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— Academic Mission of the Petroleum Institute

The Petroleum Institute provides a world-class education in engineering and applied sciences in order to support and
advance the petroleum and the broader energy industries. The Institute is committed to academic excellence, and to
fostering an intellectual environment that leads to the development of our graduates as whole persons and as the future
leaders in their respective fields of expertise in the United Arab Emirates and beyond.
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____ Preface

The Petroleum Institute Faculty Handbook provides an overview of the Petroleum Institute organization, a summary of
benefits available to faculty, and information for faculty to assist in adjusting to procedures of the Petroleum Institute and
to life in Abu Dhabi. The Faculty Handbook is a “ready reference”to policies and employee benefits. Faculty and staff should
consult with the Petroleum Institute’s Employee Handbook and the Human Resources Department for official and updated
policy on benefits and procedures. The Faculty Handbook is directed primarily toward expatriate faculty as they constitute
a large majority of the faculty.

Faculty include Lecturers, Senior Lecturers, Assistant Professors, Associate Professors, Professors, Chair and Distinguished
Professors. In addition, for the purposes of the Faculty Handbook, Laboratory Engineers and Senior Laboratory Engineers are
included with the faculty unless specifically excluded. Different policies commonly apply to those ranks and to Technicians
and Administrative Assistants. “Staff” is an informal term used in the Faculty Handbook to refer to the group that includes
Laboratory Engineers, Senior Laboratory Engineers, and Technicians.

Every effort has been made to provide the most accurate, up-to-date information possible in Pls catalogs, manuals, and handbooks. Each document is revised
yearly and limited numbers printed once every two years. There may be times when substantive changes are required during the academic year and between
the times the documents are printed. The catalogs, manuals, and handbooks are posted to the Institute’s Web site at HYPERLINK “http://www.pi.ac.ae” www.

pi.ac.ae. Faculty, staff, and students should consult the Pl website periodically for updates on catalogs, manuals, and handbooks.
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Chapter 1
ORGANIZATION OF THE PETROLEUM INSTITUTE

1.1 Petroleum Institute Governance and Administration

1.1.1 Petroleum Institute Governing Board

The Governing Board has the overall responsibility for governance and for setting policy for the Petroleum
Institute (Pl). Membership of the Governing Board includes the Chief Executive Officer of ADNOC or his
Deputy; representatives from the ADNOC Group companies; representatives from other corporate partners
of PI; the PI President, and a representative from an academic partner institution.

1.1.2 Organization Chart

Figure 1 shows the organization of the Petroleum Institute effective January 1, 2008. The responsibilities
of the positions and units are covered in Chapter 1.

The Petroleum Institute
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Figure 1. Organization of the Petroleum Institute.
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1.1.3 President

The President is responsible for overall operation of the Petroleum Institute. The President is appointed by
the Governing Board. Responsibilities of the President include:

«  providing overall leadership and strategic planning for the Petroleum Institute;

« communicating with the Governing Board, ADNOC Group companies, governmental authorities,
and other constituencies concerning Pl issues;

«  preparing and managing the Pl budget;

«  hiring, developing objectives, and assessing performance of the Directors of Arzanah College,
Student Affairs Directorate, Human Resources and Administration Directorate, and Managers of
Finance and Information Directorates;

«  setting objectives and assessing performance of the Provost;

« managing day-to-day operation of the Petroleum Institute;

«  ensuring overall academic quality and administration performance;

«  overseeing institutional licensing and accreditation;

«  chairing the Executive Management Committee.

1.1.4 Executive Management Committee
The function of the Executive Management Committee is:

« to implement institutional policies and procedures as directed by the Petroleum Institute
Governing Board;
«  tooversee all matters relating to the overall governance of the institute.

The committee’s responsibilities include institutional strategic planning, facilities planning, budget and
manpower planning, human resources policies, HSE issues, and faculty salaries and benefits policy.
The committee oversees external affairs, including relationships with sponsors, the ADNOC Group of
Companies, and local constituencies. In addition, the committee addresses student body concerns, such
as student performance and disciplinary policies.

Members of the Executive Management Committee include the President, Provost, Director of Arzanah
College, Director of Student Affairs, Director of Human Resources and Administration, Financial Comptroller,
Director of Information Technology, and other guest faculty and staff as needed.

1.1.5 Institutional Advisory Board

The Institutional Advisory Board (IAB) consists of representatives from the industry and academia whose
mission is to advise the President, Provost, and Program Directors concerning institutional research,
continuing education needs and provides information to the President on Pl graduates. The IAB meets
semi-annually and more often if needed. Members include representatives of the corporate and academic
partner institutions.

1.2 Academic Affairs

1.2.1 Provost

The Provost is responsible for the academic, research, and continuing education programs of the Petroleum
Institute. The Provost is appointed by the President with the approval of the Pl Governing Board.
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The Provost reports directly to the President of the Petroleum Institute and also carries the title of Dean of
Faculty. Responsibilities for the Provost include:

«  providing academic strategic leadership of the undergraduate, graduate, continuing education,
and research programs of the Pl;

« assuring the alignment of program goals and objectives with the Pl mission and strategy;

+  preparing the academic program budget;

«  hiring, developing objectives, and assessing performance of Program Directors;

« leading the planning and procurement for laboratories, offices, and other infrastructure for the
academic program;

«  ensuring overall educational program quality;

«  managing academic program accreditations;

« managing the development of faculty policies.

Much of the leadership of the academic program is facilitated through the Academic Management
Committee, which is chaired by the Provost.

1.2.2 Academic Management Committee

The Academic Management Committee provides a forum for making decisions and providing advice
on matters involving the academic program and for communication between the separate programs.
Membership includes the Provost and Program Directors with other guest faculty and staff as required.
Primary responsibilities of the Academic Management Committee are:

«  overall academic program leadership and management with the Provost;

« communication and coordination between programs concerning curricula, budgets, staffing,
and planning for and use of facilities;

« long-term academic planning, including planning for research and continuing education;

« direction of and receiving reports from standing and ad hoc committees of the faculty;

«  approving the Student Bulletin;

« liaison between the faculty and the Provost and Executive Management Committee.

1.2.3 Academic Program Directors

Program Directors lead the Foundation Program, Arts and Sciences Program, Arzanah College and each of
the degree-granting engineering programs. Responsibilities of the Program Directors include:

« developing undergraduate, graduate, and research goals and objectives for their programs and
providing program leadership;

«  preparing and managing program budgets and procurement;

«  planning program laboratories and offices;

« developing detailed program curricula;

«  hiring and supervising academic and support staff and assuring their development;

« developing individual staff objectives and assessing performance;

«  insuring academic program quality;

+  managing program assessment and accreditation;

«  scheduling courses;

«  contributing to overall academic leadership through the Academic Management Committee and
other committees.
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Major decisions concerning individual programs are made with the advice and input of program faculty.

1.2.4 Academic Programs
The academic program consists of the following programs:

Foundation Program

Arts and Sciences

Chemical Engineering

Electrical Engineering

Mechanical Engineering

Petroleum Engineering

Petroleum Geosciences Engineering

The primary mission of the Foundation Program is to prepare students for success in their freshman year
at the Pl. The Foundation Program includes courses in English language, Physical Science, Mathematics,
and Computing, and a major emphasis of the program is in developing the personal and interpersonal
skills needed for students to be successful in the engineering programs. The Independent Learning Center
(ILC) provides a venue for students to do independent learning and is administered by the Foundation
Program.

The Arts and Sciences Program provides the general education component of students’ studies much of
which is taken in the Freshman and Sophomore years, and Humanities and Social Sciences elective courses
that are available to students in the five engineering degree programs. The degree-granting programs
consist of Chemical Engineering, Electrical Engineering, Mechanical Engineering, Petroleum Engineering,
and Petroleum Geosciences Engineering. Mission statements, curricula, faculty profiles, and activities of
the programs are detailed on their respective web pages.

Each degree-granting program is to have an advisory committee to advise on matters related to Program
direction, curriculum, and research and to assist with communication with the ADNOC Group of companies,
PlI's industry stakeholders, and regional energy industry.

1.2.5 Arzanah College

The Engineering programs offered to the male students are also offered to female students with a
curriculum identical to the male campus and under the same academic management. All classes for
the female students are offered in the Arzanah building, with the exception of senior level and specialty
laboratories which are held in the same laboratories as the male students. The educational goals for
male and female students are common and focus on promoting education attainment, professional
and societal aspirations and advancement, acceptance of social responsibility and personal growth. Other
goals include inspiring lifelong learning; fostering each individual’s unique leadership skills, encouraging
meaningful and selfless civic involvement, and nurturing the ability to engage in applied sciences and the
engineering professions with passion and deep commitment.

1.2.6 Registry and Records
Responsibilities of the Registry and Records office include:

«  registering students;
«  maintaining student admission documents, secondary school information, contact information,
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TOEFL results, course and program enrollment history, grades, and other student records;

«  scheduling classes and examinations;

«  preparing the Petroleum Institute Student Bulletin;

«  producing class lists, student timetables, grade and enrollment reports, and academic honors
and penalties lists.

1.2.7 Library

The mission of the Petroleum Institute’s Library is to provide information services to support teaching,
research, and continuing education activities. The Library maintains a growing collection of journals,
books, maps, other materials, and electronic resources related to the educational areas of the Pl, most
of which can be borrowed by PI staff and students. The library has a close working relationship with the
Independent Learning Center (ILC).

1.2.8 Continuing Education and Professional Outreach.

The Pl is committed to activities that advance the development of petroleum industry professionals
and managers as well as the Pl alumni. To this end, Pl encourages its faculty to participate in continuing
education courses that can support life-long learning of its clients while providing professional
development opportunities for its faculty and staff.

1.3 Student Affairs

The Student Affairs Department includes Admissions, Housing and Recreation, and Student Internship and
Counseling functions.

1.3.1 Admissions

The Admission Department works in close coordination with the Provost Office. Student selection is
currently determined by an Intake Committee that is appointed by the President with faculty representation
from Foundation, Art and Sciences and Engineering Programs. Students attending government or private
High Schools are normally eligible for admission to the PI if they score 75 percent or more in the High
School Leaving Examinations (Thanawiyah). While the Pl targets UAE nationals, a limited number of seats
are open to expatriate students. Students usually start in the Foundation Program with a few admitted
directly to Year 1 courses. In addition, students who have attended a university elsewhere may be given
transfer credit. Both male and female students are admitted to the Petroleum Institute.

1.3.2 Housing and Recreation

The Housing unit is responsible for providing and maintaining male student accommodation on the
Pl campus. Currently, no female housing is available on campus. Responsibilities of the Housing office
include:

«  furnishing, maintaining, and cleaning dormitory rooms and buildings;
« allocating rooms to students;

« hiring and supervising dormitory receptionists and other staff;

« managing the catering service and PI cafeterias;

« managing student laundry and dry cleaning needs;

n Faculty Handbook 2007- 2008 | The Petroleum Institute



« arranging and managing transportation requirements of the Pl, including student excursions and
course field trips.

The Recreation unit is responsible for the development, organization and operation of sports, recreation,
and team activities for students, including intra-collegiate sports and competitions. The Recreation unit
also provides assistance for Pl staff with private athletic club memberships.

1.3.3 Internship

This Internship unit works with Academic Affairs in the organization and running of an Internship Program
that students complete during summer session between their 3 and 4™ year of studies. An objective
of the Internship Program is to provide the students with a significant work experience in their chosen
engineering discipline.

1.3.4 Counseling

The Counselor’s office assists with the personal adjustment of students to the academic and social
environment of the PI. Primary responsibilities of the Counselor’s office include:

« counseling, advising, and providing crisis management services for students with academic or
personal problems;

« communicating with students’ parents and guardians concerning problems of students;

« arranging for special tutoring programs;

«  providing assistance with choice of engineering program.

Students receive counseling services through self referral, staff referral, or from analysis by the Counseling
unit of attendance and grade records.

1.4 Human Resources and Administration

Human Resources is responsible for personnel matters of employees. Primary responsibilities of Human
Resources fall in four main areas.

. Recruitment:

o administer placement of advertisements for vacant positions;

o schedule interviews and medical examinations of interviewees;

o arrange for flight and hotel reservations and meet international interviewees and new
international employees at the airport to assist with immigration;

o assistin the preparation of employment offers and contracts.

- Employee Relations, Public Relations and Records:
o arrange for employee and dependent visas;
assist with customs clearance for personal effects of new employees;
supply required official documents related to employment;
process leave requests;
maintain personnel records, including travel requests, leave times, car loan records, pay
records, and appraisal and evaluation records;
0 manage security clearances for faculty.

O O OO

+  Manpower Control & Compensation
o Administer the planning of the fiscal year manpower requirement with coordination with
Program directors and Line Managers
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o Preparing the Pl Organization Charts and updating in line with approved manpower.

o Maintain and control manpower requirements as approved.

o Preparing and implementing employees’ Status Changes Form to reflect employees’
changes.

o administer the HR Access Systems (Pl HRMS).

o  Administer the salary review and promotion in line with approved recommendation.

Personnel Policies:

o evaluate benefit packages and compensation for Pl positions relative to international and
regional standards;

o inform staff and implement policy related to staff compensation and benefits;

o maintain Human Resources Policies and Procedure Manual.

Staff Services:

o assist new staff in finding housing, process housing agreements with ADNOC, and assist with
housing maintenance;

o acquire Health cards for employees and assist with obtaining medical services;

o assist with obtaining driver’s licenses and liquor licenses;

0 manage and maintain Pl pool cars.

General Services:

The General Services Department supports and maintains the facilities and grounds of the PI.
Primary responsibilities of General Services include:

o providing and maintaining furniture in faculty and staff offices, seminar rooms, lecture halls,
classrooms, and common areas;

maintaining electrical and mechanical equipment;

providing telephone services;

providing stationery for faculty and common copiers;

providing logistical support for Pl functions, such as for exhibitions and seminars;
supervising Pl security;

maintaining faculty, student, and visitor car parking lots, and issuing parking stickers;
maintaining landscaping and indoor plants.

O O 0O OO0 0 O

1.5 Finance

The Finance unit manages all issues related to Pl finance, including accounting, billing, banking, payments,
personal loans, and budgeting. Specific responsibilities include:

exercising financial control and implementing the financial delegation of authority;

preparing and presenting the Pl budget to the Pl Finance Committee and to the Pl Governing
Board;

advising Pl management on financial accounting in accordance with International Accounting
Standards and on financial aspects of contracts, agreements, and litigation related to creditors
and employees;

maintaining and reconciling cash and banking transaction records and ensuring security of the
General Ledger and accounting system;

preparing and issuing cash call and fixed asset billings to ADNOC and Contributors;

processing and verifying invoices for payment;

preparing the payroll for payment to staff;
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«  preparing financial statements;

« arranging external audit and obtaining ADNOC and Contributors approval on audited financial
statements;

«  representing the Pl in finance committee and interacting on financial matters with Contributors,
ADNOC E&P, Finance, Treasury, Risk Management, and Human Resources.

The Finance unit directly supports the Pl staff and faculty in the following:

« managing salary, petty cash, reimbursable expenses, car loan, and final settlement payments;

« assisting in opening bank accounts and assisting in credit cards and various insurance
applications;

«  assisting in recovering car loans, excess rent, and in other personal financial issues.

The Procurement function is handled by ADNOC’s Procurement Services Division. An ADNOC Procurement
Coordinator is available at Pl to assist faculty. Pl users are responsible for initiating the preparation of the
purchase requisitions and perform technical evaluation.

1.6 Information Technology

The Information Technology (IT) Department of the Pl deals with issues related to hardware, software, IT
infrastructure, and IT security within the Pl. The IT Department of the PI gives support to the Pl staff and
its faculty in the following ways:

«  providing and servicing internet and intranet connections for the PI;

« installing and maintaining computers in classrooms, labs, offices, and meeting rooms;

«  providing multi-media classroom support;

«  providing and maintaining telecommunication services;

« maintaining the system Network, including security, and issuing user names and personal
accounts;

«  providing and servicing desktop and laptop PCs, printers, scanners, LCD projectors, monitors, and
multimedia accessories;

+ licensing, installing, and servicing of Pl public domain software, including operating systems,
email programs, internet browsers, and the PI's Academic Records Management System (ARMS);

«  preparing the budget for hardware and for general software;

«  providing web support;

«  providing [T-related training.

1.7 Faculty Governance and Committees

1.7.1 Faculty Standing Committees

The following standing committees are normally appointed by the Provost. Committee chairpersons
usually determine how often committees meet. Each committee is required to submit reports of activities
at the end of each academic year and at other times as required by the Provost or by committee activities
as decided by the committees themselves. Committee meeting minutes usually are available to faculty on
the Pl server.
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a. Academic Evaluation
The Academic Evaluation Committee is responsible for:

«  the placement of students with advanced placement scores; requirements for graduation;
«  approving transfer credit;

« establishing and revising policies related to transfer of credit, course equivalencies and
academic placement.

b. Academic Policies

The Academic Policies Committee is responsible for recommending policies on issues concerning
students. Responsibilities of the committee include making recommendations to the Academic
Management Committee concerning:

«  the grading system and standards;

«  requirements for graduation;

«  policies for admission;

- policies for academic probation, suspension, and readmission;
«  policies concerning transfer credit;

. academic assessment and accreditation;

« academic integrity.

c. Continuing Education

The Continuing Education Committee is responsible for developing policies and procedures to
engage faculty in professional activities (short courses, training workshops, etc.).

d. Curriculum
The Curriculum Committee is responsible for:
«  approving new courses;
« ensuring compliance of courses and programs with American Board of Engineering and
Technology (ABET) accreditation and Ministry of Education accreditation requirements;

«  reviewing syllabi to ensure courses meet goals of the programs and PI;
« eliminating unnecessary repetition between courses.

e. Health, Safety, and Environment (HSE)
The role of the Health, Safety, and Environment Committee is to:

« develop and implement an HSE review and management process for the Pl based on ADNOC
guidelines and best practices of similar educational institutions;

«  solicit and receive recommendations and advise Pl management on HSE issues which affect
or may affect the Pl and its operation.

«  The PIHSE Manager serves as the chair of the HSE Committee.

f. Information Technology (IT)

The IT Committee advises the IT Directorate and Pl administration concerning IT requirements for all
Pl users. Responsibilities of the committee include:

«  providing and maintaining a strategic plan for IT infrastructure development at the Petroleum
Institute considering current technology, technology trends, and budget;
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«  determining and making recommendations concerning IT services and support and student
and staff training.
g. Library

The Library Committee advises the Head Librarian on library policy and operations and provides a
channel of communication between the faculty, students, and administration. Membership on the
committee is meant to include all of the user groups.

h. Research and Graduate Studies

The Research and Graduate Studies Committee (RAGS) advises on all matters related to research and
consultancy policy and activities of the Petroleum Institute programs and faculty, including funding
and oversight; as well as the evaluation of the proposals for internal research grants

The Committee is also responsible for developing policies related to graduate programs, including
admission requirements for graduate students.

The Associate Provost for research and graduate Studies serves as the chair of the RAGS Committee.

i. Student Appeal
The Student Appeal Committee is responsible for:

« hearing appeals by students of suspensions and dismissals and other student matters
referred to the committee by the Provost;
«  approving student readmissions.

1.5.2 Faculty Advisory Committee

The primary responsibility of the Faculty Advisory Committee is to act as a forum for faculty to express
their concerns to the Provost (on academic issues) and the President (on campus-wide issues). Members
are elected from and by the faculty. The Faculty Advisory Committee is intended to perform some of the
functions of a Faculty Senate in many universities.

+  reviewing and making recommendations concerning faculty benefits and compensation;
« making recommendations concerning professional development of faculty;
« investigating student and faculty claims of unethical or unfair practices by faculty and
management.
1.5.3 Other Standing Committees

Other committees exist to assist with the operation of the PI.

a. Institutional Appointment and Promotion (IAPC)

The Institutional Appointment and Promotion Committee is a faculty-wide committee that makes
recommendations of faculty promotion. The IAPC is assisted by Program committees (Academic Unit
Promotion Committees).

b. Academic Honor Council

The Academic Honor Council decides cases brought to it that involve student integrity. Membership
includes faculty and Counselors from Student Affairs.
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Inter- and intra-programs also exist within the various academic programs dealing with such issues as the
curriculum, course scheduling, budgeting, outreach, recruiting, lab safety, etc.

1.5.4 Ad Hoc Committees

The President, Provost, and Academic Management Committee can initiate ad hoc faculty committees and
task forces for advice and recommendations concerning academic issues as necessary. These are usually
task-specific and are dissolved upon completing its charge.
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_ Chapter 2

POLICIES ON APPOINTMENTS

2.1 Faculty Ranks and Qualifications

The following academic ranks have been authorized by the Petroleum Institute Governing Board:

Academic Rank: Minimum qualifications:

. Doctoral Degree;

«  Outstanding record of excellence in teaching, research, and service;

. International professional recognition for research in one or more sub-
discipline in their field.

«  Demonstrated impact of scholarly work on the advancement of science
and/or technology.

. Doctoral Degree;

«  Outstanding record of excellence in teaching, research, and service;

« International professional recognition for research in one or more sub-
discipline in their field.

. Demonstrated impact of scholarly work on the advancement of science
and/or technology

«  Special professional international recognition for a particular field of
interest to the sponsor of the chair.

. Doctoral degree;

. Record of excellence in teaching, research, and service;

Distinguished Professor

Chair Professor

Professor . International professional recognition for research and other professional
activities.
+  Doctoral degree;
Associate Professor +  Documented success in teaching, scholarship, research, and service;

«  Potential for significant international professional recognition.

. Doctoral degree;

. Potential for successful teaching, research, and service.

. Relevant first degree and Master’s Degree;

. Record of excellence in teaching, scholarship or research, and service.

+  Relevant first degree and Master’s Degree;

. Relevant and proven teaching experience.

+  Therank will be in accordance to the minimum qualifications for standing
faculty.

Assistant Professor

Senior Lecturer

Lecturer

Visiting Positions

In unusual circumstances, professional experience beyond a BS or BA degree may be considered equivalent to
a Master’s Degree or Doctoral Degree for the above ranks.

2.2 Appointment Process

Itis the responsibility of each Program Director to recruit faculty for new or vacant positions. The normal process
for appointment begins with advertisements of positions placed in international journals, relevant websites,
and major newspapers. Applications, including résumés or CVs, for faculty positions are reviewed by Program
faculty or a sub-committee of Program faculty. Letters of recommendation are obtained and phone interviews
are made of top candidates and a list of candidates recommended for interview is submitted to the Provost
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and Recruitment Committee. Candidates also have to have security clearance. Approved candidates then
can be invited for interviews. Human Resources and Administration Directorate is responsible for scheduling
interviews in coordination with Program Directors.

Most interviews for faculty positions take two days for Foundation, Arts & Sciences and Engineering Programs.
The interview includes a Pre-Employment Physical (Medical exam), a formal panel interview, candidates in the
Foundation Program give an in-class teaching demonstration and candidates in the Arts and Sciences and
Engineering Programs are expected to present a talk or seminar. A final ranking is made by Program faculty
after the interviews.

Appointments are made by the Faculty Selection Committee after recommendation by the relevant Program
and approval of the Provost. The Faculty Selection Committee consists of senior administrators and is not an
academic committee that reports to academic management. An employment contract is then sent by the
Provost Office, via the Human Resources Directorate, to successful applicants for approval (see section 4.1).
Faculty, upon their appointment, are assigned to a Program, although in unusual circumstances faculty may
have a joint appointment between Programs.

2.3 Objective Setting and Performance Appraisal of Faculty

Faculty set personal objectives with their Program Director at the beginning of the calendar year. Personal
goals and objectives involve teaching, scholarship, research, consultancy, and professional outreach to the
institution and community, and should reflect the mission, goals, and objectives of the faculty member’s
Program and the Petroleum Institute. During the year, faculty and Program Directors should discuss progress
toward meeting personal objectives, and should reset them as required by circumstances.

Performance of faculty is formally appraised every Spring for the preceding twelve months (January 1-
December 31) near the end of the evaluation cycle. Appraisal begins with a formal self evaluation of
accomplishments, and is followed by the Program Director’s evaluation of performance. In Foundation and
Arts and Sciences Programs, faculty are evaluated by their Area Coordinators in consultation with the Program
Directors. An important component of the review of the teaching effectiveness of the faculty is the formal
student evaluations of faculty using the Student Evaluation of the Learning Environment Form (see Appendix).
Faculty may include accomplishments in their self evaluation that were not listed as goals at the beginning of
the year. Faculty also have the option of commenting on whether they agree or disagree with the evaluation.
A copy of the Faculty Objectives Form is included in the Appendix.

The yearly appraisals are an important component of the documentation required for consideration of merit
salary increases and for promotion, and are used if termination is being considered. Copies of completed
Faculty Objectives Forms are kept by the Programs, Human Resources, and the faculty member.

2.4 Faculty Promotion

A faculty member can be considered for promotion after one complete year of employment at the PI. The
following factors are considered for promotion:

+  the candidate’s academic degrees and other professional achievements;

« the quality and consistency of the candidate’s performance in teaching, scholarship/research, and
service;

« anevaluation of the likelihood that the candidate will continue to perform at a high level and to grow
professionally;
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« the candidate’s international professional recognition or potential for international professional
recognition;

«  the compatibility of the candidate’s expertise and skills with the mission, goals, and objectives of the
candidate’s program and the Petroleum Institute.

The academic promotion process is as follows:

1. The candidate submits promotion materials to the Academic Unit Promotion Committee for
consideration near the beginning of the academic year. Promotion materials should include a CV,
Faculty Objectives, and Student Evaluations of the Learning Environment Forms for the candidate’s
preceding three years or for the period if employed for less than three years, evidence of scholarly
achievements, and other relevant information. Information in support of the candidate’s application
should include reprints of published articles. External evaluations are to be solicited by the applicant’s
Program Director. The Director may choose referees from a list of referees submitted by the applicant.
Additional information on the required supporting materials and procedure is in the Academic
Appointment and Promotion Committee Report.

The Academic Unit Promotion Committee includes all eligible faculty members of the relevant degree
Program and discipline-specific groups in the Foundation and Arts and Sciences Programs. Eligible
faculty members include all full-time, non-visiting faculty members at or above the rank to which
the candidate is seeking promotion, excluding the Program Director and Provost. If there are fewer
that three eligible faculty members, additional members from other Programs are appointed by the
Provost. A decision on the candidate’s application is made by simple majority vote. The Program
Director and Provost may attend meetings of the Academic Unit Promotion Committee, but they do
not have a vote.

2. Applications approved by the Academic Promotion Unit are sent to the Institutional Academic
Promotion Committee (IAPC). The IAPC consists of one representative of each Engineering Program
and two members each from the Foundation and Arts and Sciences Programs. Members are nominated
by a vote of full-time, non-visiting academic faculty members in a Program including the Program
Director. The Provost makes a final selection of IAPC members from the nominations, and selects the
Committee Chair from the committee or from outside the committee.

3. Promotions require the approval of the IAPC, Provost, and President.

2.5 End of Employment

2.5.1 Termination and Resignation of Employment

Either the Petroleum Institute or faculty member (grade 14 and above) can terminate a contract by
written notice three months in advance of a target termination date. Grade 11-13 employees have a
2-month notification period. A terminated employee may be required to perform the remaining 2 or
3 month service for pay, or, in certain cases, may be paid in lieu of service at the Petroleum Institute’s
discretion.

Termination for serious offences can result in loss of End-of-Service Gratuity (see Section 4.20). Serious
offences are detailed in the Petroleum Institute’s Human Resources Policies and Procedure Manual.
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2.5.2 Termination Due to Job Abandonment

Any employee who, without the permission of the P|, fails to report to work, or fails to return to work
after the expiration of an approved absence, for a period of time exceeding fifteen working days shall
be deemed to have tendered his or her resignation. In such a case, the employee may be terminated
by the Pl without notice.

2.5.3 End of Contract

For end-of-contract logistics and travel arrangements, faculty must consult with the Human Resources
and Administration Directorate.

Faculty Handbook 2007- 2008 | The Petroleum Institute



Chapter 3
FACULTY RESPONSIBILITIES AND DUTIES

3.1 The Educational Environment

The primary mission of the Petroleum Institute is to provide a high-quality education for students. To meet this
goal the Petroleum Institute requires that faculty be committed to the teaching process and be continually
trying to improve their courses and teaching skills.

3.1.1 Classroom Environment

The Petroleum Institute strives to provide a supportive and challenging learning environment for
students, which begins in the classroom.

Lecturers should be prepared for lectures and labs and students should be given interesting and
challenging work. Lecturers should avoid long periods of dull lecturing when students tend to become
passive.Classes are more interesting when students are involved in different kinds of learning activities.
Itis also strongly recommended that faculty learn student names at the start of the semester.

Faculty also should support students in successfully completing assigned tasks through motivation
and by providing reasonable assistance. Lecturers should grade assignments and return them
promptly with useful feedback, and should encourage students to meet during faculty office hours.
Faculty are required to schedule six office hours per week during the academic year.

Students should receive a copy of the syllabus for the course at the beginning of the semester. The
syllabus should include grading policy, faculty contact information and office hours, a listing of course
topics and requirements, and course educational outcomes. Educational outcomes are what a student
should be able to do after taking the course.

Faculty are responsible for assisting in the development of high standards of academic integrity in
students and have a responsibility to actively deter all academically dishonest classroom activities.
Students are required to sign an Honor Pledge for all exams, quizzes, and other individual work. A
copy of the Academic Integrity Policy including the Honor Pledge can be found at www.pi.ac.ae/Pl_
STU/ro/acalnteg.php.

Students complete a Student Evaluation of the Classroom Environment Form near the end of the
semester. Results are summarized in the Faculty Objectives Form at the end of the academic year and
are an important factor in faculty evaluation. Both forms are in the Appendix of this Handbook. Faculty
are encouraged to use the form and other techniques to monitor the course during the semester.
Program Directors and Area Coordinators may also visit classrooms for evaluation.

3.1.2 Classroom Management

Faculty are expected to create and maintain a classroom environment conducive to learning. Classes
should be relaxed and interactive, but lecturers also need to establish guidelines for behavior.

It is recommended that lecturers:
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« establish clear procedures and inform students of expectations, so that students assume
responsibility for their learning and understand when they should work collaboratively or
independently;

« organize and manage time, space, and activities to enhance learning;

« analyze the classroom environment and adjust as needed to increase student engagement
and motivation;

«  show respect for students and listen to their concerns.

Students, in turn, are expected to:

«  participate in lessons—attempt all work, ask and answer questions, collaborate when
appropriate, and take notes as required;

+  beontime and prepared for classes;

«  show respect for their lecturers and fellow students;

«  study, attempt all homework and projects, and to seek assistance when they need it;

«  abide by the PI's Academic Integrity policy.

3.1.3. Grading

Faculty have the responsibility for assessing student work and assigning grades. Student performance
should be measured against Course Educational Outcomes, which, in turn, are related to Program
Outcomes, and overall mission and objectives of the Petroleum Institute. Faculty have the primary
responsibility for developing Course Educational Outcomes.

The following course grades can be earned:

A Excellent Student meets or exceeds almost all Course Educational Outcomes. An “A”
grade means that the student has an excellent theoretical and practical
understanding of subject matter associated with knowledge-related Course
Educational Outcomes, and can apply knowledge and concepts to solve realistic
problems. In courses with a large component of personal and behavioral Course
Educational Outcomes, an “A” grade means student has demonstrated excellent
communication, teamwork, self-management, and/or leadership skills.

B Good Student meets or exceeds most Course Educational Outcomes. A“B”grade means
that student has demonstrated understanding of subject matter and can apply
conceptsand knowledge coveredin the course, but. has not displayed exceptional
performance,and/orstudent hasdemonstrated good communication, teamwork,
self-management, and/or leadership skill, but has not preformed exceptionally.

C Satisfactory  Student has demonstrated satisfactory performance in meeting most Course
Educational Outcomes. Student has an acceptable degree of theoretical and
practical understanding and is able to apply knowledge and concepts from
the course to solve many practical problems, and/or student has demonstrated
satisfactory communication, teamwork, self-management, and/or leadership
skill.

D Poor Student meets some Course Educational Outcomes. Student has some
understanding of concepts, but has difficulty in applying concepts to problem
solving, and/or student has demonstrated only a low level of competence related
to communication, teamwork, self-management, and/or leadership.
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F Failure Student has failed to meet important Course Educational Outcomes. Student
has failed to grasp the basic and most important concepts and/or has failed to
demonstrate satisfactory communication, teamwork, self-management, and/or
leadership skills.

The Foundation Program requires students to earn a C grade in subjects in their final semester in
all four subjects they take in addition to attaining a TOEFL score of 500 to exit the program. A “D"
grade is a passing grade in the Arts and Sciences Program and Engineering Programs. A “D” grade in
the 4-year program normally allows a student to take a course in which the D-grade course is a pre-
requisite; however, a C grade may be specifically required for some prerequisite courses. In addition,
students must earn a C grade or better in all of their Program courses to graduate. Faculty can see the
Petroleum Institute Student Bulletin for additional grade requirements.

In addition, the following grades may also be given with administrative approval:

Grade Description

XF Failed Due to Academic Dishonesty

W Voluntarily Withdrawn or Failure Forgiveness
WA Withdrawn Administratively

Wi Withdrawn Involuntarily — Dismissed
WF Withdrawn after Deadline
INC Incomplete

IP In Progress

NC Not for Credit

T Transfer of Credit

z Grade Not Submitted

Grades in most courses are based on Continuous Assessment and on major Exams. Continuous
Assessment is determined from a variety of activities throughout the course, including quizzes, verbal
and written reports, lab assignments, homework, and participation in class. The Pl encourages frequent
assessment of student work, and students should regularly be apprised of their performance. However,
faculty must be careful about assessing materials that can be copied or were used previously. Courses
usually include a final examination and possibly other major exams. Programs have the option of
giving or not giving a mid-term exam in courses, and some courses do not have final exams.

Faculty should inform students at the beginning of the semester how they will be assessed. It is
recommended that a hardcopy of the assessment scheme be distributed to students and that an
electronic record of the assessment scheme be placed on the Pl server in the course folder where it
can be accessed by students. Faculty have an obligation not to change the assessment scheme during
the semester except due to unusual circumstances, and should never change the assessment scheme
at the end of the semester.

Faculty must submit mid-term and final grades for all students in all courses. Grades are submitted
to the Registrar electronically and as a signed hard copy before deadlines indicated in the academic
calendar. Mid-term and final grades are normally sent to guardians of students.
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The Petroleum Institute calculates a semester and cumulative Grade Point Average (GPA) from the
final course grades for each student, where

MON™>
([T TR TR
oSN WN

points.

Plus (+) and minus (-) differentiation is not assigned to grades. The GPA for each semester is used to
calculate student stipends.

A Change of Grade Form is available if faculty need to revise their grade of a student. The faculty
member must justify the change of grade and change must be approved by the faculty member’s
Program Director and then submitted to the Registrar.

3.1.4. Student Attendance

Studentsarerequired to attend class. Faculty are required to take attendance in all Foundation Program,
Freshman and Sophomore Year classes and record attendance electronically in the Academic Records
Management System (ARMS). Excessive absence can result in student expulsion.

3.2 Teaching Load

Program Directors are responsible for assigning teaching duties. Foundation Program faculty tend to have
15 to 18 contact hours per week, and the Arts and Sciences and Engineering Programs tend to have less
contact hours. In general, faculty beyond the Foundation Program are normally asked to teach two courses
per semester, depending on program requirements, the nature of the courses, and staffing levels. However,
faculty engaged in research and other responsibilities may be assigned lower course loads. In addition, faculty
beyond the Foundation Program might be assigned a lighter teaching load their first semester at PI.

3.3 Research Policy
Research is an integral part of the mission of the Petroleum Institute. Research is required to:

« improve the educational program, in part by bringing real-world problems and leading-edge
technologies into the classroom;

«  attract and retain quality staff;

« increase value of ADNOC Group assets through development and application of new technologies
and methods;

«  obtain international recognition for the Petroleum Institute;

«  support graduate studies; and

«  contribute to the intellectual wealth of the UAE and the world.

The Petroleum Institute encourages faculty to engage in research that impacts the UAE petroleum industry,
including applied and basic research, and scholarly activities that improve the education program of the PI.
Research contributionis one of the criteria by which faculty are evaluated. Research objectives and contributions
should be detailed in the Faculty Objectives Form during evaluation (see Appendix).
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Programs and faculty primarily are responsible for developing research programs and for proposing research
and obtaining funding. Research funding opportunities exist through the following:

1. General Pl and ADNOC-Multi-OPCO-sourced funds:
a. Funding for research problems that affect more than one OPCO (Multi-OPCO) and for long-term,
large projects.
b. Funding sourced by Pl line budget item and by project-by-project contributions from OPCOs.
2. Individual OPCO-Specific funding.
3. PI Program-Specific Funding for faculty start-up, building research labs, use as research “seed” money,
and scholarly activities related to the educational program.
Faculty and programs are also free to fund projects through other appropriate national and international
sources.

3.4 Consulting Policy

Consultancies involve professional work for which a faculty member receives payment in addition to their
regular salary and usually from a source other than the PI. Consultancies include teaching short courses and
seminars and other professional outreach activities, performing sponsored research and technical service
work, and paid service on external advisory boards.

The Petroleum Institute encourages faculty to engage in consultancy work that can serve as a faculty
professional development opportunity. Consultancies assist faculty in maintaining their expertise, in increasing
professional contacts, in developing research, and they provide real-world industry problems for students in
the classroom and for projects.

Faculty normally should limit their consultancy activities to 20 percent of their time or one day per six working
days during the academic year. In addition, faculty are normally limited to 5 days per semester to teach short
courses. There are no time restrictions on consulting activities during the summer or mid-year breaks or during
holidays.

Classroom duties and other Pl responsibilities must be met before engaging in consultancies or teaching short
courses. In addition, there must be no conflict of interest between consultancy work and a faculty member’s
responsibility to the PIl. Faculty need to complete and have approved a Request to Engage in Additional
Professional Work Form (see Appendix) to engage in consultancies. Faculty members engaging in consultancies
are responsible for negotiating compensation for consulting activities, including off-campus short courses.
However, the Pl will determine cost of short courses and compensation for faculty for on-campus short courses.
Faculty must secure PI's management approval before engaging in professional off-campus activities.

Faculty should note that it is inappropriate, unethical, and grounds for dismissal to tutor students for pay.

3.5 Petroleum Institute Service

Service to the Petroleum Institute includes activities by faculty that are not specifically research, consultancies,
scholarship, or part of their teaching duties, but do contribute to the operation of the Pl and to the overall
academic environment. Service to the Petroleum Institute includes administrative duties, serving on academic
and other committees, and performing other tasks that relate to program and Pl operation. Service contribution
is one of the criteria by which faculty are evaluated. Service objectives and contributions should be detailed in
the Faculty Objectives Form during evaluation (see Appendix).
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3.6 Public Service

Faculty Service can also involve contributions that have a positive impact on society outside of the Petroleum
Institute. Such service can address social orenvironmental problems. Public Service objectives and contributions
should also be included by faculty in the Faculty Objectives Form during goal setting and performance reviews
(see Appendix).
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_ Chapter 4

EMPLOYMENT, BENEFITS and PROCEDURES

This chapter provides general information, primarily for Direct Hire Expatriate Faculty, on employment
procedures and benefits. However, the material herein is not necessarily official policy. Faculty are strongly
advised to consult the Petroleum Institute’s Human Resources & Administration (HR & A) Department and The
Human Resources Policies and Procedure Manual for official information and policy concerning employment
procedures and benefits. UAE Law, the faculty member’s Employment Contract, the Human Resources Policies
and Procedure Manual, and other official Pl policy documents take precedence over this Faculty Handbook
in the case of contradictory information. In particular, national (UAE) employees should refer to The Human
Resources Policies and Procedure Manual for a listing of their benefits. Contract Employees also have different
benefits, which are in the contractual agreement between the Contract Employee and the manpower
agency.

4.1 Employment and Employment Contracts of Expatriate Faculty

All expatriate faculty are normally employed as Direct Hire Employees. Employment conditions for Direct Hire
Employees are detailed in the Employment Contract between the faculty member and the Petroleum Institute.
Successful applicants usually receive an employment contract offer electronically or by courier. The faculty
member should indicate their acceptance of an offer by signing and returning the contract once they find
the conditions satisfactory and the data correct. Faculty must ensure that marital status, number and age
of dependents, point of origin, and other personal data are stated correctly in order to receive appropriate
benefits. HR & A will arrange mobilization to Abu Dhabi after a copy of the signed contract is received.

An official contract is signed by the Pl and faculty member when the faculty member arrives at the Pl and
begins duties. The contract takes effect at that time, which usually is the day of arrival for expatriate employees
coming from outside the UAE.

4.1.1 Duration of Contract

Direct Hire Employee Contracts are open-ended and are renewable automatically. The contracts are
“Unlimited Contracts” under UAE law. The contracts contain a 6-month resignation or termination
notification period for employees of grade 14 and above, and a two-month notification period for
employee grade’s 11-13. The Petroleum Institute may increase benefits and faculty may be granted new
benefits and compensation through promotion through a notification letter without a new contract being
issued.

Pending approval by the governing Board, a revision of faculty employment contracts beginning with
the 2008-2009 fiscal year is anticipated. The current unlimited contract and rolling, multi-year contracts
are to be available to faculty in the Arts and Sciences, and engineering programs. Policies and guidelines
for appointments to rolling contracts will be issued as a supplement to this handbook when available in
2008-2009.

In addition, faculty may be appointed to the ranks listed in section 2.1 as Visiting Faculty. Visiting Faculty has
similar although not identical benefits to faculty with full-time open-ended contracts. In particular, salary
may be different for Visiting Faculty depending on work load and other conditions of employment.

Faculty may be employed through manpower contractors and recruitmentagencies in some circumstances.
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Such faculty are Contract Employees and are paid according to the contractual agreement they have with
the manpower agency.

4.1.2 Marital Status

Certain benefits, such as mobilization costs, annual leave, airfare, and medical care, are extended by PI
policy to officially married accompanying spouses, regardless of the civil status acknowledged outside
of the UAE. De facto relationships are not recognized in the UAE and cohabitation by unmarried and
unrelated men and women is illegal. A de facto partner is not entitled to a resident visa under sponsorship
of the faculty member and is not extended any of the benefits of officially married spouses.

4.1.3 Marriage License Certification

Expatriate faculty must have their marriage license or certificate verified to obtain a resident visa and
benefits for a spouse.

The general procedure is as follows, and steps 1-4 or equivalent should be completed before arrival, if at
all possible:

1. A copy of the marriage license or certificate must be first stamped by a local jurisdiction, possibly a
Justice of the Peace (JP) or local government agency depending on the country of marriage, and thus
certified as a true copy of the original.

2. The certified copy of the marriage license or certificate should then be verified by the state or
province where the marriage took place. This verification attests that the local agency is recognized
as an entity that can legally marry.

3. Your home country or your state’s Department of Foreign Affairs (DFA) or equivalent entity must
then certify the copy to verify the local jurisdiction’s legal identity and to verify that such a document
is legally recognized by the authorities in your country.

4.The document is then stamped by the UAE consulate or embassy in your country if UAE maintains
a consulate or embassy there.

5. Prior to submission of the document(s) to UAE immigration in the UAE, the document(s) will need
to be translated into Arabic.

The exact procedure depends on the country where you were married. For example, some expatriate
faculty are able to do steps 1 through 3 at their embassy in the UAE. HR & A will assist with the Arabic
translation. Authentication, courier deliveries, and translations are at the faculty member’s expense.

It is strongly recommended that you consult with Human Resources & Administration Department as to
the required procedure before mobilization and as soon as possible after deciding to accept a contract
offer.

4.1.4 Children Dependents

Children of faculty are entitled to benefits as stated in their Employment Contract. Benefits depend on the
number of children, their ages, and whether they accompany you to the UAE. The level of benefits also
depends on whether the children are your biological children, are legally adopted, or are children from a
previous marriage who were not legally adopted. It is particularly important for expatriate faculty to check
with Human Resources & Administration concerning benefits for specific children when considering an
offer from the PI.
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a. Biological Children

Biological children up to 18 years of age of male faculty members and single female faculty are
extended benefits as detailed in the Appendix. For example, biological children 5-18 years of age
of male faculty members and single female faculty members are eligible for Educational Assistance
for 12 years of primary, preparatory, and secondary schooling. Biological children are also extended
Medical Coverage.

b. Children from a Previous Marriage and Adopted Children

Children legally adopted by a male faculty member or by a single female faculty member have the
same benefits as biological children of a male faculty member. However, a legal court document must
be produced by the faculty member attesting to the adoption. Procedures equivalent to steps 1-4 of
the marriage license certification are followed to prove legal adoption. The exact process depends on
the country where you were legally declared as parent. Children of a wife that are not legally adopted
by her faculty member husband are not extended benefits.

4.1.5 Point of Origin

Point of Origin for employees is determined prior to employment and is stated in the Employment
Contract. The Point of Origin is used to calculate airfare for Annual Home Leave and for Repatriation at
End of Service.

An expatriate faculty member’s Point of Origin is determined by his or her country of citizenship and the
location of their home in that country. A nearby large city is chosen as the Point of Origin if the employee
resides in an area that is too small to have a large international airport. Dependents have the same Point
of Origin as the faculty member. Employees cannot have a Point of Origin in a country different from
their country of citizenship, although Mobilization at the start of employment may occur from a different
country.

4.1.6 Baggage Allowance at Mobilization and End of Service

The Pl pays for the cost of accompanied excess baggage and unaccompanied baggage during Mobilization
up to certain limits. The Human Resources Policies and Procedure Manual has a listing of the current limits.
It is critical that faculty keep detailed records of the shipment, or the shipping may not be reimbursed. In
addition, faculty are allowed to bring professional books and materials up to certain amounts with the
pre-approval of the Pl administration.

The Pl also will pay for unaccompanied baggage during Repatriation up to certain limits. Again, consult
with Human Resources & Administration Department before shipping personal effects and books.
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4.1.7 Class of Travel

Faculty and dependents are entitled to the following class of airfare at Mobilization, for Annual Leave, and
at End of Service:

Grades 17 and below:  Economy Class or equivalent;
Grades 18-20, E4-E2: Business Class.

Faculty are paid an amount for return tickets for their Annual Leave for themselves, their spouses, and for
up to four dependent children under 18 years of age usually at the beginning of the calendar year. Spouses
and dependents must have residence visas to be eligible for annual leave and other travel benefits.

During Repatriation, consult with Human Resources & Administration Department for up-to-date
information.

4.1.8 Benefits for Spouses Employed by ADNOC and Corporate Partners, Petroleum Institute, and
Government Agencies

Benefits such as the housing allowance, furniture allowance, educational benefits, ... etc, are extended
only to the employee holding the higher rank when spouses of PI faculty member are employed by
the Petroleum Institute, ADNOC Group of Companies, including corporate partners, or by government
agencies. Benefits are not added.

4.1.9 Pre-Employment Physical (Medical Exam)

All candidates for faculty and staff positions at the Pl must take and pass a relatively stringent Pre-
Employment Medical Examination in accordance with ADNOC Group minimum health and physical fitness
standards. The exam usually is undertaken at the time of the interview. It is highly recommended that the
medical exam be taken at that time. The Pre-Employment Physical includes an HIV/AIDS blood test. An
HIV/AIDS blood test also is required for visa renewal.

4.2 Temporary Housing

When a Faculty member is recruited, he/she will be temporarily hosted at an appropriate hotel or ADNOC guest
house. Pl will bear charges for a single room and laundry (up to three items per day) and pay the Employee AED
100 per day to cover cost of meals and incidental expenses. This allowance will be discontinued after 30 days
(in certain circumstances, some cases maybe considered for further extension on management discretion), or
when permanent Pl accommodation is allocated, whichever is earlier.

However, if the Employee is unable to choose a suitable accommodation within 30 days, he/she will be required
to vacate the initial temporary accommodation, and, hence, will be paid the applicable Housing Allowance.

This allowance will be paid directly into the faculty member’s local bank account shortly after departure from
the temporary accommodation. Dependents are not given a per diem for food and other living expenses.

4.3 Housing and Housing Allowance

Faculty live in Abu Dhabi in apartments or villas of their choosing. Rent is paid by the Pl up to the limit of
the faculty member’s housing entitlement. Most faculty live in downtown Abu Dhabi, but some find
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accommodation near the Pl and Khalifa City. Faculty are responsible for finding permanent accommodation
themselves, although they may be assisted by HR & A. Many faculty employ rental agents who charge a one-
time fee (usually 5% of the annual rent). Existing staff are a good source of information on housing.

Faculty inform HR & A (Housing) of the address of the property and contact telephone number of the agency
or landlord managing the property once they have found suitable accommodation. Do not delay. HR & A
will arrange for the unit to be approved, cleaned, fumigated, and for payment of annual rent. The Pl also will
provide water filters, connect appliances, change door locks, install shower curtain rods, connect gas, provide
a fire extinguisher and fire blanket, fix light fixtures, and install window and child locks as needed. Consult with
HR & A concerning the services and maintenance provided. In some cases HR & A has arranged for ADNOC to
provide maintenance through agreement with the landlord.

Housing Allowance is dependent on Employee grade, and current rates are given in the Human Resources
Policies and Procedure Manual. Staff may rent units for more than their Housing Allowance, but they are
responsible for the difference, which is deducted from their salaries when yearly rent is due. Faculty should
remain in a residence for three years.

4.4 Utilities—Water and Electricity

Faculty and staff who have a Housing Allowance or Company Accommodation are paid an allowance related
to grade to cover the cost of water and electricity. The bill for water and electricity is paid by the Pl and then
that amount is deducted from the staff member’s monthly salary. Current Water and Electricity Allowances are
found in Human Resources Policies and Procedures Manual. Gas is paid directly by employees.

4.5 Housing Maintenance

Faculty are required to maintain their housing in good order and are not allowed to sublet their apartment,
villa, or individual rooms. However, you may keep house pets, although be aware that many in the Middle
East do not regard dogs highly. Some maintenance services are provided by the Pl through HR & A. Rules
concerning housing, services provided by HR & A and faculty responsibilities for housing maintenance are
detailed in the Human Resources Policies and Procedure Manual.

4.6 Change of Accommodation (Moving)

Once faculty have signed their rental agreement, they are obliged to reside continuously in the same
accommodation for three years. Exceptions to this rule may occur when ADNOC engineers and administration
deem that the accommodation has a serious maintenance problem and/or poses a risk to the residents’ health.
Exceptions are listed in Human Resources Policies and Procedures Manual.

4.7 Furniture Allowance

Faculty receive a furniture allowance, the amount of which is determined by their rank, marital status and
number of dependents. The current benefits are listed in the Human Resources Policies and Procedure Manual.
The furniture allowance is amortized over three years.
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4.8 Salary Structure

Faculty salaries are based on the following grade system.

President Grade E2
Provost Grade E3
Director Grade E4
Distinguished & Chair Professor ~ Grade 19
Professor Grade 18
Associate Professor Grade 17
Assistant Professor Grade 16
Senior Lecturer Grade 16
Lecturer Grade 15
Senior Laboratory Engineer Grade 14
Laboratory Engineer Grade 13

Salary ranges for faculty for different grades are shown in the Human Resources Policies and Procedure Manual.
A faculty member’s starting salary will be given in the Employment Contract for Direct Hire Employees. Salary
is deposited in the faculty member’s local bank account at the end of the month.

Deserving faculty are eligible for periodic salary increases. Such increases are based primarily on merit and the
employee’s annual performance evaluations.

Faculty who choose to work during the semester breaks, such as teaching summer session or assigned
administrative tasks, are eligible for additional compensation.

4.9 Probationary Period

The first three months of employment are probationary for grade 14 and above during which time the
Employment Contract may be terminated by the Pl without notice or compensation. Faculty will be eligible
for the Car Purchase Loan and Educational Assistance for children only after successful completion of their
probationary period.

4.10 UAE Residence Visas for Faculty and Dependants

Residence Visas are required for all expatriate employees and for all dependents of expatriate employees of
the Pl who reside in the UAE. The Pl is the faculty member’s sponsor for the Residence Visa. Human Resources
& Administration will arrange for a faculty member’s visa, usually prior to arrival to the UAE, if possible,
and for Residence Visas for their spouse and up to four dependent children under 18 years of age. In some
cases employees will be issued a Visit Visa on arrival, and a Residence Visa is issued later. Residence Visas for
dependents also may be obtained either before or after arrival. The faculty member is the sponsor of his or her
dependents.

The Pl covers the cost of Residence Visas if they are obtained before arrival. However, faculty have been required
to pay to change a Visit Visa to a Residence Visa and to transfer visa sponsorship from another UAE employer
to the PI.

A faculty member must provide the Human Resources and Administration Directorate with the following
documents for Residence Visas:

Original passport;
Passport photocopies (visa page of the employee and ID pages of employee and dependents);
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Medical clearance certificates;

Certified marriage certificate for a Residence Visa for a spouse;
Passport-sized photographs;

Birth certificates of dependent children.

You are advised to have extra photocopies of passports and other documentation readily available to assist
with processing of visas.

HRwill also arrange for Residence Visa renewals. Renewal needs to be done before the visas expire because there
is a per diem penalty imposed for overstaying a visa. An HIV blood test is required to have visas renewed.

4.11 Driver’s License

Expatriates can apply for a UAE license after they receive a Residence Visa. An UAE license is required if one
lives here and drives. Licenses are obtained at the Department of Traffic Police. Many nationalities may transfer
their original driver’s license to a UAE license without being tested if their passport and original driver’s license
were issued in the same country. A road driving test is required if one’s passport and driver’s license are from
different countries.

Required documents for a driver’s license:

Original passport;

Passport photocopies (ID page and visa page);
Original driver’s license and Arabic translation;
Letter of employment (from HR);
Passport-sized photographs;

Cost of the license.

The Human resources and Administration Directorate will assist incoming faculty with advice and
documentation to obtain a UAE drivers license, including assistance in obtaining the Arabic translation. They
may assist in obtaining the license as well, depending on HR & A workload. It is advised to practice taking the
driving road test with someone who knows the procedure before going to the Department of Traffic Police.
Additional advice and details are available in local guides to Abu Dhabi.

Lastly, it is advisable to have an International Driver’s License if one wants to rent a car in the UAE before being
issued a Residence Visa.

4.12 Car Purchase Loan Scheme

The PI provides an interest-free car loan. The amount of the loan depends on the faculty member’s grade. The
loan is repayable over 48 equal monthly installments for an approved purchase of a new or second-hand car.
The loan, granted after successful completion of the probationary period, is subject to the employee having
obtained a valid UAE driving license and comprehensive insurance for the vehicle. HR & A must approve the
car and loan conditions for the car being purchased.

The monthly amount due for the loan is deducted directly from the employee’s salary before it is deposited in
their bank account. A faculty member may be granted a Car Purchase Loan every four years. The loan cannot
be increased to purchase another vehicle and cannot be paid off before the four years are up in order to apply
for a new loan.
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4.13 Liquor License

The law requires that residents must have a Liquor License to purchase alcohol for consumption at home and
to drink alcohol in hotels and clubs, although it is highly unusual to be required to show a license in hotels and
clubs in Abu Dhabi. The Liquor License allows the holder of the license to purchase a certain amount of alcohol
per month from the several liquor stores in the city.

Information may be obtained directly from liquor stores. The following documents are required to obtain a
Liquor License:

Passport and Passport photocopies (ID page and visa page);
Signed Application form (in Arabic);

Two photographs;

Letter of employment stating your salary (from HR);

Cost of the yearly license;

Expired Liquor License if you are applying for a renewal.

A faculty member may include their spouse on the license for a small additional fee if he or she intends to
consume or purchase alcohol. Note, however, that the liquor license is legally valid only in Abu Dhabi Emirate.
Liquor Licenses are issued to non-Muslims only.

Do not drive after consuming alcohol. Abu Dhabi has a very strict zero tolerance policy on driving and alcohol.
If you are involved in an accident and alcohol is found in your bloodstream, you almost certainly will be jailed
and your insurance voided, regardless of culpability and the circumstances of the accident.

Do not be intoxicated in public. You can be arrested and sent to jail. It is not even advisable to get into a taxi
while intoxicated. Faculty need to maintain heightened discretion when dealing with alcohol.

Liquor is not allowed at any official Petroleum Institute function, including those at hotels and in private
homes.

4.14 Medical Care

Medical care is provided to all employees through the National Health Insurance Company (Daman). Detailed
information and booklets about health insurance are provided by Human Resources & Administration
Directorate.

Medical Care is also provided under the ADNOC Group Medical Scheme for employees and their spouse and
resident dependent children. Faculty have medical coverage in UAE and for emergency services overseas.
However, faculty will likely be required to pay for the emergency treatment overseas and only be reimbursed
after they return to the Pl. Spouses and dependent children are covered only while in the UAE. In addition,
faculty members and their families can use ADNOC Medical Clinics when they need medical care, including
emergency service. Also see Section 5.4 for services of the ADNOC Medical Clinics.

There is a nominal charge for employees and their dependents to use the ADNOC medical facilities. Faculty and
dependents should have the faculty member’s employee number and a Pl contact phone number available
when they visit an ADNOC Medical Clinic. Supplemental coverage for dental care is provided for a nominal
fee.

4.15 Death and Disability Compensation

The Petroleum Institute will pay compensation for death or disability of an employee as detailed in the Human
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Resource Policies & Procedures Manual. An employee must complete a form for Death and Disability benefits
that names intended beneficiaries if benefits are not to be distributed according to Sharia Law.

4.16 Educational Assistance for Dependents of Faculty

Educational Assistance is provided for eligible dependent children, 5 to 18 years old, for primary, preparatory,
and secondary schooling at fee-paying schools in the UAE or abroad. The Pl will reimburse the costs of tuition,
textbooks, registration and boarding charges for children studying abroad up to the maximum amounts as
applicable to the employee’s grade. In addition, the Pl will pay for one round-trip student or youth airfare per
academic year between the school location or the faculty member’s Point of Origin and Abu Dhabi, whichever
distance and/or cost is less, for each qualified child studying abroad. However, such children are not eligible
for an annual leave fare.. Additional information on educational assistance is in the Human Resources Policies
and Procedure Manual.

4.17 Athletic Club Memberships

Faculty are eligible for discount memberships at various health and fitness clubs in Abu Dhabi. Employees
usually are required to join the ADNOC Corniche Club to qualify for the discounted memberships. The ADNOC
Corniche Club has separate facilities for men and women. Consult with the Housing and Recreation unit for
up-to-date membership information.

4.18 Vacation Leave

Faculty annual leave entitlement shall be in accordance with the Pl Academic Calendar that is published in
advance of each academic year, although the calendar may be adjusted during the course of the academic
year to which it refers.

Academic staff should consult with the Human Resources & Administration Directorate for up-to-date vacation
and leave benefits.

4.19 Other Leaves of Absence

Faculty are eligible for the following types of leave in addition to Vacation Leave: Sick Leave; Compassionate
Leave; Pilgrimage Leave; Maternity Leave; and Leave of Absence without Pay. See the Human Resources Policies
and Procedure Manual for the policy related to these absences. All leaves of absence must be approved by the
Program Director and Provost. The Pl Governing Board has recently approved Sabbatical Leaves for faculty for
which policies and procedures are being developed.

4.20 End of Service Benefits

Employees who leave the Petroleum Institute, for reasons other than serious cause, are entitled to End-of-
Service Benefits or Gratuity if they have completed one year or more of continuous service in addition to
repatriation costs. (See Section 2.5 for information concerning termination and resignation and Sections 4.1.6
and 4.1.7 for benefits related to repatriation baggage allowance and air travel).

Employeesare eligible for 1 month’s Gross Salary for each of the first 3 years of service, including the probationary

period, and 1.5 months’Basic Salary for each subsequent year of service. The Gross Monthly Salary is the salary
for the last month of the last year of service, including Supplemental Allowance, if any. End-of-Service Gratuity
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is calculated for fractional parts of a year for the final year after one complete year in service at the Pl. The PI
may deduct any amount owed to the PI, such as an unpaid car loan, from the End-of-Service Gratuity.

4.21 Professional Development

Faculty need to continually learn new skills and develop and evolve as professionals if they are to continue to
teach effectively, undertake significant research, and contribute as consultants. Professional development of
faculty is actively supported by the PI. Faculty should make a personal development plan with their Program
Director. Yearly development objectives should be listed in the Faculty Objectives Form (see Appendix) near the
start of the academic year. Development usually has budget implications because it often involves attending
courses or conferences or has other costs. Faculty development costs are included in Program budgets.
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Chapter 5
INSTITUTE RESOURCES AND FACILITIES

5.1 Library

5.1.1 Petroleum Institute Library Mission

The Library’s mission is to provide appropriate print and media resources and associated services to
support the educational and research program of the Petroleum Institute. In addition, the mission of the
library includes providing services that assist students in becoming life-long learners and literate members
of the petroleum industry and society.

5.1.2 Library Location, Hours, and Contacts

The library is located in Habshan and at Arzanah College. During the academic terms, the library is open
daily and during evening hours. Hours are reduced during summer session and inter-session periods.
Information on library hours and services is available on the Pl website, http://www.pi.ac.ae/PI_ACA/lib/.

The phone number for the library offices are +971-2-607-5802 for Habshan and +971-2-607-5895 for
Arzanah. The library can also be contacted through staff e-mail or direct office phone numbers, which are
listed in the Pl Telephone Directory.

5.1.3 Collections

The library offers a rapidly growing collection of books, journals, electronic databases, and other materials.
Information on the PI, Abu Dhabi, and the UAE is available, and may be helpful to those who are new to
the area or wish to learn more about the history and culture of the region.

5.1.4 Borrowing

Faculty, staff, and family members over 16 years of age can borrow library materials. The faculty and staff
ID card serves as the library card. Family members will need to register at the circulation desk with some
proof of family Pl employment to borrow materials. All library materials can be borrowed, except reference
books and the most current journals. Loan periods vary based on the type of item being borrowed.

5.1.5 Library Reserve

Faculty members may put items on reserve at the Library Circulation Desk to assure access by students.
Contact the library for additional details.

5.1.6 Computers in the Library

Library users can search the library catalog from any location on campus. Access to the online catalog is
via the library’s network page. The library pages include access to full-text journal articles, online books,
and other resources. In addition, PCs are available in the library for research. The library staff can help
you log on to one of the library’s networked computers.
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5.1.7 Inter-Library Loan and Document Delivery

Books and journal articles not held by the library can be obtained by inter-library loan or document
delivery service. Due to the high cost of these services, there is a limit on the number of documents that
can be obtained by individual faculty.

5.1.8 Textbooks

The library does not purchase textbooks for use in courses. Academic Programs are responsible for
obtaining textbooks.

5.1.9 Book and Journal Requests

The library actively seeks faculty recommendations for books and journals for the collection. Book requests
can be made directly to the library and are welcome anytime. Requests may be submitted by e-mail,
the library network page, or any convenient method. Journal subscription suggestions are forwarded to
the program representative on the Library Committee; subscription decisions are normally finalized in
September so that subscriptions can start in January.

5.1.10 Instruction and Services

Library tours, orientations, and classes can be arranged for students. Faculty should contact the library
staff for more information on library and research skills instruction. Reference service is also available.

5.2 Vehicle Operation and Parking

5.2.1 Vehicle Operation

Faculty are expected to operate vehicles in a safe and responsible manner, to be mindful of pedestrians
and other drivers, and to be particularly observant of speed limits on campus.

5.2.2 Parking

Parking by Pl employees in restricted areas requires a parking permit placed in the front window of their
car. A permit can be acquired through the General Services Department.

There are several open and covered parking sites available around campus.

5.3 Transportation

Official transportation is managed by the Housing and Recreation Department. Requests for transportation
to and from official events can be processed through that unit. Faculty also may request a car pool vehicle for
transportation for official Pl business by completing an official transport form.

The PI provides busses to transport Pl faculty and staff to and from the Pl and to and from official sporting
events and excursions, The daily PI-Abu Dhabi schedule is posted at various locations in the buildings.
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5.4 Medical Clinics

Faculty and dependents covered by the ADNOC Medical scheme have access to medical facilities and services
at the Main ADNOC Medical Clinic in downtown Abu Dhabi and at the Umm Al Nar Clinic on the Pl campus.
Both locations have doctors on site. Services and drug prescriptions require a nominal fees.

5.4.1 Main ADNOC Medical Clinic

The main ADNOC Medical Clinicis located on the ground floor in the building next to ADNOC Headquarters.
The clinic provides out-patient, emergency, and some hospitalization care. Doctors and services include
male General Practitioners, female General Practitioners, Obstetrics and Gynecology care, Pediatric and
Child Welfare services, and dentistry. It is not required to have an appointment for any of the services, with
the exception of dental service, but it is recommended, especially for female General Practitioners. The
Human Resources department has additional information on services, hours, and telephone numbers.

Dental coverage for faculty and dependents requires an annual membership fee and a fee for each visit.
Fillings and minor surgical procedures require an additional fee. Cosmetic dentistry and bridge work are
not covered, but can be arranged privately with dentists at the clinic.

5.4.2 Umm Al Nar Clinic

Faculty and eligible dependents have use of the Umm Al Nar clinic on the Pl campus. The clinic is located
on the ground floor of the northernmost student hostel toward Dubai. A General Practitioner (male) is
available at normal opening hours and a small Pharmacy can be used to get medication for Pl personnel.
Services and drug prescriptions require a nominal fees.

5.4.3 Arzanah Clinic

The Arzanah Clinic provides health care to all Arzanah students, faculty and staff. A full time physician
and nurse are available on the premises to administer first aid and respond to any health concerns. The
Medical Clinic is located on the ground floor of the building close to the reception area.

5.4.4 Emergency Medical Service

In case of an on-campus emergency, one must contact the Umm Al Nar Clinic by dialing 02-602-2804.
For other medical emergencies, contact the emergency number on the back of the employee insurance
card.

5.5 Office and Classroom Facilities and Maintenance

The General Services department is responsible for the maintenance of all Pl facilities, including phone service,
classroom furniture, and photocopy machines and supplies. Faculty are urged to contact them at their phone
numbers if there is an issue with these services. General services also has responsibility for reception staffing
and security.

5.6 Food Services
Faculty and students have access to several cafeterias on the Pl campus. In addition, tea and coffee service
is available for official meetings, and catering can be requested for lunches and special events. Coffee and
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tea is available in pantires located in several academic buildings. Food and drink items are not allowed in
classroomes, the library, the ILC or in any of the laboratories.Food services are managed by the Housing and
Recreation Department.

5.6.1 Cafeterias

The Main Cafeteria is in Satah Building and is open from 7:00am to 4:00pm. The cafeteria provides full
meals, has a salad bar, inside and outside seating, and a television with a satellite feed. In addition, a small
cafeteria on the ground floor of Building | (Zarkuh) and Building Il (Bu Hasa) serves sandwiches and light
snacks. A third cafeteria is located in Building 5 (Habshan). Arzanah College also has a cafeteria with a
dedicated faculty and staff dining area.

5.6.2 Office Service and Special Catering Service

Tea, coffee, and water can be obtained during normal office working hours by faculty and staff from
panties located in several academic buildings. Catering for special events during or after normal hours
and lunches for field trips can be arranged through the catering service.

5.7 Sports Facilities

The sports facilities are located in Asab Building which is open to faculty students and staff. It comprise two
gymnasiums, four indoor halls (volleyball, handball, basketball, and badminton), two studios (aerobics and
martial arts), two indoor tennis courts, two squash courts and a grass football pitch.

5.8 Banking Facilities at the Petroleum Institute

The National Bank of Abu Dhabi (NBAD) maintains a branch at the Pl on the ground floor of Building Il (Bu Hasa).
The branch is open for one hour at mid day during the week. Hours may be different during the holy month of
Ramadan and summer months. Pl faculty can open and close accounts; deposit, withdraw, and transfer funds;
apply for credit cards and loans; and make credit card payments for NBAD accounts at the branch. There is also
an NBAD-ATM located in the lobbies of Building Ill (Ruwais) and Arzanah College.

m Faculty Handbook 2007- 2008 | The Petroleum Institute



Chapter 6
PETROLEUM INSTITUTE POLICIES

6.1 Cultural Environment of the UAE

The UAE is a progressive and diverse multi-cultural environment in which English is widely spoken, and
knowledge of Arabic, although not essential, is recommended to maximize faculty members’ cultural
experience. To address this need, the Institute periodically arranges Arabic classes for small groups. English is
the language of instruction and the primary language of business at the Petroleum Institute.

6.2 Petroleum Institute Faculty Code of Conduct

The Petroleum Institute provides faculty with a work environment designed to achieve the Institute’s academic
vision of being a center of excellence in education and research serving the needs of the UAE oil and gas
industry. The Institute recognizes that this vision requires faculty to act and to exercise academic freedom in an
ethical, responsible, and culturally conscious manner. For this reason, the following Faculty Code of Conduct
has been written to guide faculty members throughout their time at the Institute.

Faculty at the Petroleum Institute are expected to act with high standards of conduct and
ethics. Faculty have a personal and professional obligation to honesty, integrity, impartiality,
responsibility, cultural sensitivity, trustworthiness, and inviolability of confidence.

6.3 Academic Environment of the Petroleum Institute and Faculty Duties

The Institute supports faculty in teaching, scholarly activities, research, and service, and supports the academic
freedom of faculty. Following are general guidelines concerning academic freedom at the PI.

Faculty of the Petroleum Institute have the freedom to engage in research, to disseminate results,
to discuss academic issues in the classroom, and to speak and write as private citizens within the
limits set by Federal Law and where dissemination and discussion does not violate confidentiality
agreements. However, faculty should be aware that their position at the Petroleum Institute and in
the community imposes conditions. Faculty should demonstrate respect for the opinions of others
and be sensitive to the culture of the UAE. In addition, when writing or speaking to the public faculty
should indicate when they do not speak for the Petroleum Institute.

The administration and faculty share a common belief that the academic environment needs to be conducive
for faculty to deliver and sustain the Institute’s academic mission. In addition, the administration and faculty
believe that the academic environment is enhanced through the participation of faculty in the academic
governance of the Institute in areas such as curriculum development, academic standards, discipline of faculty
and students, and faculty appointment and promotion.

6.4 Professional Ethics

The Institute expects all faculty members to conduct their duties in a manner reflecting the ethical standards
of their profession. This includes recognition of intellectual property rights and copyright laws of the UAE,
confidentiality agreements, and of policies of the Petroleum Institute.
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6.5 Professional and Personal Conduct

Living and working in the UAE may be different from what many faculty are accustomed to socially and
professionally. Faculty must undertake their roles as intellectual guides and counselors seriously while
exercising respect for other people’s opinions, culture, and religious sensitivities at all times, both on and off
campus.

To ensure faculty teach successfully and consistent with the values and norms of UAE culture, the Institute
conducts an induction workshop for new faculty to increase awareness of the local cultural and cross-cultural
issues.

6.6 Working Hours of Faculty

Professional duties for faculty, grades 15 and above should include a 40-hour work week, except during
Ramadan when official working hours are reduced. Faculty have “flex” time, but the standard working hours
for faculty are 8am to 5pm. The work week for faculty is Sunday through Thursday.

Specified duties, such as teaching hours, laboratory hours, office hours, and meeting times should be displayed
on the office doors of faculty members to promote student interaction. Many duties, such as scholarly
activities, preparation and grading of assignments can be done either on-campus or off-campus. Faculty must
coordinate prolonged off-campus activities with their Program Director and/or Area Coordinators. In addition,
it is expected that faculty inform their Program’s administrative assistant when absent from the office during
the day.

6.7 Dress Code

Faculty members should dress professionally every day of the work week at the PI, whether or not they are
teaching that day. There is no “dress down day.” Pl faculty women should dress conservatively in career suits
and dresses that cover most of the body. Tight clothing, skirts above the knee, low necklines, and sleeveless
tops are inappropriate. Pl faculty men should wear slacks, shirts, and ties every day, and add suit jackets or
coats for professional presentations. Jeans, shorts, polo shirts, sweatpants, and sneakers are inappropriate.

6.8 Ramadan

Ramadan, the holy month in the Islamic calendar, begins with the sighting of the crescent moon the evening
before Ramadan 1 and ends 29 or 30 days later when the moon is sighted. During this period, Muslims observe
a strict fasting ritual between dawn and dusk. Non-Muslim faculty members must respect this ritual and
understand that Islamic law (UAE law) forbids eating, drinking (including water), and smoking in public during
Ramadan.

6.9 Official Public Holidays

Public holidays follow both the Gregorian and Al-Hijra calendars and will normally be confirmed in a
memorandum. Faculty are advised to wait for this confirmation before planning to be absent from the PI. What
follows are the current official public holidays:
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HOLIDAY DATE NO. OF DAYS
Hijra New Year 15t of Muharram 1

New Year's Day 15t of January 1

End of Ramadan ?9‘“ and 30" of Ramadan, as Shawal’s moon lor2

is confirmed

Eid Al Fitr First three days of Shawwal 3

Eid Al Adha Wakfa, 10", 11t and 12*" days of Thu Al Hijjah | 4
R:::S;ﬁ;;;ggmeﬁl.) 12t day of Rabi Al Awal 1

Ascension Day 27" day of Rajab 1

UAE National Day 2" and 3 of December 2

Additional leave days will not be given for holidays occurring during the break between fall and spring

semesters and during summer break.

6.10 Information Technology and Computer and Network Use

The PI provides computing facilities to support the academic, research, and administrative functions of the
institution. The Pl reserves the right to extend access or to limit and restrict access. For detailed information
on Pl computing codes, conditions, restrictions, and security measures see Standards and Guidelines for Use
of Information Technology Facilities developed by the IT Committee and IT Department, and located on the PI
network shared drive. In addition, the IT Department and IT staff in the academic Programs will assist with any
questions a faculty member may have concerning IT policy and security.

6.10.1 E-mail

E-mail is a mechanism for official communication within the Pl and to the outside world. Users have the
responsibility for checking e-mail regularly. In addition, users should recognize their responsibility for the
content, dissemination, and management of the messages they send.

«  Employees may use e-mail in a prudent manner for personal communication as long as such
personal use does not interfere with the employee’s job performance.

«  Confidentiality of e-mail is not guaranteed by the PI.

«  Employees should never use e-mail to send any message that would be a source of embarrassment
to the sender, the recipient, or to the Pl if the message were to be seen by others. Sending obscene,
harassing, offensive, and slanderous e-mails is strictly prohibited.

«  Plemployees should not overload the e-mail system with large files as e-mail attachments or with

frivolous or unnecessary “junk” e-mail or mass electronic mailings (SPAM).

«  Using e-mail for commercial purposes is prohibited.

6.10.2 Computer Security

Pl employees are responsible for taking full advantage of the security mechanisms included with the
computing systems, and for taking other precautions necessary to prevent theft and corruption of data.

«  Passwords should be chosen according to official guidelines given by the IT Department, changed

periodically, and never shared with unauthorized users.

« It is the responsibility of the individual to back up mail and computer data safely onto other

media, on a regular basis, and to secure backup against access or tampering.
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Offices should always be locked if faculty are not present, and laptops should be secured if in
public areas.

Faculty must log off of computers used in classrooms before leaving the room.

Necessary virus protection measures should be taken regularly.

6.10.3 Pl Computer Network Use

While the IT Department has the responsibility for setting up and maintaining procedures on the network,
each user is responsible for operating his or her computer with ethical regard for others in the shared
environment. These responsibilities include the following:

Testing software and checking all downloaded files for viruses that could have serious
consequences for other PCs and servers on Pl networks.

Never storing Pl passwords or confidential data on your laptop, home PC, floppies, CDs, or any
removable media.

Never attaching or detaching any hardware device from the Pl network, other than removable
storage devices, without explicit permission of the IT department.

Never copying Pl licensed software or data.

6.10.4 Internet Use

The resources, services, and inter-connectivity available via the internet introduce opportunities and risks.
The PI reserves the right to restrict access to sites it feels objectionable, which it does through scanning
software. However, access to necessary internet sites restricted by PI's scanning software can be restored
upon request. The following cautions also should be noted:

Never download or copy software without appropriate authority or license.

It is an offense to knowingly inject viruses into any system.

It is an offense to transmit material that is offensive, obscene, harassing, or slanderous to others.
Minor personal internet use is allowed; however, such usage must not interfere with faculty
duties, and it is illegal to browse for pornography over the internet.

6.11 Phone, Fax, and Mail

Faculty have individual phone numbers. Although phone and fax use is primarily for official communication
within the Pl and to the outside, faculty can use the phone service and send and receive faxes for limited
personal reasons. Faculty are issued a code to call long distance and to send faxes. Print-outs of phone calls
and faxes charged to each code and faculty are circulated each month and each faculty member is requested
to identify personal calls and faxes made with their codes. The cost of those calls is deducted from their salaries.
The phone number for PI's main reception desk is: +9712-607-5100. The general fax number for the Petroleum
Institute is: +9712-607-5200.

Many faculty and their dependents have private mail sent to the PI, although private post boxes can be rented
at post offices. Mail is not delivered to street addresses in the UAE. The address for mail to the Pl is:

Faculty Member
Petroleum Institute
P.O. Box 2533

Abu Dhabi, UAE
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6.12 Travel Policy and Allowances

The Petroleum Institute recognizes that faculty need to attend professional conferences and meetings to
maintain currency in their field, present papers, chair sessions, and to participate in professional society affairs.
Faculty also need to attend short courses and seminars for professional growth. Faculty are expected to travel
economy class to make faculty development travel available to as many as possible; however, faculty are
allowed to travel business class to North, Central, and South America, Australasia, Japan, and Korea or if on
Mission travel. Mission travel is travel undertaken at the specific request of the President. Programs may limit
the amount of business class travel further.

Faculty are paid an additional 50% of their per diem for business travel for lodging, food, and local transportation
for travel specifically to Europe, USA, Canada, Japan, South Korea, Hong Kong, and Taiwan. The per diem
for other destinations is AED1000. Conference registration and short course fees are paid separately. Other
business expenses can be claimed upon return to the Pl. Such expenses should be supported by receipts
whenever possible.

Travel costs, per diem, and conference fees normally are expended from Program budgets. It is recommended
that faculty include planned conference, short course, and other professional travel in their objectives in the
Faculty Objectives Form (see Appendix C) at the beginning of the calendar year.

6.13 Intellectual Property

Intellectual Property is property associated with ideas and creativity. Intellectual Property Rights, in turn,
are the legally enforceable rights associated with the intangible aspects of physical items, such as patents,
copyrights, trademarks, and designs.

The following restrictions and obligations apply to Intellectual Property created during employment at the PI:

« Intellectual Property created at the Petroleum Institute or using Petroleum Institute funds is the sole
property of the Petroleum Institute unless Intellectual Property rights are preempted by agreements

and third-party contracts approved by the PI.

« A written agreement between the Pl and an employee concerning ownership of Intellectual Property
rights should be obtained before initiation of research or creative projects that have the potential to
yield Intellectual Property.

« Itis the responsibility of an employee to notify the Pl administration in writing of any invention,
discovery, or created apparatus, or design that has potential value as Intellectual Property.

« An employee has a responsibility to keep records of any activity that may create Intellectual
Property.

«  The Petroleum Institute has the sole right to file and commercially exploit any patent application, with
the exceptions of Intellectual Property rights preempted by agreements and third-party contracts
approved by the Pl and of Intellectual Property jointly funded by the employee and the PI.

6.14 Copyright Law and Reproduction of Materials

Copyright and the reproduction of copyrighted material, both print and non-print, are regulated by UAE
Federal Law. The regulations are broadly similar to other copyright legislation worldwide, protecting the rights
of authors, but permitting limited photocopying under specified conditions. Special provisions cover material
reproduced for education purposes. Full details may be obtained from the Pl Library.
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6.15 Research Integrity

Faculty at the Petroleum Institute have a responsibility to conduct research using the highest ethical standards
and to assure that those standards are communicated to those that work under their supervision. The following
research misconduct and academic fraud are not tolerated:

- Fabrication of research, including the reporting of experiments, measurements, and data collection
that weren't performed.

«  Falsification and misrepresentation of data, such as the altering, manipulation, or selective reporting
of data with the intent to misrepresent results.

«  Plagiarism, or the representation of another’s work as one’s own or the failure to rightfully acknowledge
the contribution of other’s work.

«  Abuse of confidentiality or the unauthorized use of ideas and data gained from editorial review of
manuscripts or peer review of research proposals.

«  Any practice that significantly deviates from those commonly associated within the scientific and
engineering community for proposing, conducting, and reporting on research.

In contrast, inadvertent error and honest differences of opinion in interpreting data do not constitute research
misconduct.

All members of the Petroleum Institute are required to report instances of known or suspected research
misconduct or academic fraud to the administration. The academic administration has an obligation to
promptly investigate reported research misconduct or academic fraud whether the complaints came from
inside or from outside the PI. Such investigations will be conducted in a confidential manner to the maximum
possible extent consistent with the need to fully and fairly investigate complaints.

6.16 Conflict of Interest

Faculty must avoid real or perceived conflicts of interest with their duties and responsibilities to the Petroleum
Institute.

«  Faculty will not use their employment to give preferential benefit to anyone related by family or close
social or business relationship (see section 6.17 on Nepotism).

«  Faculty will not disclose or use confidential information gained by their Pl employment for the private
gain of themselves or others.

«  Faculty shall not engage in outside employment, including consultancies, unless such work does not
interfere with their Pl duties and is approved by the PI. (See section 3.4 on Consulting Policy and the
Request to Engage in Additional Professional Work Form in the Appendix).

«  Faculty shall not accept fees, gifts, payment of expenses, or other compensation if acceptance results
in preferential treatment of any person, loss of complete independence or impartiality of the faculty
member or results in the making of official decisions in a manner contrary to policy.

«  Faculty will not use PI time, property, equipment, or supplies for private gain.

6.17 Nepotism
The following rules shall apply to faculty at the Petroleum Institute concerning family members:

«  Faculty shall not use their employment to give any preferential benefit to anyone or to disadvantage
anyone related to the employee by family or marriage (see section 6.16).
- Faculty shall not act in a supervisory capacity with respect to a member of their immediate family.
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«  Faculty shall not make personnel decisions that affect a member of theirimmediate family.

Faculty are encouraged to refrain from similar conducts regarding personal acquaintances.

6.18 Health, Safety, and Environment (HSE)

The Petroleum Institute believes that protecting the health and safety of its students, faculty, and visitors and
preserving the environment are the highest priority of all its activities. The Pl has a Duty of Care obligation to
its students. The Pl will achieve HSE objectives by:

«  providing a safe and healthy workplace;

« minimizing environmental pollution and waste of natural resources and by recycling materials for
which local markets exist;

+ managing Health, Safety, and Environment (HSE) objectives with a priority equal to other institutional
objectives;

«  complying with the laws and statutes of the United Arab Emirates and with ADNOC HSE policies and
by applying more stringent HSE policies if necessary;

« ensuring that all students and employees are aware of and abide by the HSE Policy and that HSE is
given a central role in the educational program, meetings, decisions, and other Pl-related activities.

The Petroleum Institute implements HSE policy by:

« conducting HSE-critical activities, including formal Risk Assessment of laboratory and other activities,
in a manner that minimizes HSE risk to a level that is As Low As Reasonably Practicable (ALARP);

«  having a systematic and documented approach to HSE management with periodic audits;

« demonstrating a visible management commitment and living by the principle that HSE is everyone’s
business and that all accidents are preventable and unacceptable;

+ maintaining an HSE incident reporting and facility auditing system and by ensuring that follow-up
actions are completed within a reasonable time;

« setting targets for HSE performance improvement and by measuring and reporting on HSE
performance;

« having an HSE committee with administrative, faculty and student representation and an HSE officer
on staff to manage HSE aspects of the work and educational environment;

«  providing HSE training and awareness to students and employees.

Students are involved in the Risk Assessment process, beginning in the Foundation Program. This process
requires the identification of hazards and a detailed analysis of the associated potential risk. The evaluations
are carried out according to documented international standards and best-practice protocols. Appropriate
actions that target risk minimization are then introduced and the exercise repeated until risks have been
reduced to ALARP levels.

Advanced HSE courses are available to students, in order to provide the essential competency they will need
for employment in the oil industry.

6.19 Sexual Harassment and Hostile Working Environment

Sexual Harassment and creation of a Hostile Work Environment are not tolerated at the Petroleum Institute.

6.19.1 Sexual Harassment

Sexual Harassment consists of inappropriate and unwelcome verbal or physical conduct of a sexual nature.
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Sexual Harassment occurs when:

«  submission to inappropriate and unwelcome verbal or physical conduct of a sexual nature is
required for employment;

«  submission to or rejection of such conduct is used in employment decisions affecting a person;

« such conduct has the purpose or effect of unreasonably interfering with a person’s work
performance.

6.19.2 Hostile Working Environment

A Hostile Working Environment is created when verbal or non-verbal conduct has the effect or purpose of
creating one or more of the following conditions when:

« an intimidating, prejudicial, or otherwise offensive environment interferes with a person’s work
performance;

- intimidating, prejudicial, or otherwise offensive conduct threatens fair and impartial employment
decisions affecting an individual;

«  submission to intimidating, prejudicial, or otherwise offensive conduct requires unethical or
unprofessional actions on the part of the individual.

6.19.3 Complaint Procedure

All complaints by faculty alleging Sexual Harassment or existence of a Hostile Working Environment
must be submitted to an appropriate academic supervisor and to Human Resources. Complaints may
be filed at any time, but the Pl strongly encourages individuals to come forward as soon as possible after
the occurrence. An initial attempt will be made to resolve the matter through meetings with the parties
involved. If unable to be resolved, formal written complaints must be submitted, with specific factual
matters set forth, to assist any investigation by administration.

6.20 Smoking

Smoking is prohibited inside all Pl buildings. Smoking is permitted outside of buildings only where indicated.
Appropriate receptacles must be used for refuse.

6.21 Drugs and Alcohol

It is a serious crime to use or possess illegal drugs in the UAE. The consumption or possession of alcoholic
beverages or illegal drugs on Pl premises is prohibited. The serving of alcoholic beverages and use of illegal
drugs at official Pl functions, on or off campus, is prohibited. The possession of alcoholic beverages in private
cars parked at the Pl is prohibited.

6.22 Disciplinary Action

The PI has established a Disciplinary Policy including rules and regulations for the safety and efficiency of
its work. It is, therefore, essential that such Policy be observed by all to protect the interests of the Pl and its
personnel. Please refer to the Human Resources Policies and Procedure Manual for details.
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6.23 Grievance and Appeal Procedures

The Pl established Discipline Policy, rules and regulations for the safety and efficiency of its work. It is, therefore,
essential that such Policy, rules and regulations be observed by all to protect the interests of the Pl and its
personnel. The type of disciplinary action will depend on the nature and seriousness of the offense. Please
refer to the Human Resources Policies and Procedure Manual for the specific policies.

6.24 Graduate Assistants

The PI offers financial support in the form of Graduate Teaching Assistantships (GTA) and Graduate Research
Assistantships (GRA). The GTA and/or GRA receive benefits including a monthly stipend to perform teaching
and/or research duties. The GRA is awarded to highly qualified students who are selected on a case by case
basis and may sign a binding contract with the PI to be obligated to work for the Pl and/or its sponsors once
theirgraduate studies are completed. The stipend and benefits structure for the fellowships is normally different
than those of the graduate teaching/research assistant. Students with a GTA and a GRA have contracts with
Pl as Graduate Assistants performing teaching/research duties in their respective programs at the PI. It is the
policy of the Petroleum Institute that graduate assistants at the Pl abide by all policies stated in the Graduate
Assistants section as well as other Pl policies where applicable.

Work Load

During Fall and Spring terms, graduate assistants are required to work an average of 20 hours per week for
each week of the semester. During the Summer session when classes are not in session, graduate assistants
are required to work 40 hours per week for each week of the semester. Responsibilities could include tasks
involving teaching only, research only, or a combination of teaching and research. The Program Director will
assign tasks in accordance with the budget plans.

Nature of the Responsibilities

Students holding graduate assistantships or fellowships may not be assigned regular classroom instruction
duties nor serve as instructor of record for any course. They may only be assigned duties which are extra to
regular classroom instruction. All duties performed by teaching assistants shall be under the supervision and
direction of a designated member of the faculty.

Duties may include holding student practice sessions, discussion sessions, providing assistance in laboratories,
recitation sessions, review sessions and similar activities. They may also include performing data collection,
assisting in designing and conducting experiments, analyzing data, and writing final reports. In addition,
teaching assistants may be assigned to hold office hours, hold student conferences, mentor undergraduate
students, assist the professor in evaluating students work, and perform other specified common academic
duties.

Qualifications

The Petroleum Institute only appoints students enrolled as degree-seeking students with full admission in
one of its graduate programs as graduate assistants. They must be in good academic standing and make
satisfactory progress toward a graduate degree.

Pay Structure and Term of Appointment

The Petroleum Institute has a number of competitive graduate research/teaching assistantships positions that
it offers to highly qualified students. Students assigned to GRA and GTA positions are required to maintain a
minimum GPA 3.25. There are two levels for the classification of graduate assistantships. These levels are based
on the degree being pursued and determine the stipend level that is awarded.
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Level I: Awarded to students enrolled in a master’s degree program.
Level Il: Awarded to students enrolled in a doctorate program.

Stipends may vary within each level depending on experience and progress toward the degree. Stipends and
contract details are approved by the Provost and announced to Directors. In general, appointments are on a
year-by-year basis and may be renewed if the performance meets expectations and the specific academic unit
and/or the sponsor employing the candidate determines that it is to the benefit of the institution.

Supervision and Instruction

Each of the graduate assistants shall be under direct supervision of a regular member of the faculty to whom
the GTA, GRA, or GFA shall report on a regular basis regarding the performance of their responsibilities. The
supervising faculty shall, at the end of each semester, file with the Director of the employing program a written
evaluation of the performance of graduate assistant(s) under her/his supervising faculty’s direction. The
evaluation shall become a permanent part of the graduate assistant’s personnel file. Clear instructions on their
duties will be provided to the graduate assistants by the employing program. In the case of teaching assistants,
the employing programs may provide instruction to the teaching assistants if needed to prepare them to carry
out their assigned responsibilities.

Termination

Graduate assistants are expected to conform to the same standards of conduct in the performance of their
academic responsibilities as are members of the PI faculty with regard to respecting the rights of students
and upholding the academic standards of the Petroleum Institute. A graduate assistant appointment may be
terminated before expiration of the specified time under unusual and compelling conditions, such as:

incompetence, inefficiency, or neglect of duty;

misconduct that is job-related;

delinquency in academic work;

chronic physical or mental ailment or defect that interferes with the graduate assistant’s performance
of required duties;

academic misconduct;

violation of the Statement of Rights and Responsibilities for Academic Integrity; and

7. voluntary mutual agreement
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Except in the most egregious instances, the graduate assistant will receive written notice of termination at
least one month before the effective date.

Vacation and Leave

Graduate assistants are allowed 20 working days (4 weeks of calendar days) vacation per year and are allowed
a limited amount of time, to be determined by Program Directors on a case by case basis, for absence due to
unexpected sickness, family or any other emergency. Exceptions to this policy have to be approved by the

Provost on a case by case basis.
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Chapter 7:
REVISION OF THE FACULTY HANDBOOK

Revised editions of the Petroleum Institute Faculty Handbook are published regularly and approved revisions
might be published more frequently on the Pl web page. Revision of the Faculty Handbook is the responsibility
of the Faculty Handbook Committee (FHC), which reports to the President. Members of the FHC are nominated
by the programs and are submitted to the President’s office for approval. One member of the Faculty Handbook
Committee will be a representative from the President’s Office.

The FHC is responsible for reviewing the Handbook on a regular and frequent basis and for discussing,
preparing, and proposing amendments. Changes and amendments to the Faculty Handbook also can be
proposed to the FHC by any member of the faculty or administration or can originate from the other academic
committees. The FHC must strive to ensure that amendments reflect the true policy and operation of the
Petroleum Institute and that advice in the Handbook is useful and accurate. The FHC also has an obligation to
consult with the faculty concerning changes and to consult with legal experts when required. Amendments
are incorporated into the Faculty Handbook by the FHC when approved by the Governing Board, Academic
Management Committee, and/or the Executive Management Committee.
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APPENDIXA.

Student Evaluation of the Learning Environment Form
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Student Evaluation of the Learning Environment Form

Please complete this form using the pencil provided. If you wish to change an answer,
use an eraser. Your answers will be used to improve the quality of your learning
experience at the Petroleum Institute. Your answers are important. Please consider
each question carefully before answering. Your individual answers are confidential and
will not be given to your instructors.

Course Section

Date: Instructor’'s Name
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Strongly Agree | Neutral | Disagree St.rongly N/A
Questions about your instructor Agree Disagree
1. Instructor is enthusiastic when teaching. O O O O O O
2. Instructor’s teaching is interesting. O O O O O O
3. Instructor speaks clearly. O O O O O O
4. Instructor explained the lessons clearly. O O O O O O
5. Lessons were well organized. O O O O O O
6. Students were encouraged to discuss the o o O o o O
lessons.
7. Students were encouraged to ask questions. O O O O O O
8. Instructor’s answers to questions were helpful. O O O O O O
9. Instruc'for made students welcome to ask for o o o o o O
help outside of class.
10. Instructor showed interest in student success. O O O O O O
Excellent | Good | Average Weak Poor N/A
11. Overall the instructor was: O O O O O O

For each answer where you gave a‘Strongly Agree’ or ‘Strongly Disagree), please explain below:
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Questions about the Strongly Agree Neutral Disagree St'rongly N/A
course Agree Disagree
12.1have learned a lot. O O O O O O
13.1am learning something o o o o O o
valuable.
14.1find the course interesting. O O O O O O
15. Feedback given on
assessments and graded O O O O O O
materials is helpful.
16. Methods of eval.uatlng o o o o o o
student work are fair.
17. Homework is helping me to o o o o o o
learn.
18. Labs are helping me to learn. O O O O O O
19.The course textbook and
readings are helping me to O O O O O O
learn.
2.0. Course workload is at the o o o o o o
right level.

Excellent Good Average Weak Poor N/A
21.The quality of this course is: O O O O @) O
22.What is your mid-semester A C D F
grade? O O O O O O

Write below any additional comments you would like to make:

The Petroleum Institute
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APPENDIX B.
Faculty Objectives Form
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Faculty Objectives: Year

Name
Program
Petroleum Institute

END OF THE YEAR
OBJECTIVES DELIVERABLES TARGET DATES PROGRESS AGAINST END OF THE YEAR
EVALUATOR COMMENTS
OBJECTIVES
Teaching ( %)
Scholarly Activities ( %)
Service ( %)
Faculty Signature and Date
Program Director Signature and Date
END OF THE YEAR
OBJECTIVES DELIVERABLES TARGET DATES PROGRESS AGAINST END OF THE YEAR
OBJECTIVES EVALUATOR COMMENTS

The Petroleum Institute
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APPENDIX C
Request to Engage in Additional Professional Work Form
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The Petroleum Institute

Academic Affairs Division

Request to Engage in Additional Professional Work

Name
Position
Grade

Description of Activity

Justification / Objectives

Describe how Pl Educational Responsibilities will be covered during time away from Campus

Conflict of Interest Statement

(Required when the sponsoring Agency is not ADNOC, OPCO’s or PI Stakeholders)

APPROVALS |

Program Director
Date:

Provost
Date:

President (Acting)
Date:
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Location Map
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Directions to The Petroleum Institute

The Petroleum Institute is located on the mainland near Al Maqta Bridge about 23 km from downtown Abu Dhabi and 17
km from Abu Dhabi International Airport. The campus is in an area called Sas Al Nakhl and/or Umm Al Nar (both names are
used on road signs). Exits from Airport Road (also called Highway 2) are clearly marked near Al Magta Bridge.
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Campus Map

1- Zarkuh - Foundation Program

2- Bu Hasa — Arts & Sciences and ChE Programs

3- Ruwais - EE, ME, PE and PGE Programs

4- Umm Shaif - H&SS Faculty, Offices and Classrooms
5- Habshan — Library and Administration

6- Arzanah — Women'’s College

7- Mosque

8- Asab.- Sports Halls, Recreation & Fitness Centers

9- Football Fields

10- Satah - Dining Hall
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11- B 11 - Student Hostel

12- B 21 - Student Hostel

13- Heil - Student Hostel

14- B 22 - Student Hostel

15- Bu Danah - Student Hostel and Umm Al Nar Club
16- Bundugq - Student Hostel

17- Abu Albokhoosh - Student Hostel

18- Jarnin - Student Hostel & ADNOC Health Clinic
19- Delma - Student Hostel

20- ADNOC Technical Institute






The Petroleum Institute

P.O. Box 2533

Abu Dhabi

United Arab Emirates
Telephone: +971 (0)2 607 5100
Fax: +971 (0)2 607 5200
http://www.pi.ac.ae

Email: General inquiries
enquiries@pi.ac.ae.

The Petroleum Institute is located on
Airport Road midway between Abu
Dhabi center and the Abu Dhabi airport.

Abu Dhabi
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