Central Committee
1. Addressing departments to consider determining their

annual budgets in terms of human resources, scientific
research and other activities.

2. Consider additional financial requests in the absence of
allocated in the approved annual budget of the college.

3. Preparing the quarterly and final financial accounts of the
college.

4. Applying the procedures in force regarding the college's
purchases, tenders and projects according to the internal
regulations.

5. Submit proposals of development the work of the
committee and the procurement mechanism in the college.

6. Prepare the annual procurement plan by coordination with

3. Roles the heads of administrative and academic departments to
determine their needs.

7. Opening offers submitted by suppliers regarding
procurement, tenders and projects.

8. Preparing the analytical study of the offers submitted by
companies regarding tenders and projects and their
conformity with the required specifications.

9. Refer the results of the analytical study of the offers
submitted by suppliers to a specialized technical committee
to make the appropriate recommendation.

10. Submit appropriate recommendations to the Board of
Directors regarding the Committee's decisions in tenders.

11. Studying the topics and proposals that referred from the
CB.

(1) The committee comprises of:

a) The dean, chair person

b) Academic member of staff from each academic
department to be nominated by the CB or DB. The
chair person may represent his/her academic
department in the committee membership without the
need to nominate another representative from the
same department.

1. Membership details
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Committee Duration

. Terms of Office

Decisions

Frequency of Meetings

Delegation

Elections/Nominations
for Committee
Membership
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c) Head of department financial affairs permanent
member
d) Rapporteur to be nominated by CB.

(2) Members of the committee can be changed by CB in cases
of the committee being inactive according to QA department
reports.

One academic year

(1) Members in (4.1.B) can be reelected/reappointed for

another term provided that the term should not exceed 2
AYs unless the total number of academic staff in the
department is no more than 5 members.

(2) The remaining members can be reelected/reappointed

without specified terms.

(3) Members in (4.1.C) cannot be reelected/reappointed for

another term when serving 2 consecutive terms.

(1) The quorum for the committee is 4 provided that 2

members from (4.1.B) are present.

(2) The committee may not hold a meeting without the

presence of its chair. In cases of the absence of the chair,
the committee should seek a prior approval from him/her
to delegate another member to preside over the meeting.

(1) All decisions on matters which come before the committee

are taken by a majority of the members present or by voting
in cases there is no majority.

(2) Voting should take place if requested by one of the

committee members.

(3) The chair of the meeting has an ordinary vote and a casting

vote.

The committee must hold at least 3 meetings per semester
upon a call for meeting by its chair.

The committee may delegate its chair in relation to its
responsibilities under section 3 while preserving its right to
discuss decisions taken by the chair in the following meeting.

Nominations for the committee membership may take place
either by:

1)

2)

1) nominations from the CB, or

2) secret ballot.

Committee members may be nominated by the CB
provided that list of members is distributed to all faculty
before being approved in the next CB meeting. Academic
members may object to committee membership
nominations by writing a letter to HoD who should forward
it to CB for final decision, or

Nominations can be carried out by secret ballot upon either
request from the CB or an HoD in accordance with
following procedures:
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a) Secret ballot can be carried out by the CB to select
members mentioned in (4.1.B).

b) Nominations for the committee membership under
section (4.1.B) are called at least 1 week before the date
scheduled for the secret ballot.

c) Elections are carried out by voting and the CB chair has
an ordinary vote and a casting vote.

3) QA department is responsible for the organization and
administration of committee membership elections.

Appendix 1 illustrates the committee decision-making map,

9. Decision making map including where the committee subjects come from and where

its recommendations or decisions are forward it to.
10. Approving Body | College Board (CB)
11. Date of Approval | 28 September 2022
12. email cc.curricula@zcw.edu.om
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Appendix 1: Decision-making map

College Committees Map

sDC PGSC

SPCTEC SRPGSC QAC
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College Committees Map

Central Committees

Central Committees discuss matters forwarded by CB, DB, Department
Committees or committee members

Department Committees discuss matters
Department forwarded by DB, Central Committees or Committees
committee members
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Appendix 2: Committee Members’ Code of Conduct

ZCW is keen to set forth committees membership requirements to foster good practice and
provide a summary of obligations to committee members. The College Committee

Members’ Code of Conduct includes:

Personal Conduct
Accountability

Record keeping and use of information

Personal Conduct

Accountability

All members of central committees should
act always in line with College bylaws and
are also required to:

Understand the role and purpose of the
committee.

Stay informed about relevant matters
under consideration by the committee.

Attend committee meetings or submit
an apology to the chair of the
committee if s/he cannot attend the
meeting.

Take part actively and collaborate with
other committee members and College
staff.

Prepare for all committee meetings by
reading and considering the agenda
items, papers circulated and other
relevant documents.

Attempt not to influence other
members of the committee.

Make new points briefly without
reiterating at length points already
made.

Committee members are entrusted
with the responsibility of ensuring
efficient and effective operations of
the committee, avoid extravagant
and wasteful use of resources. They
should make certain that their
actions are in line with the purpose
of the committee. Members of
committees should observe the
followings:

- Take part constructively in
committee activities in a lawful,
ethical manner.

- Ensure that decisions taking by

the committee are consistent with

the college bylaws.

- Ensure that resources are utilized

effectively and economically for
committee.

Declaration:

Record keeping and use of
information

Documents dealt wi
are regarded as an integral part of the
college records which should be handled
with great caution. Committee members in
liaison with the rapporteur should observe
the followings:

by the committee

Necessary measures should be taken
regarding the documentation of
decisions and actions of the committee.

confidentiality of the subjects discussed
by the committee should be maintained
at all times, ensuring that records
should not be disclosed to a third party
without having a prior written consent
from the college.

Respect confidential discussions and
any misuse of information obtained
through membership of the committee
is strictly prohibited.

Declare any possible conflict of interest
when discussing matters pertaining to
committee subjects by disqualifying
themselves from committee discussions
or leaving the meeting hall.

I herby confirm that | have read the committee roles and its code of conduct, and
undertake that I shall act accordingly.
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Subjects/ Proposals Forwarded to CB for Approval Form

C s8al) /g gua gall adia anddl] / Adall)
Committee/Department submitting the proposal
(S AR/ £ g gall (e Al
2022/...)... F28 (...) o8, Aalll glaia) | Department Sub-Committee adlls e jal all) -

2022/.../... fa % (...) a2 oadaal) gladal | Department Board puddll alaa -
2022/.../... f2 (...) pu Aalll gladial | Central Committee LSl Ay -
£ AV s 3l ) 5

Title of proposal

dacall i jall pa = silall/p gua gal) Adla
Short Description with attachments
Al (ulana (e i glhaal) 1 aY)

Action required by CB

T Aall/g guda gall adha a5
Signature
il o 7 sl (el Galaall s 881 e
CB Approval

Al cllaadtall /qilbuwdd (ulaall ad Y
Not to be forwarded to CB due to these reasons
clliadle gy gulaall b

To be forwarded to CB

-
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Appendix 6: Committee Appraisal Survey
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