
 



 

 

 
Page | 1  

 

  

TABLE OF CONTENTS 



 

 

 
Page | 2  

 

Table of Contents 
Table of Contents ................................................................................................................................... 2 

1 Introduction .................................................................................................................................. 9 

2 MSA University Vision, Mission and Values ........................................................................... 13 

3 General Employment Practices ................................................................................................ 15 

 Equal Employment Opportunity ................................................................................................. 15 

 Employment Relationship with the University ........................................................................... 15 

 Staff Duties ................................................................................................................................. 15 

4 Code of Conduct ......................................................................................................................... 17 

 Code Applicability ...................................................................................................................... 17 

 Code Operation: Decision-Making ............................................................................................. 17 

 Honest and Ethical Conduct........................................................................................................ 18 

 Compliance ................................................................................................................................. 20 

 Protection of MSA University Resources ................................................................................... 21 

 Grievance for this Code .............................................................................................................. 23 

5 Non-Discrimination and Anti-Harassment.............................................................................. 25 

 Purpose ........................................................................................................................................ 25 

 Scope ........................................................................................................................................... 25 

 Policy Statement ......................................................................................................................... 25 

 University Obligations ................................................................................................................ 26 

 Definitions................................................................................................................................... 26 

 Non-discrimination, Anti-harassment and Retaliation Procedures ............................................. 29 

Reporting Discrimination, Harassment and Retaliation Incidents ....................................................... 29 

 Roles and Responsibilities .......................................................................................................... 31 

 Policy Administration ................................................................................................................. 32 

Supporting Policies .............................................................................................................................. 32 

Related Documents and Supporting Procedures .................................................................................. 32 

Egyptian Legislation mandating compliance ....................................................................................... 32 

6 Diversity, Inclusion and Equal Opportunity Policy ............................................................... 34 

 Purpose ........................................................................................................................................ 34 

 Scope ........................................................................................................................................... 34 

 Policy Statement ......................................................................................................................... 34 

 Definitions................................................................................................................................... 35 

 Diversity, Inclusion and Equal Opportunity Procedures ............................................................ 37 

 Roles and Responsibilities .......................................................................................................... 39 

 Policy Administration ................................................................................................................. 40 

7 Workspace Standards ................................................................................................................ 42 



 

 

 
Page | 3  

 

 Office Space Management .......................................................................................................... 42 

 Inappropriate Behavior ............................................................................................................... 42 

 Smoke Free University ............................................................................................................... 43 

 Drug-Free Workplace ................................................................................................................. 43 

 Dress Code .................................................................................................................................. 43 

 Security ....................................................................................................................................... 45 

 Information Systems ................................................................................................................... 45 

 Emails ......................................................................................................................................... 45 

 University Owned Equipment..................................................................................................... 46 

 Software Access .......................................................................................................................... 46 

 Internet Usage ............................................................................................................................. 46 

 Printing and Photocopying .......................................................................................................... 46 

 Communication ........................................................................................................................... 46 

 Cars Parking ................................................................................................................................ 47 

 Meeting Rooms Reservation ....................................................................................................... 47 

8 Covid-19 Safety Policy ............................................................................................................... 49 

 Purpose ........................................................................................................................................ 49 

 Scope ........................................................................................................................................... 49 

 MSA University Obligations ...................................................................................................... 49 

 Policy Statement ......................................................................................................................... 49 

 Safety Measures .......................................................................................................................... 50 

 Campus Facilities ........................................................................................................................ 51 

 Covid-19 Safety Procedures ....................................................................................................... 51 

 Policy Administration ................................................................................................................. 54 

9 Recruitment and Hiring ............................................................................................................ 57 

10 Personnel Affairs ........................................................................................................................ 59 

 Personnel Required Documents .................................................................................................. 59 

 Identification Cards for Appointed Staff .................................................................................... 59 

 Probation Period.......................................................................................................................... 59 

 Staff Information Update ............................................................................................................ 60 

11 Attendance and Vacations ......................................................................................................... 62 

 Working Hours and Attendance.................................................................................................. 62 

 General Guidelines: .................................................................................................................... 62 

 Public Holidays ........................................................................................................................... 63 

 Leaves ......................................................................................................................................... 63 

 Absenteeism and Tardiness......................................................................................................... 67 

12 Performance Management ........................................................................................................ 69 



 

 

 
Page | 4  

 

 Purpose ........................................................................................................................................ 69 

 Scope ........................................................................................................................................... 69 

 Policy .......................................................................................................................................... 69 

 Principles..................................................................................................................................... 69 

 Objectives ................................................................................................................................... 69 

 Performance Management Policy and Procedures ..................................................................... 70 

 Key Roles and Responsibilities .................................................................................................. 71 

13 Learning and Development (L&D) .......................................................................................... 74 

 Staff Orientation and Onboarding ............................................................................................... 74 

 Learning & Development Process .............................................................................................. 75 

 Learning & Development Categories ......................................................................................... 75 

 Evaluation ................................................................................................................................... 76 

 Internal Trainers Program ........................................................................................................... 76 

14 Transfers and Promotion .......................................................................................................... 78 

 Transfers Policy .......................................................................................................................... 78 

 Promotions Policy ....................................................................................................................... 80 

15 Compensation and Benefits ....................................................................................................... 83 

 Payroll Process ............................................................................................................................ 83 

 Rewards Classifications (Salary Increments) ............................................................................. 83 

 Benefits ....................................................................................................................................... 83 

 Business Travel ........................................................................................................................... 86 

 Academic Fund Policy ................................................................................................................ 86 

16 Grievance Policy......................................................................................................................... 89 

 Policy Purpose ............................................................................................................................ 89 

 Policy Scope................................................................................................................................ 89 

 Policy Statement ......................................................................................................................... 89 

 Definitions................................................................................................................................... 90 

 Grievance Procedures ................................................................................................................. 90 

First Level Resolution: FACILITATION ........................................................................................ 90 

Second Level Resolution: MEDIATION ......................................................................................... 90 

Third Level Resolution: HEARING COMMITTEE ...................................................................... 91 

 Appeals ....................................................................................................................................... 91 

 Confidentiality ............................................................................................................................ 91 

 Documentation ............................................................................................................................ 91 

 Time Limits ................................................................................................................................. 91 

 Roles and Responsibilities ......................................................................................................... 91 

Staff Members .................................................................................................................................... 91 



 

 

 
Page | 5  

 

Line Managers and Supervisors ....................................................................................................... 92 

Role of Human Resources Department............................................................................................ 92 

17 Termination of Employment ..................................................................................................... 94 

 Types of Terminations ................................................................................................................ 94 

 Return of University Property ..................................................................................................... 95 

 Exit Interview.............................................................................................................................. 95 

 



 

 

 
Page | 6  

 

 

I. Message from MSA University  

Head of Board of Trustees (HBT) 

As the global community moves into the 21st century, the significance of educating a new 
generation of entrepreneurs and transformative leaders equipped with the intellectual 
perspective of liberal learning and tools are as important as any other time in history.  
The ability to think critically, to write and speak clearly, to make ethical judgments, to innovate 
and accelerate innovative concepts, build entrepreneurial mindsets and to understand the 
fundamental economic forces, these are the qualities essential to effective leadership in our 
ever-changing global environment. These are the essences and hallmarks of a MSA education. 
 
Producing career-ready graduates has always been central to our mission. Through a process 
that includes career exploration and professional preparation, we connect you with career paths 
and foster the skills and mindset needed for professional advancement.  
 
When you join MSA, you will find exceptional experiences that allow you to grow and develop, 
explore new interests, and fully realize your potential, have a career direction and the 
confidence needed for success in your chosen field. 
 
Lastly, becoming part of our Family means you are part of a close-knit community that will 
support you from day one and help you achieve your vision of success. Our mission is to help you 
grow, discover, and realize your aspirations. Whether you want to develop your leadership skills, 
explore your passion for the arts, serve our community, conduct your own research, or pursue a 
certain career/field. You will find mentors in our faculty, staff, and coaches through our campus’ 
rich social and cultural life, you will make connections and friendships that will last a lifetime. 
 
Welcome to our family. 
 
Dr. Nawal El Degwi 
Head of Board of Trustees- HBT 
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II. Message from MSA University President  

 
Greetings, and welcome to MSA University!  
 
We are committed to the relentless pursuit of excellence in education and research. The MSA 
community is deeply committed to contributing to a better future for Egypt.  Our success can be 
contributed to many factors: our talented and dedicated faculty, the energy, enthusiasm and 
inventiveness of graduate and undergraduate students, the dedication and support of excellent 
staff, the passion of our alumni to make a difference in their communities, the support and active 
engagement of our international partners. 
 
We aspire to position MSA as a research-intensive and student-centred university, which fosters 
an institution-wide commitment to creating a strong, healthy future for our students and for our 
local and global communities and to become a national leader in many areas of critical research 
and creative endeavor. We take pride that our faculty are committed and inspiring teachers that, 
offer our students a research-enriched education complemented by applied, clinical and work-
integrated learning opportunities. 
 
In this Employee Handbook, you will find the Employment policies and practices currently in place 
at the university. I hope you will find this resource helpful as you navigate your time working with 
us. One of the things I love most about MSA is the people who make this institution so special.  
Staff like you work diligently, and often behind the scenes, so that we can fulfill our mission to 
improve lives in service of the greater good. From; research to admissions, marketing, IT, facilities, 
finance, and more —you play an integral role in helping the university move forward and helping 
our students prepare to become the world’s next leaders.  
Thank you again for taking part in this exciting journey and our long history of commitment to our 
students.  
 
With your support and dedication, I look forward to seeing where that momentum will take us 
next as I am confident that together we will achieve more. 
 
Sincerely, 
Prof. Dr. Khayri Abdel-Hamid 
University President 
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1 Introduction 
 

ABOUT THE UNIVERSITY 
 

Professor. Doctor Nawal El Degwi established the October University for Modern Sciences and Arts 
(MSA) in 1996, with the mission to pursue educational excellence and provide the best educational 
offerings in all disciplines, based on the application of the latest technologies, with a tendency not 
only to react to change but also to lead it.  
 
MSA University is founded on a distinctive ethos that places our students at the centre. We provide 
an environment of academic excellence, discovery and development for the next generation of global 
professionals and leaders.  
 
As Egypt’s first private university, we have always thrived on the investment that our students make 
in their own future, the commitment of our staff and the support from a strongly engaged 
community. The exceptional quality of our students’ experience has always been a hallmark of MSA 
University.   
  
We are committed to educational excellence, deep engagement between academics and their 
students, and the personal and transformative development of MSA people. 
 
Working at MSA University is a unique and enriching experience. Our faculty and students are 
pioneers, discoverers, teachers, scholars, and change agents. We ask tough questions and pursue 
knowledge with rigor because we believe in the power of entrepreneurship and original ideas.  
 
What a unique opportunity to be a part of and support such a dynamic and unique organization 
 

Welcome to MSA  
 
As a leading University of higher education, our goal is excellence in teaching, research, and 
community engagement. In order to maintain our leadership role, we depend on each academic 
and non-academic staff to act as a representative of and support the University.  
 
We value integrity and open communication and expect our Staff Members to be honest, 
innovative, and industrious. 
 
Welcome to MSA University! We hope your association with MSA will be as enjoyable as it is 
productive. We appreciate your assistance in building a respectful, inclusive work environment that 
is welcoming to all Staff Members, students and visitors. 
 

Purpose  
 
The purpose of the Employee Handbook is to provide information and guidance to staff about 
working at the University and our workplace culture. As in any community, there are guidelines that 
govern how we work together and help us carry out our common mission.  
 



 

 

 
Page | 10  

 

This Employee Handbook includes all the needed information to manage, develop and support our 
people, presented in MSA’s policies written in an easy and clear way for all Staff Members. This 
handbook not only outlines MSA’s policy towards the various phases of the employer-Staff Member 
relationship, but it also indicates how policy is to be administered. 
 
Consequently, we encourage staff and line managers to read and become familiar with the policies 
of the University and their respective Faculties and Departments and should be able to use this 
handbook as a guidebook when he or she needs to apply MSA policy in a given situation. Every Staff 
Member should feel free to consult this handbook to assist him / her in the interpretation of MSA 
policy. 
 
Faculties and Departments may have additional procedures or guidelines, which are specific to their 
needs and supplement these policies. 
 
Staff are expected to be familiar and comply with the policies in this Handbook, the 
University’s Human Resources Policies as well as other University policies. 
 

Management’s Rights: 
This Handbook describes employment general policies and procedures for MSA University. This 
Handbook should not be construed as or constitute an offer of employment for any specific 
duration, nor is it intended to state any terms of employment.  
 
Responsibilities: 
The Handbook is produced and updated by the Organization Development Section - Human 
Resources Division. Should you require any support or advice on applying the contents of this 
Handbook, or alternatively have suggestions on how to improve it, please contact the Organization 
Development Section - Human Resources Division. 
 
Staff are responsible for reading, understanding and complying with the provisions of this Employee 
Handbook. 
 
Changes in Policy:  
No employee handbook can anticipate every circumstance or question about policy. As the 
University continues to grow, the need may arise to change policies and benefits, including those 
covered here and those pertaining to individual faculties and departments.  
 
This handbook supersedes all prior versions, and MSA University reserves the right to change, 
modify, suspend, interpret or cancel its policies and practices at its sole discretion and without 
advance notice. This right extends to both published and unpublished policies. 
 
Amendments and Additions: 
MSA policies are regularly reviewed and continuously improved in line with changes to employment 
legislation and best practices. We also continue to develop new policies to support our drive to be 
recognized as an “Employer of Choice”. 
 
This handbook supersedes contrary policies issued prior to its release. Subsequent changes will be 
effective on dates determined by the University and staff may not rely on policies that have been 
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superseded. Staff who are uncertain about any policy or procedure should check with their line-
managers or the Human Resources Division for clarification. 
 
This Employee Handbook will remain in effect until changes are considered necessary. However, 
any such change to be made on any policy or practice will be made only after consideration is given 
to the handbook advantages, benefits, and implications of such changes on supervisors or 
managers and on other Staff Members of MSA University.  
 
Any new amendments and/or updates to the present policy and practices, should such changes be 
warranted and approved, timely notification will follow. This Handbook is for your convenience and 
quick reference. 
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2  MSA University Vision, Mission and Values  
                                                                                                                                                                                                                                                                                                  

Our Vision 
 
October University for Modern Sciences and Arts (MSA) will be among the top five hundred 
universities worldwide leading Education, Scientific Research and Community Service. 
 

Our Mission 
 
October University for Modern Sciences and Arts (MSA) is a leading Egyptian private higher 
Educational institution with solid British universities partnerships, offering advanced undergraduate 
and graduate academic programmes that support entrepreneurship, meet job market needs, and 
run applied scientific research, in addition to providing distinguished community service, enhancing 
its affiliates’ competencies, using contemporary technology and administrative systems, and 
complying with local and international quality standards. 
 

Our Values 
 

 Student Centred 
 Entrepreneurial Spirit 
 Accountability 
 Institutional Loyalty 
 Inclusiveness 
 Credibility 
 Commitment to Quality 
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3 General Employment Practices 
 

 Equal Employment Opportunity 

 
Equal employment opportunity has been, and will continue to be, a fundamental principle at MSA 
University, where employment is based upon personal capabilities and qualifications without 
discrimination based on: race, color, religion, sex, national origin, disability “when appropriate to 
the position”, height, weight, marital status, or any other protected characteristics as established 
by law.  
  
The policy of Equal Employment Opportunity applies to all policies and procedures relating to; 
recruitment and hiring, compensation, benefits, termination and all other terms and conditions of 
employment.  
 

 Employment Relationship with the University 

 

The University values diversity and champions the fundamental principle of treating others with 
respect. The University also is committed to providing a safe work environment in 
which; discrimination, harassment, and acts or threats of violence are not tolerated. The University 
expects its staff to treat each other and those with whom they have business dealings on behalf of 
the University with; respect, honesty, integrity, and civility.  

MSA University ensures that when staff deal openly and directly with Line-managers; the working 
environment is excellent, communications are clear, and attitudes are positive.  

MSA University demonstrates its commitment to staff by responding effectively to staff concerns. 
 

 Staff Duties 

 

• Comply with; all laws, rules, regulations, University policies and procedures 
• Professionally commit to the work he/she was assigned for 
• Not to disclose the University’s confidential information 
• Work with adequate dedication and effort 
• Keep the University property in a good condition 
• Not to compete in business against the University while still working for it as a Staff Member 
• Not to accept bribes 
• Be prepared to change according to the job requirements; for example, if computers or other 

machinery are introduced to help the Staff Members do their job 
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4 Code of Conduct 
 

 Code Applicability 

This Code of Business Conduct applies to all MSA University Academic and Non-academic staff. 
This code is not a contract of employment. 
 

 Code Operation: Decision-Making 

MSA University will not tolerate fraud, deceit or concealment. 
Decisions must be based on factual evidence and fairness, no bias or prejudice. 
Decisions must be based on strict principles of right and wrong as defined set forth in this code. 
 
Compliance with Code 
All staff must comply with the code of conduct, which is intended to support the management in; 
taking good and fair decisions, executing the right and proper actions and to comply with relevant 
laws, rules and regulations. 
 
All staff covered by this code are expected to demonstrate; integrity and leadership by; complying 
with the code themselves, promoting, fostering and boosting compliance by others. 
 
Promotion of and adherence to this code are essential elements in evaluating the performance of 
everyone to whom this code applies. 
 

Reporting and Escalations  
MSA University encourages staff if they become aware of any violations or potential violations of 
the code of conduct, or have complaints or concerns regarding; accounting, internal accounting 
control, or auditing matters, must promptly and immediately notify the appropriate party or to 
directly report the case to the Human Resources Division. 
 

For any questions or concerns about interpreting or applying this code, or any related MSA 
University standards, procedures, policies, or instructions, please contact: 
 

1. Your line-manager, Department head, the faculty Vice Dean, or the faculty Dean 
2. Another manager, Supervisor, or Department head 
3. A Human Resources representative/ Director 
4. A representative in the Legal Affairs 
5. The Head of Quality Assurance Centre 
6. The University President 

 

Any reports, concerns or complains are kept confidential to the possible extent while still allowing 
MSA University to investigate and take appropriate action. 
 

MSA University will not tolerate any kind of retaliation or reprisal against anyone who makes a 
good faith report regarding violation or potential violation of the code. 
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 Honest and Ethical Conduct 
 

Principle 1: Fair Dealing  
Each Staff Member will deal honestly and ethically with MSA University's stakeholders, such as 
academic and non-academic staff, students, workers, suppliers, partners and competitors. 
 
All staff members will treat people fairly and honestly, not taking unfair advantage of anyone 
through manipulation, concealment, abuse, reprisal of privileged or otherwise undisclosed 
information, misrepresentation of material facts or any other unfair-dealing practices. 
 

Principle 2: Avoiding Conflict Of Interest 

A conflict situation can arise when one of the staff takes action or has interest that may make it 
difficult to perform our MSA University work objectively, fairly, effectively and efficiently. 
 
Staff members must avoid any investment, interest, or association that interferes or might interfere 
with the independent exercise of their own individual best judgment, and with their obligation to 
perform their responsibilities in the best interests of MSA University. 
For example: Private business (ex. Training agency, any educational institute or education service 
provider, Private paid teaching classes …etc.) as this may lead to contract termination.  
 
When presented with opportunities related to MSA University's business interest, staff members 
must first offer those opportunities to MSA University. 
 
Staff members will not:  
(a) Take for themselves personally, or for members of their household, acquaintances or close 
relatives, opportunities that are discovered through the use of MSA University property, 
information or position. 
(b) Use MSA University property, information, or position for personal gain. 
(c) Hold any employment, managerial, directorial, consulting or other position with any company or 
university which is a competitor of MSA University. 
 
Principle 3: Bribery and Gifts  
Staff members will not; seek, accept, offer, promise, or give (directly or indirectly) anything of 
monetarily value – indicating payments, fees, loans, services, favors or gifts from or to any person/ 
student or firm as a condition or a result of doing business with MSA University, otherwise it will be 
considered a sort of bribe. This may lead to legal actions.  
 
Principle 4: Protection of Confidential Information of Staff/Students and Others 
The disclosure of confidential information regarding; MSA University's business, financial, legal, 
regulatory or scientific operations, whether intentional or accidental, can adversely affect the 
financial stability and competitive position of MSA University and the job security of its Staff 
members. 
 
"Confidential Information" means all non-public information in MSA University's possession, 
whether through; internal or external development that might be of use to competitors, or harmful 
to the financial stability or competitive position of MSA University if disclosed, including but not 
limited to: 
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- Personal data 
- Students database. 
- Financial, accounting data 
- Suppliers data (names of suppliers, pricing, source of supply, and anticipated requirements) 
- Results of Regulatory inspections/ audit 
- Business Plans, and updates to business plans 
- Potential business agreements, licenses, partnership, accreditation, or other business deals 
- Regulatory filings and approval dates 
- Marketing and sales information 
- All other know-how trade secrets 

 
Staff members must not accept non-public information provided by staff/student, supplier or other 
party with the condition or understanding that it is kept confidential unless such information is 
subject to a written confidential disclosure agreement or confidentiality: provision drafted or 
approved by the Legal Division. 
 
Staff members must maintain the confidentiality of information entrusted to MSA University by a 
student/ staff member or other third party, except when disclosure is legally mandated as 
determined by the Legal Division. 
 
Staff members must not seek or accept confidential information of or about competitor in an illegal 
or unethical manner. 
 
If Staff members have confidential information about a former Staff Member or any other entity 
with which they were previously affiliated, they are expected to abide by their obligation to keep 
such information confidential. MSA University will not require and does not want staff to use or 
disclose such information in their capacity as a tutor or Staff Member of MSA University. 
 
Principle 5: Non-Discrimination and Anti-Harassment 
MSA University strives to establish and maintain a work environment in which all individuals are 
treated with respect and dignity and to create an environment that supports, encourages and 
rewards career and educational advancement based on ability and performance.    
 
The University prohibits discrimination, harassment and retaliation against employees, students, 
interns, contractors and other third parties conducting business with the University.  Discrimination 
or harassment based on race, gender and/or gender identity or expression, color, creed, religion, 
age, national origin, ethnicity, disability, veteran or military status, sex, sexual orientation, 
pregnancy, genetic information, marital status, citizenship status, or on any other legally prohibited 
basis is unlawful and undermines the character and purpose of the University. These are considered 
forms of employee misconduct and sanctions will be enforced against individuals engaged in such 
misconduct.  
 
Any form of retaliation against anyone who has complained of and/or reported discrimination, 
harassment or has participated in an investigation of such a complaint, regardless of whether the 
complaint relates to the complaining person or someone else, will not be tolerated, violates this 
Policy law and may result in discipline. 
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More information about the Non-Discrimination and Anti-Harassment procedures are provided in 
details in the Non-Discrimination and Anti-Harassment Policy. 
 
Principle 6: Diversity, Inclusion and Equal Opportunity  
 

MSA University recognizes its ethical and legal obligation to provide a work environment in which 
employment opportunities are open to all qualified individuals.  
 
The University states the right of any individual/employee to apply and/or to be evaluated for 
employment opportunities without regard to any discriminative basis and it guarantees everyone 
the right to be considered solely based on his/her ability to perform the duties of the job in 
question, with or without reasonable accommodations as appropriate.  In line with its commitment, 
the University will take affirmative action to recruit, hire, promote, and educate un-presented 
minorities, women, and individuals with disabilities. 
 
Main Principles  
The University is committed to the following principles: 
 
 Staff and students are encouraged to bring their capabilities, approaches, experiences and ideas, 

which reflect our diversity and inclusiveness. 

 All individuals have the right to be given equal and fair consideration for a 
position/transfer/promotion or other position related benefits regardless of race, colour, sex, 
sexual orientation, gender identity or intersex status, pregnancy, age, marital status, physical or 
mental disability, family or careers’ responsibilities, religion, political opinion, national extraction, 
social origin, and or any other discriminative basis.  

 Provides reasonable accommodations for qualified faculty and staff with disabilities to allow 
them to perform the essential functions of their jobs. 

 Insuring that promotion decisions are in accordance with principles of equal employment 
opportunity by imposing only job related requirements for promotional opportunities.  

 Recruiting, hiring, training, retaining, and promoting individuals, in all job classifications, without 
regard to any discriminative basis. 

 Insuring that all personnel actions, such as compensation, benefits, transfers and leave policies, 
are administered without regard to any discriminative basis. 

 
More information about the Diversity, Inclusion and Equal Opportunity procedures are provided in 
details in MSA University Diversity, Inclusion and Equal Opportunity Policy. 
 

 Compliance  

 

Principle 7: Compliance with Laws and MSA University Standards, Policies and Procedures 
All staff members are required to familiarize themselves with all the laws, rules and regulations that 
apply in the areas within the scope of our work responsibilities, including, as applicable, the 
following areas: 

- Official Leave(s) 
- Academic Promotions 
- Academic Degrees 
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- Deductions & Penalties 
- Disciplinary Actions 

 
Contact the Personnel or OD Sections for advice in any area where you have any questions. 
 
Staff members will comply with applicable University policies, and applicable policies and 
procedures issued by, for example, Departments of People & Organization Development, 
Purchasing, Quality Assurance, Finance, IT, etc. 
 

 Protection of MSA University Resources 

 
Principle 8: Protection of MSA University's Assets 
Staff members must safeguard MSA University's assets against loss, damage, carelessness, waste, 
misuse and theft. 
MSA University's assets, such as; intellectual property, electronic media, work time, equipment, 
funds, products and services, are intended for legitimate business use. 
 
Staff members must use MSA University's assets efficiently and for legitimate purposes, never for 
illegal or unethical purposes. 

 
 
Principle 9: Academic Material, Inventions, Discoveries, and Software 
MSA University reserves the rights to intellectual property created by Staff members as part of their 
jobs. Any academic material, course content development material, invention, discovery, product, 
or device-like software which results from activities carried out at the University or with substantial 
aid of its facilities or funds must be disclosed to the University, will become the property of the 
University, will be published on the e-learning system, and will be assigned to the University or a 
University-designated organization.  
The best practices should be shared and applied through MSA University. 
  
Guidelines: 

- If a researcher, staff member, or student develops any academic material in the course of 
his/her work, and/or with the aid of unit/University facilities and/or funds administered by 
it, there is an obligation to disclose academic material to the University. 

- Academic Material should be disclosed at the earliest possible date in their development.  
- Disclosure should be made with the Center of Excellence.  
 

Principle 10: Health and Safety 
MSA University is committed to protecting the health and safety of its Staff members. 
Staff members will act promptly to address any unhealthy or unsafe condition. 
This includes taking steps to protect the physical safety and security of MSA University Staff 
members. 
As MSA University considers the health and safety of the staff members a top priority, the Health 
and Safety dedicated the: safety@msa.edu.eg mailbox to receive any complaint or suggestion that 
relates to any arising or immediate safety and occupational health issues at the University. 
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Principle 11: Electronic Media Usage 
MSA University provides access to and use of electronic mail, the intranet, the internet, and other 
electronic media for business purposes to make it easier for MSA University staff members to 
communicate with each other and with appropriate outside parties – including students, suppliers, 
business partners, affiliates, international agents and government agencies. 
 
Staff members must not use MSA University's electronic media for any other purposes that violate 
applicable laws, rules and regulations or MSA University standard policies or procedures. This 
includes; transmission of threatening, obscene or harassing materials. 
 
Incidental personal use of electronic media that does not interfere with MSA University's business 
or a staff member’s performance of his or her responsibilities is acceptable, as long as such use 
does not include illegal, unethical or otherwise offensive subject matter. 
 
Except as otherwise provided by applicable law, no staff member has any right to privacy regarding 
use of or access to any electronic media provided by or through MSA University. MSA University 
may monitor or access staff use of its electronic media at any time in accordance with applicable 
law. 
 
 
Principle 12: Using Competitor’s Brand 
MSA Staff Members are required to use only: 

1. MSA official Emails for any form of communication related to their business. 
2. Stationary (office stationary, mugs, glasses, cups, block notes, pens, mouse pads, etc.) 
3. MSA official paper with the appropriate header and footer for official communication. 

 
MSA Staff members will not use or promote any competitors brand while being currently 
employed. 
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 Grievance for this Code  

Each staff member is responsible for their decision making and for adherence to the principles set 
forth in this Code of conduct.  
 
 
Internal Investigations 
 
MSA University will promptly investigate all alleged violations of this Code, or of any related MSA 
University standard, policy or procedure. Any allegations will be treated confidentially, to the 
extent consistent with MSA University's interests and its legal obligations. 
Staff Members are all expected to cooperate in the investigation of an alleged violation of the Code. 
 
If MSA University determines that corrective action is necessary to fix a problem and avoid the 
likelihood of its recurrence, MSA University will promptly decide what steps to take, including legal 
proceedings when appropriate. 
 
Disciplinary Action 
 
To the extent legally permissible under applicable law, appropriate disciplinary action will be taken, 
in relation to this Code or any related MSA University standard, policy or procedure, for: 
 
- Authorization of or participation in violations 
- Failure to report a violation or potential violation 
- Refusal to cooperate in the investigation of an alleged violation 
- Failure by a violator's supervisor(s) to detect and report a violation, if such failure reflects 

inadequate supervision or lack of oversight 
- Retaliation against an individual for good faith reporting of a violation or potential violation 
 
Disciplinary action may be activated, when appropriate, including dismissal. 
 
Disclaimer 
 
All staff members must certify, in writing or electronically, that they have received, read, 
understood, and shall abide by this Code. 
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5 Non-Discrimination and Anti-Harassment  
 

 Purpose 

MSA University has developed this policy to ensure and maintain a working and learning environment 
that is free from all forms of unlawful Discrimination including; discrimination, harassment and 
retaliation practices and that its entire staff can thrive in a healthy, inclusive working environment, 
providing each individual with the right to work in a professional atmosphere that promotes equal 
employment opportunities. 
 

 Scope 

This policy applies to all MSA University staff, students and applicants of all levels including but not 
limited to: 

 All University Academic and Non-academic staff in all aspects of their employment and 
termination relationship with the University. 

 All University applicants for employment, including; recruitment and hiring, allocating 
compensation and benefits and all other terms and conditions of employment. 

 All University applicants for admissions to educational or University-sponsored programs, 
activities, or facilities. 

 All University students in all aspects of their participation in the University’s educational 
programs and activities. 

 All persons or groups participating in or accessing University-sponsored programs, activities, 
or facilities. 

 All vendors or contractors and third parties in all aspects of their relationship with the 
University. 

 

 Policy Statement 

MSA University strives to establish and maintain a work environment in which all individuals are 
treated with respect and dignity and to create an environment that supports, encourages and 
rewards career and educational advancement based on ability and performance.    
 
The University prohibits discrimination, harassment and retaliation against employees, students, 
interns, contractors and other third parties conducting business with the University.  
Discrimination or harassment based on race, gender and/or gender identity or expression, color, 
creed, religion, age, national origin, ethnicity, disability, veteran or military status, sex, sexual 
orientation, pregnancy, genetic information, marital status, citizenship status, or on any other 
legally prohibited basis is unlawful and undermines the character and purpose of the University. 
These are considered forms of employee misconduct and sanctions will be enforced against 
individuals engaged in such misconduct.  

 
Any form of retaliation against anyone who has complained of and/or reported discrimination, 
harassment or has participated in an investigation of such a complaint, regardless of whether the 
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complaint relates to the complaining person or someone else, will not be tolerated, violates this 
Policy law and may result in discipline. 
 

 University Obligations 

The University is committed to fostering a climate of mutual respect where all individuals are valued, 
therefore MSA University will: 

• Promptly and fairly investigate allegations of Discrimination or Harassment in accordance 
with this policy.  

• Exert every reasonable effort to ensure that all staff are familiar with these policies and are 
aware that any complaint in violation of such policies will be investigated and resolved 
appropriately. 

• Ensure that line managers are well aware of the aforementioned policy and procedures that 
will enable them to assess, address such conduct at the workplace and appropriately respond. 

• Discipline any member of the University staff who participates in violation of the anti-
discrimination, anti-harassment policy, or any line manager who fails to, promptly act to 
prevent or end such conduct and to report it promptly as required. 

• Protect the staff member who submits a report or complaint in good faith, or for participating 
in a related investigation. This protection does not apply in case of submitting false 
allegations, or who exhibits bad faith in the course of an investigation.  

• Makes sure that Personal Information collected under this Policy will be used only for the 
purposes of administering this policy, and will be disclosed only on a need-to-know basis, to 
the extent disclosure is required to fulfill the University's legal obligations.  

• Respect the confidentiality of individuals involved in complaints or reports, ensuring the 
disclosure of the complaint or report information, except to the extent necessary to 
investigate, take corrective action, implement measures to protect the health and safety of 
staff, or as otherwise required by law. 

• Inform and update individuals who are involved in investigations about the status of those 
investigations as they progress. 

 

 Definitions 

Discrimination 

Discrimination is defined as unequal, different, less favorable treatment of, or denial of a benefit to 
an individual because of his/her protected class on any basis. Employment examples based on 
discrimination include: 

• Promotion or advancement opportunities deprivation. 
• Making work assignments based on an individual’s protected status. 
• Denial of use of workplace facilities or equipment. 
• Rejection of leave based on an individual’s protected status. 
• Refusing to hire. 
• Terminating, discharging, or laying off. 
• Demoting or forced transfer to an undesirable position. 
• Paying lower compensation or giving fewer benefits, or discriminating in any other term or 

condition of employment. 
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Good Faith 

Intention to be open and honest with no deliberate intention to deceive or defraud. 
 

Harassment 

Unwelcome or offensive behavior that is based upon an individual’s or group’s Protected Class. 
Harassment may include conduct that is verbal, nonverbal (such as whistling), written, visual, or 
physical in nature and creates a Hostile Environment. 
All different types of harassments unfairly harm people by targeting personal characteristics such as; 
race, color, sex, religion, age, gender, national origin or disability. A person is capable of engaging in 
prohibited Harassment even if the person belongs to the same Protected Class as the individual or 
group targeted. 
 

 Forms of Harassment  

Bullying: Undermines an individual or group through persistent negative attacks. This typically 
irrational and unacceptable abuse of power or position can manifest itself in physical, verbal or 
non-verbal forms. 
Stalking: Involves provocation or pestering an individual, in person or in writing or electronic 
formats or on the telephone causing them distress or grief. 
Religious: Unwanted and unacceptable behavior based on religious beliefs or practices that 
manifest themselves in physical, verbal or non-verbal forms. 
Racial: Unwanted behavior based on race or national origin. It includes written or verbal threats 
or insults based on; race, ethnicity or skin color, abusive comments about racial origins, racist 
jokes, etc. 
Sexual Orientation: Behavior includes name-calling, stereotyping, assault, verbal abuse, actual or 
threatened unwanted disclosure of sexuality. 
Sexual Harassment: This may be physical such as; touching, groping, staring, etc. 

 

Members of the University Community 

University employees, students, affiliates, affiliate faculty, volunteers, contractors, vendors, 
customers, visitors, and participants in a University-sponsored program or activity and any other third 
parties.  
 

Hostile Environment 

Conduct that is so severe, pervasive, or persistent that it creates an environment that would cause 
an individual substantial emotional distress and undermine the person’s ability to work, study, learn, 
or otherwise participate in University programs or services; and actually does cause the harassed 
person(s) any of these difficulties. 
 

Retaliation 

Retaliation is any adverse action taken against an individual (applicant ,employee, student, third 
party and/or witness) because he or she filed a charge of discrimination or harassment, complained 
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to the University on the job, or participated in an employment discrimination proceeding (such as 
an internal investigation or lawsuit). 
 
Retaliation also includes adverse action taken against someone who is associated with the individual 
opposing the perceived discrimination, such as a family member.  
 
Examples of retaliation include; termination, demotion, refusal to promote, or any other adverse 
action that would discourage a reasonable person from opposing perceived discrimination. 
 

Complainant 

An individual reported to have experienced conduct prohibited by this policy, regardless of whether 
the individual makes a report or seeks disciplinary action.  
 
If the University believes a Respondent represents an ongoing threat to the University community, 
and the original Complainant does not want to pursue a complaint, the University may assume the 
role of Complainant. 
 

Reporter 

An individual who reports alleged prohibited conduct but who is not the individual who is the target 
of the prohibited conduct. 
 

Respondent 

The individual, individuals or group alleged to have engaged in conduct prohibited by this policy. 
 

Third Party 

An individual who is not a Member of the University Community. 
 

Witness 

An individual who may have information relevant to a report of prohibited conduct. A Witness may 
be a student, an employee or a Third Party. 
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 Non-discrimination, Anti-harassment and Retaliation Procedures  

Reporting Discrimination, Harassment and Retaliation Incidents 

We encourage all Members of the University Community who believe that they have been 
subjected to; discrimination, harassment, or retaliation prohibited by this Policy, or any employee 
who has witnessed such actions to seek advice /support or immediately report the circumstances in 
accordance with the procedure set forth below. 
 
The University may investigate any conduct that violates this Policy, even in the absence of a 
complaint, and take remedial action where appropriate.  
 
The University treats any breach of policies or procedures seriously and encourages prompt reporting 
of complaints so that it may respond appropriately and conduct an investigation while the matter is 
freshest in witnesses' memory and other evidence is most likely to be available. 
 

Incident Reporting Channels  

Any Member of the University Community may make a complaint to any of the offices or 
individuals listed below: 
 

 The Human Resources Department HRD 
 Any supervisor/ Line-Manager 
 The Dean of the related Faculty. 

 
All complaints under this Policy will be referred to the Human Resources Department for 
investigation and resolution, in consultation with the Legal Department as necessary and 
appropriate. Any breaches of this policy may result in disciplinary action. 
 

Incident Reporting Procedures 

MSA University urges any Member of the University Community to promptly, attempt to resolve 
the grievance through one-on-one discussion(s) with the Respondent or parties involved first, 
however we recognize that you may prefer to pursue the matter through reporting procedures 
as below: 
 

a) Incident Reporting 
The University cannot address violations and take appropriate corrective actions unless it is aware of 

such misconduct. Failing to report related behaviors or information is not acceptable as it 
encourages such actions.  

Any Member of the University Community who believes he/she has been subject to; discrimination, 
harassment or retaliation, in violation of this policy should report the incident promptly within 10 
working days. 

 
b) The Investigation 
The Human Resources Department will conduct a prompt, thorough and impartial 
investigation of a complaint as necessary and appropriate. The Human Resources 
Department will make every effort to complete its investigation within five (5) days once a 
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formal complaint is received and will keep the investigation confidential to the extent 
possible.  
 
The investigator may find it necessary to extend the time period for completing an 
investigation in some circumstances. The investigator will provide the complainant/ 
Reporter, the Respondent, and the Line-Manager with notice of any extension and where 
necessary and appropriate, give them a new timetable for completion of the investigation.  
 
Where a complaint alleges a potential violation of the Policy, the investigation will include 
an interview with both parties, as well as the person who made the initial report (Reporter), 
if different than one of the parties, and/or any other person who may have information 
regarding the incident, each of whom is expected to cooperate with any investigation. The 
investigator may also review relevant documents. Both parties will have an opportunity to 
be heard and present information. The investigator may also interview other potential 
witnesses.   
 
c) Findings and Recommendations 
The investigator will report his or her findings to both parties, HRD and relevant Line-
Managers as may be appropriate.  
Where the investigator concludes that a violation of this Policy has occurred, the HRD will 
take prompt and appropriate remedial action, including disciplinary action. Depending on 
the circumstances, disciplinary action may include (but is not limited to): reprimand/verbal 
counseling, training, censure, removal of privileges, letters of warning or suspension, and 
dismissal. Discipline for a violation of this Policy needs not to be progressive, so a first 
violation of this Policy may warrant suspension or discharge depending on the nature and 
severity of the conduct. 
If a related party does not agree with its resolution, that party may appeal to the Human 
Resources Director. 

d) The Investigatory File 
Every complaint will trigger the creation of an investigatory file. The investigatory file will 
consist of the initial complaint, the final investigative report, including a record of the 
remedial action to be taken, if any, and any documents created or used during the 
investigation.  
 
e) Confidentiality 
The University will maintain the confidentiality of the complaint, and the privacy of the 
individuals involved, to the greatest extent possible, unless specifically directed to discuss that 
information with other related parties as part of the investigation.  
 
f) Non-Retaliation  
Retaliation in any form against an individual who exercises in good faith his/her right to report 
a perceived violation of this Policy, participates in any investigation, or otherwise opposes 
perceived discrimination, including witnesses is strictly prohibited and will itself be cause for 
appropriate disciplinary action. The University will also not retaliate against anyone 
associated with the individual who engages in such protected conduct, such as a family 
member.  



 

 

 
Page | 31  

 

 

 Roles and Responsibilities 

Members of the University Community 

Each Member of the University Community is expected to be aware of the non-discrimination, anti-
harassment and non- retaliation principles and to ensure that they adhere to them. 

All Members of the University Community are responsible for providing a work environment that is 
free from discrimination, harassment or retaliation and are expected to: 
• Treat each other and those whom they have business dealings with: respect, honesty, integrity, 

civility and to comply with this policy. 

• Cooperate fully with the University’s investigative and corrective procedures. 

• Deal openly and directly with Line-managers with clear communication and immediately report 

in case discrimination conduct is perceived, whether; personally or to another party. 

 

Executives, Line-Managers and Senior Staff 

While this Policy applies to all Members of the University Community, the University specifically 
expects executives, line-Managers and senior staff to serve as role models of appropriate 
conduct for other employees, and will hold them to a higher standard of accountability.  

 
Executives, line-Managers and senior staff must not only refrain from actions that violate this Policy, 
but also refrain from any activity that would give the appearance of impropriety or convey a casual 
approach to the enforcement of the Policy. 
All executives, line-Managers and senior staff are responsible for: 
• Ensuring that the principles, practices and training aimed at promoting non-discrimination, anti-

harassment and non-retaliation are implemented across their work-units. 

• Compliance with the non-discrimination, anti-harassment and non-retaliation policy and 

ensuring that his/her team is well-aware of it.  

• Taking action to prevent or end the violation, if possible, and to report it immediately to the 

Human Resources Department in case he/she knows of or witnesses any incident that violates 

or potentially violates this policy. 

• Following up on situations that have been addressed and be watchful for potential recurrence.  

 

Human Resources 

The University Human Resources office is mainly responsible for:  
• Owning and administering this policy as well as related employment matters 

• Ensuring that all current University Community are adequately aware of their responsibilities 

under this policy and orient new comers during the induction program. 

• Providing advice or guidance to related parties through the reporting procedure. 

• Conducting the investigations with the related parties and gathering all information needed. 

• Deciding the remedial action needed based on investigation result as appropriate. 
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 Policy Administration 

Supporting Policies  

 Diversity, Inclusion and Equal Opportunity Procedures  

 MSA Grievances Policy  

Related Documents and Supporting Procedures 

 MSA Employee Handbook 

 MSA Code of Conduct  

Egyptian Legislation mandating compliance 

 Labor Law  

 Egyptian Constitution 

 Ministry of Higher Education  

 Women and Child Law  

 National Council of Human Rights  
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6 Diversity, Inclusion and Equal Opportunity Policy 

 Purpose 

MSA University has developed this policy to ensure respecting and promoting equal employment 
opportunity, cultural inclusion and diversity. This Policy provides the framework guiding the 
principles of equal opportunity in the workplace, in compliance with relevant Egyptian legislation and 
in recognition of the value that a diverse workplace brings to the University. 

 Scope 

This policy applies to all MSA University staff and applicants of all levels including but not limited to: 

 All University Academic and Non-academic staff in all aspects of their employment and 

termination relationship with the University. 

 All University applicants, for employment including recruitment and hiring, allocating 

compensation and benefits and all other terms and conditions of employment. 

 Policy Statement 

MSA University recognizes its ethical and legal obligation to provide a work environment in which 
employment opportunities are open to all qualified individuals.  
The University states the right of any individual/employee to apply and/or to be evaluated for 
employment opportunities without regard to any discriminative basis and it guarantees everyone the 
right to be considered solely based on his/her ability to perform the duties of the job in question, 
with or without reasonable accommodations as appropriate.  In line with its commitment, the 
University will take affirmative action to recruit, hire, promote, and educate un-presented minorities, 
women, and individuals with disabilities.  
 

Main Principles  

The University is committed to the following principles: 

 Staff and students are encouraged to bring their capabilities, approaches, experiences and 

ideas, which reflect our diversity and inclusiveness. 

 All individuals have the right to be given equal and fair consideration for a 

position/transfer/promotion or other position related benefits regardless of; race, colour, 

sex, sexual orientation, gender identity or intersex status, pregnancy, age, marital status, 

physical or mental disability, family or careers’ responsibilities, religion, political opinion, 

national extraction, social origin, and or any other discriminative basis.  

 Provides reasonable accommodations for qualified faculty and staff with disabilities to allow 

them to perform the essential functions of their jobs. 

 Insuring that promotion decisions are in accordance with principles of equal employment 

opportunity by imposing only job related requirements for promotional opportunities.  
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 Recruiting, hiring, training, retaining, and promoting individuals, in all job classifications, 

without regard to any discriminative basis. 

 Insuring that all personnel actions, such as compensation, benefits, transfers and leave 

policies, are administered without regard to any discriminative basis. 

 

 Definitions 

Equal Opportunity (EO)  

Equal Employment Opportunity (EEO) – a systematic, results oriented set of actions that seek to 
identify and eliminate discriminatory barriers in the workplace so that equality of opportunity is 
provided. 

Un-Presented Minorities  

The term “un-presented minority” includes: Women, Any individual that falls under these 
communities: (Copts, Nubian people, Baha’i, Shia, Sufi, Ahmadis, Dawoodi Bohra Muslims, Quranists,  
Jehova’s Witnesses, and Jews) or individuals with disability.  

Individuals with Disabilities 

Disability is any physical or mental impairment that substantially limits one or more major life 
activities; or having a record of such an impairment; or being regarded as having such impairment.  

A Qualified Individual with a Disability 

Is a person as defined above who; is capable of performing the essential functions of a particular job 
or of participating in a particular course of study with or without reasonable accommodations. 

Reasonable Accommodations 

The University provides reasonable accommodations for qualified faculty and staff with disabilities 
to allow them to perform the essential functions of their jobs. Determinations regarding what 
constitutes a reasonable accommodation are made on a case-by-case basis.  
 
Examples of reasonable accommodations may include: making programs and activities readily 
accessible to and usable by individuals with mobility and other disabilities; modifying equipment or 
devices to allow people with disabilities to use them such as providing amplification for a telephone; 
modifying a work schedule; restructuring job responsibilities or reallocating non-essential (marginal) 
job functions; or providing printed materials in an alternative format that is accessible to individuals 
with visual impairments.  

Discrimination 

Discrimination is defined as unequal, different, less favorably treatment of, or denial of a benefit to 
an individual because of his/her protected class on any basis. Employment examples based on 
discrimination include: 

• Promotion or advancement opportunities deprivation.  
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• Making work assignments based on an individual’s protected status. 

• Denial of use of workplace facilities or equipment. 

• Rejection of leave based on an individual’s protected status. 

• Refusing to hire. 

• Terminating, discharging, or laying off. 

• Demoting or forced transfer to an undesirable position. 

• Paying lower compensation or giving fewer benefits, or discriminating in any other term or 

condition of employment. 

Members of the University Community 

University Academic and non-academic staff, students, affiliates, affiliate faculty, volunteers, 
contractors, vendors, customers, visitors, and participants in a University-sponsored program or 
activity and any other third parties.  

Third Party 

An individual who is not a Member of the University Community. 

Witness 

An individual who may have information relevant to a report of prohibited conduct. A Witness may 
be a student, an employee or a Third Party. 

Complainant 

An individual reported to have experienced conduct prohibited by this policy, regardless of whether 
the individual makes a report or seeks disciplinary action.  
 
If the University believes a Respondent represents an ongoing threat to the University community, 
and the original Complainant does not want to pursue a complaint, the University may assume the 
role of Complainant. 

Reporter 

An individual who reports alleged prohibited conduct but who is not the individual who is the target 
of the prohibited conduct. 

Respondent 

The individual, individuals or group alleged to have engaged in conduct prohibited by this policy. 

Third Party 

An individual who is not a Member of the University Community. 
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Witness 

An individual who may have information relevant to a report of prohibited conduct. A Witness may 
be a student, an employee or a Third Party. 
 

 Diversity, Inclusion and Equal Opportunity Procedures  

Reporting Diversity, Inclusion and Equal Opportunity Incidents 

 
We encourage all Members of the University Community who believe that they have been 
treated unfairly and/or discrimination prohibited by this Policy, or any employee who has 
witnessed such actions to seek advice /support or immediately report the circumstances in 
accordance with the procedure set forth below. 
 
The University may investigate any conduct that violates this Policy, even in the absence of a 
complaint, and take remedial action where appropriate.  
 
The University treats any breach of policies or procedures seriously and we encourage prompt 
reporting of complaints so that it may respond appropriately and conduct an investigation while 
the matter is freshest in witnesses' memory and other evidence is most likely to be available.  

Incident Reporting Channels  

 
Any Member of the University Community may make a complaint to any of the offices or 
individuals listed below: 
 

 The Human Resources Department HRD 
 Any supervisor/ Line-Manager 
 The Dean of the related Faculty. 

 
All complaints under this Policy will be referred to the Human Resources Department for 
investigation and resolution, in consultation with the Legal Department as necessary and 
appropriate. Any breaches of this policy may result in disciplinary action. 

Incident Reporting Procedures 

 
MSA University urges any Member of the University Community to promptly, attempt to resolve 
the grievance through one-on-one discussion(s) with the Respondent or parties involved first, 
however we recognize that you may prefer to pursue the matter through reporting procedures 
as below: 
 

a) Incident Reporting 
The University cannot address violations and take appropriate corrective actions unless it is aware of such 

misconduct. Failing to report related behaviors or information is not acceptable as it encourages such 
actions.  
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Any Member of the University Community who believes he/she has been subject to unfairness 
or discrimination in violation of this policy should report the incident promptly within 10 
working days. 

 
b) The Investigation 
The Human Resources Department will conduct a prompt, thorough and impartial investigation 
of a complaint as necessary and appropriate. The Human Resources Department will make 
every effort to complete its investigation within five (5) days once a formal complaint is 
received and will keep the investigation confidential to the extent possible.  
 
The investigator may find it necessary to extend the time period for completing an investigation 
in some circumstances. The investigator will provide the complainant/ Reporter, the 
Respondent, and the Line-Manager with notice of any extension and where necessary and 
appropriate, give them a new timetable for completion of the investigation. 
 
Where a complaint alleges a potential violation of the Policy, the investigation will include an 
interview with both parties, as well as the person who made the initial report (Reporter), if 
different than one of the parties, and/or any other person who may have information regarding 
the incident, each of whom is expected to cooperate with any investigation. The investigator 
may also review relevant documents. Both parties will have an opportunity to be heard and 
present information. The investigator may also interview other potential witnesses.   

 
c) Findings and Recommendations 
The investigator will report his or her findings to both parties, HRD and relevant Line-Manager 
as may be appropriate.  
 
Where the investigator concludes that a violation of this Policy has occurred, the HRD will take 
prompt and appropriate remedial action, including disciplinary action. Depending on the 
circumstances, disciplinary action may include (but is not limited to): reprimand/verbal 
counseling, training, censure, removal of privileges, letters of warning or suspension, and 
dismissal. Discipline for a violation of this Policy needs not to be progressive, so a first violation 
of this Policy may warrant suspension or discharge depending on the nature and severity of the 
conduct. 
 
If a related party does not agree with its resolution, that party may appeal to the Human 
Resources Director. 

 
d) The Investigatory File 
Every complaint will trigger the creation of an investigatory file. The investigatory file will 
consist of the initial complaint, the final investigative report, including a record of the remedial 
action to be taken, if any, and any documents created or used during the investigation.  

 
e) Confidentiality 
The University will maintain the confidentiality of the complaint, and the privacy of the individuals 
involved, to the greatest extent possible, unless specifically directed to discuss that information 
with other related parties as part of the investigation.  
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f) Non-Retaliation  
Retaliation in any form against an individual who exercises in good faith his/her right to report a 
perceived violation of this Policy, participates in any investigation, or otherwise opposes 
perceived discrimination, including witnesses is strictly prohibited and will itself be cause for 
appropriate disciplinary action. The University will also not retaliate against anyone associated 
with the individual who engages in such protected conduct, such as a family member.  

 Roles and Responsibilities 

Members of the University Community 

Each Member of the University Community is expected to be aware of equal employment 
opportunity principles and to ensure that they adhere to them. 
 
All Members of the University Community are responsible for providing a work environment that is 
free from discrimination and are expected to: 
 

• Treat each other and those whom they have business dealings with: respect, honesty, integrity, 

civility and to comply with this policy. 

• Co-operate fully with the University’s investigative and corrective procedures. 

• Deal openly and directly with Line-managers with clear communication and immediately report 

in case discrimination conduct is perceived, whether; personally or to another party. 

Executives, Line-Managers and Senior Staff 

While this Policy applies to all Members of the University Community, the University specifically 
expects executives, line-Managers and senior staff to serve as role models of appropriate 
conduct for other employees, and will hold them to a higher standard of accountability.  

 
Executives, line-Managers and senior staff must not only refrain from actions that violate this Policy, 
but also refrain from any activity that would give the appearance of impropriety or convey a casual 
approach to the enforcement of the Policy. 
 
All executives, line-Managers and senior staff are responsible for  
• Ensuring that the principles, practices, programs and training aimed at promoting equal 

opportunity are implemented across their work- units. 

• Compliance with the diversity and inclusion and the equal opportunity policy and ensuring that 

his/her team is well-aware of it.  

• Taking action to prevent or end the violation, if possible, and to report it immediately to the 

Human Resources Department in case he/she knows of or witnesses any incident that violates 

or potentially violates this policy. 

• Following up on situations that have been addressed and be watchful for potential recurrence.  

Human Resources 

The University Human Resources office is mainly responsible for:  
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• Owning and administering this policy as well as related employment matters. 

• Ensuring that all current University Community are adequately aware of their responsibilities 

under this policy and orient new comers during the induction program. 

• Providing advice or guidance to related parties through the reporting procedure. 

• Conducting the investigations with the related parties and gathering all information needed. 

• Deciding the remedial action needed based on investigation result as appropriate. 

 

 Policy Administration 

Supporting Policies  

 Non-Discrimination and Anti-Harassment Policy 
 MSA Grievances Policy  

 

Related Documents and Supporting Procedures 

 MSA Employee Handbook 
 MSA Code of Conduct  

 

Egyptian Legislation mandating compliance 

 Labor Law  
 Egyptian Constitution 
 Ministry of Higher Education  
 Women and Child Law  
 National council of Human Rights 
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7  WORKSPACE STANDARDS 
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7 Workspace Standards 
 

 

 Office Space Management 

In order to exchange workspace among each other, you need to take an approval from your 
Department Head. Then this approval is to be forwarded to both IT and other needed Departments 
for action. 
 

7.1.1 Office Decoration 

It is important to impose a tidy office and maintain the university’s professional image, all Staff 
need to follow the mentioned instructions: 

 Family photos are accepted on the Staff’s desk.  

 Religious photos or symbols are totally forbidden.  

 No permanent stickers to be put on walls, workstation partitions, PCs/ Laptops, Printers, 
Faxes, Photocopying machines.  

 

7.1.2 Office Noise 

MSA aims to provide a professional work environment that enables all Staff to deliver their best 
output; therefore the noise level in our offices must be strictly managed, especially with the 
prevalence of open space workstations. Accordingly, all Staff are required to: 

 Keep the noise level to the minimum by keeping their voices down during conversations and 
meetings in the office space. 

 Respect phone-use by keeping their voices down during phone calls and keeping personal 
discussion to a minimum level. 

 Switch their mobile phone ringers to “vibration” or “beeping once”. 

 No music or songs are allowed  
 

7.1.3 Eating and Drinking inside Offices 

To ensure the hygiene and clean environment inside the office, it is only allowed Dry food with no 
smell in the offices (e.g. Biscuits and snacks).  
Eating is allowed in the cafeteria located in each building and in the food court.  
 

7.1.4 Cleanliness 

Cleaning of offices, Classrooms, Studios and Laboratories is done daily before/after classroom 
hours. A janitor will be available all day long per floor. 
 

 Inappropriate Behavior  

Staff and management need a work environment that's free of inappropriate behavior in order to 
perform efficiently with the highest productivity. Inappropriate behavior may involve actions, 
words or physical gestures that could reasonably be perceived to be the cause of another person’s 
distress or discomfort.  
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Some examples of unacceptable behavior are: 
 Aggressive or abusive behavior, such as shouting, personal insults or fighting in the 

workplace. 

 Possession or use of alcohol or illegal drugs in the workplace. 

 Violation of safety or security rules. 
 

 Smoke Free University 

MSA is a " Smoke Free University”, applies to the building area.  
Tobacco smoking is a major cause of disease, sickness absence and premature death, whilst passive 
smoking can cause acute and chronic health effects. MSA actively protects its Staff and visitors 
whilst on its premises. Therefore MSA operates a total ban on smoking in all parts of its offices and 
buildings. This includes all office area, meeting rooms, break areas, toilets, and lift lobbies. 
All visitors are subject to this policy and it is the responsibility of Staff members to remind visitors 
politely of the University’s policy if the need arises. 
 

 Drug-Free Workplace 

Abuse of alcohol, drugs or other substances is prohibited. Misuse of medications and 
administration of any type of narcotics (ex. Cannabin or its derivatives) can diminish 
job performance and can compromise the safety of others. 

 

 Dress Code 

Professional and proper attire helps MSA University maintain its professional image and reputation 
among MSA University stakeholders, partners, vendors, suppliers and students. 
 
Formal Dress Code is the proper attire in MSA University. All MSA Staff must abide by the following 
regulation and rules of the dress code or else a proper action will be taken accordingly.  
 
Proper Attire for Men: 

1. Wear a suit: Dark colors are preferable (Black, Dark Blue or Gray)  
2. Shirt: The simpler the better, no bright colors (Red, Yellow, etc.), French cuffs or 

monograms. White, off-white, pale blue are preferred. 
3. Ties: To play it safe choose a traditional silk tie, no loud colors or patterns. Your tie should 

coordinate with your attire. It may also be wise to avoid ties with images and designer logos. 
4. Socks: Choose a color that coordinates with your suit or pants (for example: black suit with 

black or dark gray socks). Make sure they are long enough not to expose your skin when you 
sit down. 

5. Shoes: Make sure your shoes are polished and shined and that your heels are intact. Avoid 
wearing boots. Shoes should have the same color of your belt and to coordinate with your 
suit colors.  

6. Jewelry and Cologne: Less is better. Avoid wearing a lot of colognes and jewelry. Don’t wear 
more than one ring. Remove earrings or multiple chains or necklaces. 
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Casual Wear for Men (ONLY on Thursday) 

 Non-collar shirts, T-shirts & Jeans are totally forbidden. 

 Aim for a classic and modest look when selecting your casual business wear for 
Thursday. Pick clothing that is comfortable yet communicates a professional attitude. 

 All men’s shirts must have sleeves and collars (only polo shirts) 

 Clothing should be clean, pressed or wrinkle free, and without holes or frayed areas 

 Body piercing which can be seen is not permitted at all. 

 Hairstyle should project a professional appearance: clean, neatly trimmed, and well-
groomed, including sideburns, mustaches and beards. 

 Pay attention to the fit of your clothing. Pants should break just above the shoe, sleeves 
should reach the base of your hand and just show a bit of the cuff if you are wearing a 
jacket, and shirt collars should button comfortably without pinching or leaving gaps. 
Also, if you wear a tie, its tip should reach below the bottom of your belt-buckle. 

 Shoes should be polished and leather is generally preferred. Open shoes (crocs) are not 
permitted at all. 

 When any doubt, leave it out. Casual clothing should make you and everyone you work 
with more comfortable while, at the same time, projecting professional image. 

 
Proper Attire for Women: 

1. Suit is preferred: Women have a wide variety of color schemes; however longstanding 
colors such as; Blue, Black or Gray are the color choice of many executive champions. The 
trick is to look conservative and professional. Wear an appropriate length skirt, avoid short 
or tight skirts. Mini-skirts are totally forbidden. Women-Jacket alternatives (for example: 
Cardigan or similar items) may substitute the suit-jacket. But full suit is still preferred. 

2. Blouses: A cotton or silk blouse in a neutral color with a simple collar is fine. Do not wear a 
sleeve-less blouse, just in case you have to take off your jacket, make sure that you are not 
wearing a sleeveless blouse. Your blouse should fit comfortably, and not appear to be tight, 
wrinkled or distracting due to loud colors. 

3. Scarves: A classic 34-inch silk scarf that compliments your suit in color and pattern. Less is 
better, less color and less patterns. Keep it simple. 

4. Veil: keep it simple and not distractive, simple color and simple patterns, plain veils are 
preferred. 

5. Shoes: Pumps with 1.5 inch heel are standard. Choose a color that compliments your suit 
and handbag (handbag & belts should coordinate with shoes); Black, Brown, Burgundy, 
Navy, Blue are preferred. Avoid open-toe shoes, high boots, stiletto heels, flat shoes, white 
shoes. Be sure to have your shoes polished and shined and that your heels are intact. Avoid 
suede and light fabrics. 

6. Stockings: If you wear a light colored suit, wear light colored stockings. Do not wear 
contrasting colors. Avoid opaque or printed stockings. 

7. Jewelry and perfume: Large hoop, dangling earrings are not allowed. Wear small 
stubs or avoid wearing earrings. Do not wear more than one pair of earrings and two 
finger rings, one watch or bracelet. Remove all non-traditional jewelry e.g. nose 
rings, eyebrow rings, multiple earrings. 

 
Casual Wear for Women (ONLY on Thursday) 

 T-shirts & Jeans especially ripped jeans are totally forbidden. 
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 Aim for a classic and modest look when selecting your casual business wear for 
Thursday. Pick clothing that is comfortable yet communicates a professional attitude. 

 All women’s shirts must have sleeves and collars (Regular shirts or polo shirts) 

 Clothing should be clean, pressed or wrinkle free, and without holes or frayed areas. 

 Body piercing which can be seen is not permitted. Tongue rings mustn’t be visible. 

 Hairstyle should project a professional appearance: clean, neat & well-groomed. 

 Pay attention to the fit of your clothing. Pants should break just above the shoe, sleeves 
should reach the base of your hand and just show a bit of the cuff if you are wearing a 
jacket, and shirt collars should button comfortably without pinching or leaving gaps. 

 Shoes should be polished and leather is generally preferred. Open shoes (Flip-flops or 
Crocs) are not permitted at all.  

 When any doubt, leave it out. Casual clothing should make you and everyone you work 
with more comfortable while, at the same time, projecting professional image. 

 

 Security 

Staff members are expected to cooperate with security personnel by showing the ID card upon 
demand. 
 

 Information Systems 

The University’s information technology systems and the information served by those systems are 
valuable and vital assets to the University. The Information Systems Security Policy includes all 
computer systems (hardware and software), communication systems (networks, 
telecommunications, video, and audio broadcast systems), and information (data, text images, etc.) 
in any form on any media. 
 
The University’s information technology systems and data that reside on them are University 
property and may only be used in compliance with applicable law, University and department 
policy. As a user of information resources, you are responsible for knowing about appropriate and 
ethical use of information in all environments you access, protecting the information you are using 
from corruption or unauthorized disclosure, working in such a manner as to consider the access 
rights of others, and following applicable guidelines concerning the use and nondisclosure of 
passwords and other means of access control. 
 
The University has the right to monitor all of its information technology system and to access, 
monitor, and intercept any communications, information, and data created, received, stored, 
viewed, accessed, or transmitted via those systems. Staff members should have no expectation of 
privacy in any communications and/or data created, stored, received, or transmitted on, to, or from 
the University’s information technology systems. 
 

 Emails 

Email is a business communication tool and users are obliged to use this tool in a responsible, 
effective and lawful manner.  
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Business communication whether; internally between staff or externally should only be through 
MSA official emails (@msa.edu.eg) with a professional signature template as part of MSA’s 
corporate identity.  
 

 University Owned Equipment 

Any device or computer including, but not limited to, desk phones, smartphones, tablets, laptops 
and desktop computers that the university provides for your use, should be used only for business. 
MSA University owns the devices and the information on these devices. If you leave the University, 
you will be required to return the equipment on your last day of work in a good condition. 
  

  Software Access 

Additional Software needed for business must be authorized by your Head of Department and 
downloaded by the IT department. If you need access to software or websites not currently on the 
University network, ask your line manager and consult with the IT department to explain what 
business returns is expected from the product. 
All reasonable requests that are not considered a network risk will be considered for you and other 
staff members. The purpose of this policy is not to restrict staff access to products that will make 
you more productive, it is to minimize the risk to the organization's network. 
 

  Internet Usage 

University internet access is authorized for business usage only. 
Internet use also creates the possibility of our system infection via viruses or spyware. Spyware 
enables unauthorized people outside of the University to access passwords and other confidential 
information. Removing such programs from the University network requires IT staff to invest time 
and attention that is better devoted to making technological progress. For this reason and to assure 
the use of work time appropriately for work, we ask staff members to limit internet use to safe 
usage. 
To prevent computer viruses being transmitted through the system, there should not be 
unauthorized downloading of any software or opening any unknown links from untrusted sources. 
All software downloads will be done through the IT Department. 
 

  Printing and Photocopying 

Laser printers are available in computer labs of each building, faculties’ administration offices and 
library for business usage only. 
 

  Communication  
 

 Staff Internal Communication:  
For any announcements to all the university staff through email, you should contact the internal 
communication section in the People and OD Department through MSA Internal Communications 
email: announce@msa.edu.eg  
 

mailto:announce@msa.edu.eg
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 Students Communication: 
For students’ related announcements, after being approved by the faculty Dean, please contact the 
E-content and Digital Marketing office through: e-content@msa.edu.eg  
 

  Cars Parking 

All staff members’ cars will be parked in the parking lot/area on campus based on each building and 
faculty they’re working at. 
 

  Meeting Rooms Reservation 

 All MSA staff are entitled to reserve any of the meeting rooms available (except the head of 
board of trustees meeting room)  

 The smallest available room accommodating the meeting should be selected.  
Priority of using the meeting room will be for those who have reserved it. 

 In case a meeting room is needed, please contact the building manager in charge of the 
room desired. 

 
 

mailto:e-content@msa.edu.eg
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8 Covid-19 Safety Policy 
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8 Covid-19 Safety Policy 
 

 Purpose 

MSA University has developed this policy to ensure the safety and health of our faculty, staff and 
students which are considered and will always be MSA University top priority. This Policy provides 
the guidelines and framework of the safety measures followed during the academic year, in 
compliance with relevant Health Ministry and the Egyptian Government legislation/ mandates.   
 

 Scope 

This policy applies to but not limited to: 

 All University Academic and Non-academic staff. 

 MSA University Students 

 MSA University Visitors 
 

 MSA University Obligations 

The University is committed to providing a safe and healthy environment, therefore MSA University 
has taken the following safety measures: 

 Implementing hybrid in-person/on-line approach to decrease classroom  
 Availability of a safety Welcome Back Kit for all faculty and staff that includes a reusable 

mask, alcohol spray and hand gel. 
 Regular cleaning and sterilizing daily for all buildings and buses and between classes as 

needed for classrooms. 
 Accessibility of Hand sanitizers throughout the buildings and campus. 
 Availability of safe preventive measures and rules posters and flyers around the campus. 
 GlobeMed, Staff’s medical insurance company, covers all medical expenses related to 

examination, lab, scan investigations and treatment of Covid-19 infection directly through 
the medical network or by reimbursement outside the network till ceiling. 
 

 Policy Statement 

MSA University is committed to protecting the health and safety of its entire community.  
Faculty, staff and students will act promptly to address any unhealthy or unsafe conditions, this 
includes taking steps to protect the physical safety and security and are expected to adhere to all 
polices and protocols regarding Covid-19 advised by the Egyptian Ministry of Health and Population 
or any related legislations, this includes but is not limited to, wearing face coverings, social 
distancing and complying with all isolation and quarantine guidelines.  
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 Safety Measures 

8.5.1 General Safety Measures 

All individuals on campus are advised to: 
 Strictly wear face masks while on bus and campus. 
 Wash hands often for at least the recommended 20 seconds every 20 minutes or use hand 

sanitizer. 
 Stay at least 1.5 meters apart to maintain social distancing. 
 Call, e-mail, message, or video conference as much as possible rather than meet face to 

face. 
 In case of showing any of Covid-19 symptoms, visit the Clinic immediately if you’re on 

campus or contact the clinic if you’re at home and our dedicated doctors will provide the 
guidance needed (details are explained in Covid-19 safety procedures) 
 

8.5.2 Face Masks  

• As per Prime Minister Decree number 1096 for year 2020, all individuals are required to wear 

face masks that covers both the nose and mouth at all times in private or public institutions. 

• Social distancing are not a substitute for face masks. 

• Faculty, staff and students will not be allowed on board buses or enter the campus gates, 

without face masks. 

• Faculty, staff, students and visitors inside of University buildings, classrooms and/or in 

common areas of University halls are required to wear a face masks.  

• Face coverings are required on campus even in outdoor settings where you are not or cannot 

maintain 1.5m of distance between you and others, especially when traversing busy walkways 

and corridors. 

• A medical or cloth face masks are allowed and  should:  

- Fit snugly but comfortably against the side of the face. 

- Completely cover the nose and mouth. 

- Have two or more layers of washable, breathable fabric and fitted with a filter. 

• How to wear/take off the face covering: 

- Wash your hands or use a hand sanitizer with 70% alcohol before putting on and 

after taking off your mask. 

- Don’t touch the mask, and, if you do, wash your hands or use hand sanitizer to 

disinfect.  

- Untie the strings behind your head or stretch the ear loops.  

- Handle only by the ear loops or strings. 

- Fold outside corners together.  

- Wash the mask every day after usage, or throw away after one use if it’s disposable. 

- Be careful not to touch your eyes, nose, and mouth when removing. 

- Keep a spare clean mask safely with you, in case of need.  
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 Campus Facilities 

8.6.1 Buses 

Passengers are required to follow the below safety measures: 
• Wear face mask during their ride in accordance with the Prime Minister’s announcements 

requiring all persons using public or private transportation.  
• Avoid touching surfaces using exposed hands as much as possible. 
• Wash hands or use hand sanitizer before and after riding the bus. 
• Follow the social distancing policy as much as possible by leaving the adjacent seat empty. 
• Keep social distance (at least 1.5 m) at pick up and drop off gathering points. 

 

8.6.2 Social Distancing 

• Face masks are not a substitute for social distancing. Faculty, staff, students and visitors shall 
commit to current social distancing guidelines (1.5 m) where possible indoors and in all public 
spaces.  

• Students should avoid gathering inside the buildings before or after class sessions. 
• Faculty and staff are to correct any incidents if seen by students on the spot.  
• Students should attend only according to their schedules and should not come to campus 

otherwise.  
• Students should exit the classroom/laboratory and building immediately after the end of 

instruction to help ensure social distancing and allow for the persons attending the next 
scheduled class session to enter. 

• Work requirements can be requested by; emails, phone and zoom meetings to help ensure 
social distancing.  
 

8.6.3 Food Court and Outdoor Areas 

• Strictly follow the hands washing hygiene and social distance practice. 

• Avoid big gatherings as much as possible. 

• Avoid sharing personal utensils and belongings. 
 

8.6.4 Elevators 

• Priority of elevators is for elderly and special needs cases. 
• Occupancy on elevators should not exceed two persons. 
• Face masks should be worn in elevators, especially when more than one person is present.  
• Avoid touching the elevator surfaces (buttons) using exposed hands or fingers when possible.  
• Wash hands or use hand sanitizer upon leaving the elevator. 

 

  Covid-19 Safety Procedures  

8.7.1 Positive Cases of Covid-19 

To support MSA University community members that test positive for COVID-19 or those that may 
have been exposed to someone that has, faculty, staff and students should follow the below 
procedures in case of showing the below Covid-19 symptoms: 
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 Most common symptoms: 
- fever 
- dry cough 
- tiredness 

 Less common symptoms: 
- aches and pains 
- sore throat 
- diarrhea 
- conjunctivitis 
- headache 
- loss of taste or smell 
- a rash on skin, or discoloration of fingers or toes 

 Serious symptoms: 
- difficulty breathing or shortness of breath 
- chest pain or pressure 
- loss of speech or movement 

(The previous symptoms are according to the World Health Organization (WHO) website, for more 
information kindly visit this link: https://www.who.int/emergencies/diseases/novel-coronavirus-
2019/question-and-answers-hub/q-a-detail/q-a-coronaviruses )  
 

If a suspected or confirmed COVID-19 case is found, the office/classroom/bus/space will be closed for 
48 hours while the premises are being disinfected and sterilized. Also, MSA University will protect the 
privacy and anonymity of those who test positive for COVID-19 and those who may have been exposed 
to COVID-19. 
 

Students 

In case of showing similar symptoms, students should: 
 Contact the University Medical Team and report to the Faculty Students Affairs office 
 Follow the self-quarantine procedures at home as advised by the University Medical 

Team 
 Attend all scheduled classes online to ensure classes are not missed 

 

Staff Members 

In case of showing similar symptoms, staff member should: 

 Contact the University Medical Team and report to his/her direct line manager 

 Follow the self-quarantine procedures at home upon submitting the needed medical 
reports to the faculty and University Physician 

 In case of being tested positive, sick leave procedure will be applied accordingly. (For 
sick leave detailed procedures, kindly refer back to the employee handbook.) 

 
MSA University Medical Team Contacts 
Dr. Ayman Kandil - aazim@msa.edu.eg 
Dr. Sherine Hussein - selashiry@msa.edu.eg 
 
 

https://www.who.int/emergencies/diseases/novel-coronavirus-2019/question-and-answers-hub/q-a-detail/q-a-coronaviruses
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/question-and-answers-hub/q-a-detail/q-a-coronaviruses
mailto:selashiry@msa.edu.eg
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MSA University Health and Safety Contact 
safety@msa.edu.eg 
 

8.7.2 Travel 

 International travel will be restricted to essential travel only; however, we will follow 
local government announcements and travel regulations to decide the appropriate 
time to relax travel restrictions. 

 Due to the shifting epidemiology of the virus, a particular destination considered 
relatively safe now may be deemed unsafe this fall and vice-versa. Students and staff 
who need to travel for essential purposes should be aware that they may be required 
to contact the university’s medical team to follow the necessary procedures upon 
return to Cairo. 

 In case of returning from international travel, PCR test result should be submitted to 
the University Medical Team. 
 

8.7.3 Compliance with Covid-19 Safety Procedures 

Students 

Failure to comply with the Covid-19 safety policy including but not limited to wearing face mask 
will be faced by:  

1- Verbal warning  
2- Notifying the student’s faculty 
3- An appropriate disciplinary action that will be taken according to the Student Code of 

conduct  

Staff 

Failure to comply with the Covid-19 safety policy including but not limited to face covering will 
be faced by:  

1- Verbal warning  
2- Notifying Staff member’s line manager 
3- An appropriate disciplinary action that will be taken according to the Staff Code of 

Conduct. Please get back to the Employee Handbook for further details. 

Visitors 

Failure to comply with the Covid-19 safety policy including but not limited to face covering will 
be faced by:  

1- Verbal warning  
2- Respectfully requesting to leave the campus in case of persisting to refuse to comply with 

the safety policy. 

mailto:safety@msa.edu.eg
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8.7.4 Roles and Responsibilities 

Members of the University Community 

Each Member of the University Community is expected to be aware of safety Covid-19 precautions 
and to ensure that they adhere to them. 
 
All Members of the University Community are expected to: 

• Follow the Covid-19 safety measures and procedures as advised by the Ministry of Health and 
Population and World Health Organization. 

• Co-operate fully with the University’s investigative and corrective procedures. 
• Report to supervisor and contact the University clinic in case of experiencing similar symptoms 

of Covid-19. 
• Alert colleagues if anyone around shows flu-like symptoms. (Seek immediate medical advice). 

Executives, Line-Managers and Senior Staff 

All executives, line-Managers and senior staff are required to: 
• Ensure that all staff follow the protective measures outlined in this policy. 
• Enforce compliance with this procedure using the existing disciplinary structure of the 

University.  
• Report any violation for safety policy to the Human Resources Office. 
• Reporting to the University Medical Team in case a team member or student showed similar 

ailments to Covid-19. 

Human Resources 

The University Human Resources office is mainly responsible for:  
• Owning and administering this policy as well as related employment matters. 

• Ensuring that all current University Community are adequately aware of their responsibilities 

under this policy and orient new comers during the induction program. 

• Providing advice or guidance to related parties through the reporting procedure. 

• Conducting the investigations with the related parties and gathering all information needed. 

• Deciding the remedial action needed based on investigation result as appropriate. 

 

 Policy Administration 

Related Documents and Supporting Procedures 

 MSA Employee Handbook 

 MSA Code of Conduct 

 MSA Health and Safety  
 

Egyptian Legislation mandating compliance 

 Ministry of Health and Population 

 Egyptian Government related legislation, decrees and mandates 
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 Ministry of Higher Education  

 Labor Law 
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9  RECRUITMENT AND HIRING 
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9 Recruitment and Hiring 
 

Staff are the most valuable assets that help MSA achieve its objectives. The ultimate objective of 
the Recruitment Section is to position and maintain MSA as an Employer of Choice that attracts 
high calibers who demonstrate relevant balance of skills, knowledge and experience. 
 
The University is committed to a policy of equal employment opportunity for all applicants and 
staff. The Recruitment Section receives CVs throughout the whole year through different sources; 
MSA Recruitment Website recruitment.msa.edu.eg, Online Sourcing Platforms, Referrals, and 
Alumni.  
 

After shortlisting potential candidates, the recruitment section invites potential candidates to 
conduct: a psychometric exam, HR Interview, technical interview (which is conducted by faculty 
Deans and/or Head of Department), and demo presentation. 
 
After fulfilling the recruitment steps, the recruitment team prepares a job offer for the approved 
candidates. 
 
The newly hired staff must submit their hiring credentials to the personnel team 15 days prior to 
their first day at the university.  
 

 MSA can only allow hiring relatives on the following conditions:  

1. Subject to vacancy availability.  

2. Suitability of the candidate with respect to the university’s hiring procedures.  

3. Candidates should frankly state during the interview whether or not they have any relative 
from any level employed by MSA. Any false information provided by the staff could result in 
terminating the employment contract.  

4. Relatives can’t work in the same department.  
 

  

http://recruitment.msa.edu.eg/recruitment/jobs.php?page=1
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10    PERSONNEL AFFAIRS 
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10 Personnel Affairs  
 

 Personnel Required Documents 

Upon signing the contract, staff members should submit the below documents to the personnel: 
- Work permit 
- Photos 
- Military Certificate (Males) 
- Education Certificates 
- Criminal Clearance Certificate 
- Social insurance documents 
- Copy of personal ID 
- Birth Certificate 
- Medical Test “ Form 111” 
- Reference letters from the most recent jobs (not applicable for fresh graduates.) 

 

 Identification Cards for Appointed Staff  

Once a newly appointed staff's initial paperwork has been processed, he/she is issued MSA 
identification card. I.D. taken during specified hours.  
 

Privileges and Use of Facilities 

The MSA University's regular identification card makes it possible to secure certain privileges that 
include: 

 Full library privileges. 

 Reduced rates on some University sponsored activities. 

 A 10% discount at the Stationary store 

 Use of the Gym facilities, during designated hours after purchasing membership through 
True Gym. 

Non-appointed staff are not benefits eligible, and therefore, are eligible for ID cards under limited 
conditions. Refer related questions to Human Resources. 
 
 

 Probation Period  

New staff shall be subject to a probationary period in line with the applicable MSA University policy 
below, the objective of which is for the Line Manager to evaluate the staff’s performance to decide 
whether to confirm the employment of the staff member. 
  
Academic Staff 
Academic staff are probationary for the first semester of employment from the commencement 
date. 
 

Non-Academic staff 
Probation Period is for 3 months from the commencement date. 
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 Staff Information Update 

In case of any change in Staff’s personal information (address, phone number, status, etc.), he/she 
is required to inform the personnel to modify the required changes. 
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11 ATTENDANCE AND VACATIONS 



 

 

 
Page | 62  

 

11 Attendance and Vacations 
 

 Working Hours and Attendance 

 Full-time staff members are expected to work 7.5 consecutive hours per day totaling 37.5 
working hours/week for staff who work 5 days /week and totaling 45 working hours/week 
for staff who work 6 days /week. 

 Part time staff are expected to work as per their scheduled classes.  

 Official working hours of the university are from 08:00 to 15:30, can be extended to 17:00. 

 Staff Members must sign in and out through the finger print machines (located next to the 
entrance in every building) and their personal RFID card (at the gates) before starting work 
and at the end of the working hours upon leaving their offices according to their scheduled 
time. 

 Tolerance duration to sign in or out is 15 minutes.  
 

 General Guidelines: 

All leaves and permissions requests are processed automatically through the following 
online portal: 
http://vacation.msa.edu.eg/login.aspx  
 
You should know some important guidelines in order to facilitate executing your leaves and 
permissions requests: 

1. The leave must be implemented within 72 hours from sending the request, as the request 

will not be accepted after that and cannot be submitted manually as it will be deducted. 

2. You should continuously follow up on your leave requests approval status. The delayed 

requests will be considered as a deduction if not executed in a timely manner. 

3. If you wish to delete or edit your leave request, it has to be prior approval. If there’s any 

update after approval, you must refer to the Personnel section to adjust accordingly. 

4. In case there are two requests, they cannot be executed at the same time. 

5. Sick leave will appear to your line manager's direct page after the University doctor 

approval. In case of the doctor’s rejection, it will be deducted from the salary. If you wish to 

change it to an annual leave, you should inform the Personnel to amend it. 

6. All types of leave requests are sent to be approved by the line manager; The Department 
Head/Dean. 

If you have any enquiry regarding the leaves, don’t hesitate to contact the Personnel section-
Human Resources. 
 
 
 
 

http://vacation.msa.edu.eg/login.aspx
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 Public Holidays 

Official holidays are determined according to the labor law and business needs. All Staff members 
are entitled to the following official holidays: 
 

Coptic Christmas Day (January 7th)  1 day 

Revolution and Police Day (January 25th)  1 day 

Sinai Liberation Day (April 25th)  1 day 

Easter  2 days 

Labor Day (May 1st)  1 day 

Revolution Day (June 30th)  1 day 

Revolution Day (July 23rd)  1 day 

Armed Forces Day (October 6th)  1 day 

Eid El Fitr  3 days 

Eid-El Adha  4 days 

Islamic New Year  1 day 

EL-Mawled El Nabawi  1 day 

 
 

 Leaves 

11.4.1 Annual Leave  

 According to the Egyptian labor law, Staff members are entitled to annual leave upon 
completing six months at work.  

 Each staff member is entitled to 21 working days leave after his/her first year. 

 Staff members who have been working for more than 10 years are entitled to 30 days 
annual leave.  

 

11.4.2 Casual Leave  

 Each Staff member is entitled to casual leave for any justifiable reason upon approval of 
his/her line manager. 

 Each casual leave can’t exceed two consecutive days and with a maximum of six days per 
year.  

 Casual leaves will be deducted from the staff member’s annual balance. 
 

11.4.3 Sick Leave  

 In case of a staff member sickness, the staff must notify the University Doctor at the clinic in 
Building H of his/her sickness in case of being present at the university for medical 
examination. In case of absence, he/she should inform his line manager and the University 
Doctor for not being able to come to work for his/her sickness and submit the sick leave 
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request on the vacations system.  

 In case the staff member is examined by an external doctor (on his/her own expenses), the 
university may require the authorized medical organization to review the external physician 
report for approval. 

 Upon the staff member’s return to work, he/she should head to MSA’s doctor to review the 
medical report for approval.  

 Any staff member who did not return to work after the end of his/her sick leave, absence 
days will be deducted from his/her salary as he/she will be considered absent without 
permission. 

 Absence approved by university doctor as a sick leave is paid according to the labor law.  
 

11.4.4 Unpaid Leave  

 Unpaid leave requests are only exceptionally provided for a sabbatical purpose and with the 
specific approval of the Faculty Dean (For academic staff) and the HR director.  

 The staff member should pay the amount of social insurance of the period of the unpaid 
leave. 

 Unpaid leaves are provided only during summer for current academic staff.  
 

11.4.5 Compensatory Leave  

Staff members who are asked to be present at work on public holidays for business need, an extra 2 
days will be added to their annual leaves balance.  
Staff members who are asked to be present at work on their weekly fixed day off will be 
compensated by one extra day off which will be added to their annual leaves balance.  
 

11.4.6 Education Leave  

While staff members are encouraged to continue their education, this should not negatively affect 
the staff member performance on the job.  

 Staff are entitled to maximum of seven days paid leaves for exams upon requesting the leave 
fifteen days before its date, and supported with their exam schedule stamped from the 
external education institute. 

 Staff are entitled to one day paid leave per week upon prior contract agreement with the 
university to obtain the MSc/PHD degree. This will be applicable after one academic semester 
since contract beginning, upon the approval of the Head of Department and Faculty Dean. 
Staff member should specify the day off and submit the post graduate studies required 
documents to the Personnel Office 

 

11.4.7 Parental Leave  

Maternity Leave   

The University endorses the right of its Female staff to establishing families while keeping their 
careers and is prepared to support and allow expecting/new mothers enough time to recover 
before and after childbirth and care for their child. 
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The University will offer at least the minimum benefits mandated by the Egyptian labor law and this 
policy is merely complementary to the existing legal guidelines. 
 

 All female staff are entitled to maternity leave of 90 days after spending 10 months 

employment at MSA University as specified by the Egyptian Labor law (Article 91).  

 The first three months are fully paid of her social insurance salary to be received at the social 

insurance office, in addition to one month and a half (1.5 months) of their salary paid by the 

university and offered for Females staff upon returning to work. 

 A female worker shall not work during the 45 days after delivery as per the Egyptian Labor law 

(Article 91).  

 This leave is not provided more than twice throughout her service period. 

 Nursing Hour: The University grants Nursing Mothers one hour paid leave permission daily for 

nursing, for up to two years (24 consecutive months) after the child’s birth according to the 

Egyptian labor law (Article 93).  

 Unpaid Leave for Childcare: Upon request, a female staff is entitled to leave without pay for a 

maximum of 3 months to take care of her child.  

 

Paternity Leave 

MSA University believes that the Paternity leave is indeed important for both the child and the 
mother. The presence of the father is translated into physical and emotional support to the mother 
and it encourages the child-parent bond, which is the essence of the safety and security of a baby. 
 
Paternity leave is not stipulated by the Egyptian labour-law. However, MSA will provide three paid 
parental leave days after childbirth. An additional week of unpaid leave should be granted if 
requested. 
 

Maternity leave Procedures 

1. The expectant mother must give a formal notice to her immediate line-manager of her 
pregnancy.  

2. Maternity leave will start on whichever date is earliest: 
a. The employee's chosen start date 
b. The day after the employee gives birth, in the case of a Premature Birth 

3. The expectant mother must complete and submit the Maternity Leave form indicating her 
due date and the date she intends to commence maternity leave. 
 

4. The expectant mother should pass the completed form to her line-manager who is 
responsible to check it and, where appropriate, add comments, before sending it to the 
Human Resources department.  

 
5. On receipt of the form, the Human Resources department will write to the staff member, 

confirming details, including the date when her maternity leave will end and the date the 
employee is expected to return to work. 
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6. The expectant mother must present a medical child birth certificate indicating the exact 
date of birth. 
 

7.  Changing the start date of maternity leave: 
a. An employee may bring forward, or postpone, her maternity leave start date 

providing she does so in writing, giving at least 28 days' notice of the new date or as 
soon as is reasonably practicable. Notification should be sent to her line-manager, 
copied to the Human Resources department. 

b. If the baby is born before the intended start of maternity leave, the Human 
Resources department should be advised in writing of the baby's date of birth.  

c. The employee or someone acting on her behalf should do this, arrangements will 
then be made for maternity leave and pay to start from the day after the birth. 

8. The staff member and her line-manager are encouraged to maintain reasonable contact 
during maternity leave to make the return to work easier. It is recommended that the 
frequency and method of contact during maternity leave be discussed in advance of 
maternity leave starting. Line-managers must ensure that employees are kept informed 
about changes at work, particularly if any of the changes will directly affect the individual's 
job or career development. 

9. The staff member must confirm a return to work date by completing the return to work 
form and submit it to the Human Resources department. This should be done at the earliest 
opportunity and normally at least 8 weeks before the planned date of return. 

 

11.4.8 Marriage Leave  

 All MSA Staff who completed 12 months at MSA, are entitled to a compensatory “marriage” 
paid leave.  

 MSA Staff members are granted seven consecutive days (maximum five working days) paid 
leave of absence apart from their annual leave balance which must include the day of 
Marriage.  
 

11.4.9 Pilgrimage Leave “Hajj” 

 All MSA Staff who completed five consecutive years at MSA, are entitled to a full paid leave 
of 30 days to perform pilgrimage.  

 This granted leave is only offered once in the total period of work at MSA. 
 

11.4.10 Emergency Leave permission (for late arrival or early leave) 

 Each staff member is entitled to maximum 6 Emergency leave permissions (late arrival or 
early leave) with maximum of three working days to be deducted from his/her annual 
balance for justified reasons and approved by his/her line manager; Department 
Head/Faculty Dean. 

 Maximum time for early leave or late arrival permission is 11:30 A.M. otherwise it will be 
deducted as a whole day.  
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11.4.11 Bereavement Leave 

 The university grants paid leave in exceptional cases including; the death of 1st degree 
relatives.  

 Granted leave is maximum 3 days and has to be approved by Human Resources Director. 
 

 Absenteeism and Tardiness 

 In case of absence without notice by applying the leave on the system, a day will be 
deducted from the staff member’s annual leaves balance and as a day from his/her salary.  

 Staff absenteeism without acceptable reason more than 20 non-consecutive days or 10 
consecutive days during the same year will lead to contract termination, on the condition 
that the staff member is delivered a formal written warning with acknowledgment of 
receipt and is subject to a salary freeze after 10 days in the first case and 5 days in the 
second case. 

 

 In case of tardiness till maximum 11:30 A.M. or leaving before 11:30 A.M. without notice by 
applying the permission on the system, half day will be deducted from the staff member’s 
annual leaves balance and as half day from his/her salary.  

 If the staff member exceeded all his/her annual leaves balance, this will impact his/her 
performance evaluation and the salary increase negatively.  
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12 PERFORMANCE MANAGEMENT 
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12 Performance Management 
 

 Purpose 

MSA University implements a dynamic Performance Management System PMS in order to create a 
performance-driven and progressive culture, empower and motivate the staff towards higher 
performance by linking and aligning individual, team and organizational objectives. It also provides 
a means to recognize and reward exceptional performance and manage under-performance. 
 

 Scope  

This policy and its related procedures apply to all full-time contracted staff at MSA University across 
all provisions (Academic and Non-Academic Staff). 
 

 Policy 

The University uses the academic and non-academic performance evaluation and development 
process to evaluate, recognize, improve, and sustain quality staff performance within each faculty, 
division and department of the University. 
 

 Principles  

The MSA Performance Management System is based on the following principles: 

 Strategic Alignment: Fostering a performance-oriented culture where individual’s work is 
cascaded and aligned with the strategic direction of the University. 

 Continuous Feedback: Encouraging fair, accurate and proactive feedback by line-managers 
in order to develop and enhance the performance of their subordinates.  

 Integration: Establishing a clear connection between on-the-job performance and incentives 
such as annual increase, promotions and training and development opportunities.  

 Fairness and Credibility: Provide a consistent, fair and credible performance management 
system, through setting clear standards, policies and procedures that are in line with 
University laws and legislation. 
  

 Objectives 

 Through the Performance Management System, the University seeks to: 

 Establish a scientific approach to link performance with reward achievements and 
outstanding results. 

 Improve and increase the University staff productivity through an annual performance 
appraisal aligned with MSA strategic objectives. 

 Reconcile and cascade MSA strategic objectives to individual levels. 

 Encourage and enhance individual achievements and teamwork spirit. 

 Develop and encourage a culture of continuous learning and professional development 
opportunities.  

 Identify and recognize high performers and potentials that can lead to excellence. 
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 Performance Management Policy and Procedures 
 

12.6.1 Performance Management Structure 

 

The Performance Management structure consists of three main parts:  
1. KPIs: represents the main expected tasks from the staff to achieve during the 

year and ensure that they are effectively focusing on the crucial areas of their work.  
2. Additional responsibilities (Hats): extra tasks and responsibilities that the staff are 

responsible for throughout the year.  
3. Competencies: represents the HOW or the manner a staff member achieves his/her 

responsibilities. There are three main categories of competencies; 

 MSA Core Competencies 
Core competencies are demonstrated behaviors which capture the essence of the Mission, 

Vision and Values of MSA.  

 MSA Technical Competencies 
Technical / Functional competencies are demonstrated knowledge and skills in a technical, 

professional or Job Family, and are specific to roles.  

 MSA Leadership Competencies (As applicable) 
Leadership competencies are leadership skills and behaviors that contribute to superior 

performance and translate the behaviors and attitudes of successful leaders into 
defined, measurable traits that drive performance and results. 

 

12.6.2 Performance Management Framework   

The PMS framework is a 3-phase cycle: 

Performance Planning 

The Performance planning phase of the PMS framework is determined based on two main 
inputs: 

 Each faculty/division/department’s strategic and operational plans. 

 The MSA Competency framework.  
   

The performance planning phase starts; during the beginning of each academic year 
(September/October) for all university staff, in which the line-manager and his/her subordinate 
agree on a set of KPIs, determine the desired level of competency that the subordinate should 
achieve by the end of the year, and document it in the annual performance form in accordance 
with the subordinate’s grade which should be signed by both the staff member and his/her line 
manager at this stage. 

Interim Review  

The interim review phase is conducted during the month of December of each year for all 
university staff between the line-manager and his/her subordinate in order to; review the 
progress towards meeting the KPIs set in the annual performance form, support and enhance 
the performance strengths and identify its weaknesses, provide corrective measures when 
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needed, and give the work process the proper directions towards accomplishing the desired 
KPIs and results that are expected to be achieved by the event of the annual performance 
review, in accordance with the staff grade.  

Annual Performance Review 

The annual performance review is the last phase of the PMS Cycle. It starts after the end of each 
academic year (August/September) for academic and non-academic staff, in which the staff 
performance undergoes the final review and appraisal in accordance with the standards clearly 
established in this PMS and the staff grade. 
  
It is worth a mention that, these three phases above mentioned are interspersed by the 
ongoing coaching and feedback which is necessary for guiding, directing and controlling the 
completion of the objectives in accordance with the annual performance form. 
The constant feedback aims at correcting any weak aspect in performance, reinforcing the 
performance strengths and motivating staff towards achieving the expected objectives. 
 

 Key Roles and Responsibilities 

12.7.1 Human Resources Department 

Key responsibilities include:  

 Managing and owning the staff performance management system, related policies & 
procedures manual, forms and the behavioral competencies framework. 

 Taking a leading role and proactively getting involved during all PMS implementation 
phases to ensure accurate and effective execution. 

 Providing advice and guidance to line managers during the implementation of the PMS. 

 Facilitating and/or conducting training and awareness workshops and sessions about the 
PMS to line managers and staff.  

 Clarifying any implementation obstacles that may hinder the effective PMS 
implementation or any related issues. 

 Providing annual aggregate performance reports to MSA Management. 

 Ensuring that all faculties/divisions/departments are fully committed to the timeframe 
set for PMS Cycle. 

  

12.7.2 Line Managers   

The line-managers are responsible for the effective and timely implementation of PMS 
within their respective faculty/division/department through: 

 Maintaining a clear and comprehensive understanding of the PMS amongst their direct 
reports. 

 Scheduling one-one meetings for feedback discussion. 

 Scheduling regular class visits in case of Academic Staff. 

 Discussing and agreeing on objectives, competency profiles and individual development 
plans (IDP’s) with his/her direct reports. 

 Overseeing and managing the performance development of the direct reports through 
the continuous and interim reviews. 
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 Discussing and agreeing on the performance planning and annual performance form. 

 Providing individuals and teams with ongoing feedback on their performance and 
measuring individual performance of staff.  

 Preparing ahead for the interim reviews and keeping it documented. 

 Taking all the necessary measures and procedures for the final annual performance 
review. 

 Assessing direct reports objectively and recognizing his/her achieved goals. 

 Complying with the timeframe set for the PMS cycle.  
 

12.7.3 Staff 

Staff play an active role in the PMS implementation through:  

 Proposing and agreeing on the KPIs and hats, as well as their weighting with perspective 
line-manager. 

 Seeking ongoing coaching and feedback constantly from their perspective line-manager, 
initiating dialogue, and agreeing and implementing action plans. 

 Proactively working on completion of the IDP.  

 Implementing the performance plans agreed upon in accordance with the Annual 
Performance Form fully, accurately and honestly. 
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13  LEARNING AND DEVELOPMENT 
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13 Learning and Development (L&D) 
 

MSA University recognizes that the skills and knowledge of its staff are critical to its success, hence; 
developed various programs to improve individual and organizational performance and to 
encourage personal development through formal and hands-on learning and development, so that 
staff can improve job- related skills or enhance their competencies. MSA L&D section aims at 
achieving the following objectives: 

1. Provide Learning and Development Solutions to enrich MSA Staff performance. 

2. Cultivate Entrepreneurial Mindset within the University. 

3. Build partnerships to enhance development services. 

4. Provide support and development to our community partners. 

5. Foster development opportunities to enhance students’ Interpersonal and Employability 

skills. 

6. Utilize internal talent to increase financial resources. 

7. Spread L&D Culture 

MSA University encourages its staff to improve their job skills and increase their job performance. 
This will be accomplished by ensuring that all MSA full-time staff are provided with various Learning 
and Development opportunities, which will enhance their job performance productively, as well as 
support their personal career development goals.  
 

  Staff Orientation and Onboarding  

MSA strongly believes that all new hires should have an optimal onboarding experience as it can 
have a dramatic effect on staff job performance, organizational commitment, and retention. 
  
During orientation, the People and Organizational Development Section assist new staff in adjusting 
to their job and work environment while instilling a positive attitude and increasing motivation. At 
orientation, new MSA hires are formally introduced to the University and its leaders, culture, 
mission, vision and values. Ideally, on the first week of employment. 
  
Within the staff first 30 working days, the new staff Line Manager will discuss and agree on an 
Individual Performance Plan in the context of the Performance Management System.  
  
Below is what is generally accomplished during new hires orientation: 

 Intro to the University History, mission, vision and values. Meeting with the University’s 
leaders or long-tenured staff. 

 Finalizing mandatory employment paperwork 
 Introduction to Learning and Development opportunities and a brief on provided benefits. 
 Review of administrative procedures and use of workplace tech systems. 

  
The first six (6) months in a new position is a period of onboarding. The onboarding period is 
intended to allow a new, promoted or transferred staff to become familiar with the position and 
work environment and to demonstrate his or her capabilities. During this time, the new-hire’s 
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knowledge, skills and abilities are reviewed on a continuing basis. The onboarding period is a 
continuation of the selection process and may be formally or informally structured based on the 
needs of the faculty or department. During the onboarding period, on-the-job abilities are assessed 
and a decision is made by management concerning the continuity of employment.   
 

  Learning & Development Process 

MSA L&D Section identifies organizational and individual Learning and Development needs through 
analysis of; Performance Appraisal scores, Competencies, and University Strategy. Additionally, 
staff members are welcome to suggest any training courses they believe are important and can add 
value to them and to the university and are also encouraged to continually monitor their 
development and discuss the status of their career development with their Line Manager, from 
time to time, as part of their performance appraisal system. 
 
Based on the above, the annual L&D plan and calendar are formulated. The plan consists of 
Learning and Development activities classified into the below categories. The calendar is put in 
place in consideration with Academics Schedule and Departments with seasonal work rush. 
 

  Learning & Development Categories 

 

1. Compliance 

This category aims at equipping staff with the tools necessary to; adjust and incorporate into 
the working environment, adhere to the rules, regulations, policies and systems that the 
University follows and/or has put in place, and achieve prompt efficiency within safe work 
conditions. Compliance training include the following: 

● Induction 

● HSE 

● Quality  

● IT Security 

2. Core Behavioral Competency Based Training  

A range of interpersonal skills programs focusing on building core behavioral competencies 
and Human resources related skills and knowledge, i.e. communication techniques, customer 
service and time management. 

3. Management Development Programs 

These Programs aim to increase the leadership effectiveness of first level, middle and senior 
management.  

4. Technical Training 

This addresses the functional skills needed to effectively perform job duties in a certain field 
like; Marketing, Human Resources, Teaching, etc.  

 



 

 

 
Page | 76  

 

  Evaluation 

The Learning & Development activities are evaluated through a five- phase evaluation process 
(Phillips Model). The phases measure the following: 

● Staff Satisfaction with the programs 

● Learning of the knowledge or skills offered in the program 

● On-the-job Application of acquired knowledge or skills 

● Impact on the University 

● Return on Investment 

 

  Internal Trainers Program 

MSA aims to cement a foundation for a strong and effective learning environment and teams within 
MSA. That is why MSA Staff who wish to be certified trainers have the opportunity to apply in the 
Internal Trainers Program, during which applicants are trained and certified by MSA and CPD 
Standards Office. Certified Internal Trainers enjoy an excellent reward scheme and several 
development opportunities. 

 
Internal Trainers Selection Criteria: 

 Excellent experience with both the content/subject-matter area of what you will be training 
and with MSA. 

 Is passionate, committed and readily appears credible, and presents a neat, professional, 
organized and ethical image. (a Role Model) 

 Possesses a strong and empathetic understanding of learner’s characteristics and learning 
styles. 

 Possesses excellent facilitator characteristics, and can develop creative training material, 
aids and resources. 

 Obtains Line manager’s approval. 
  
Selection Process: 
The applicant fills an application form to know the experience, area of expertise and schedule 
preferences. Then, he/she is invited to present a 20-minute demo on a topic from the available 
training categories, followed by an interview. 
  
The demo and interview are to evaluate the presence of the above criteria and the potential of the 
applicant as a trainer. If the applicant has the required criteria, he/she is then enrolled in a Training 
of Trainers (TOT) Workshop to be a certified Internal Trainer. 
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14    TRANSFERS AND PROMOTION 
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14 Transfers and Promotion  
 

 Transfers Policy  

MSA University recognizes that staff motivation, productivity, and retention are dependent upon 
people working in jobs that are well suited to their interests, and therefore offers and encourages 
transfer opportunities for current staff. Likewise, line managers should be supportive to staff 
members who have the desire to enhance their skills or develop new competencies to pursue 
different or greater responsibilities internally. 
 

14.1.1 Transfer Eligibility Criteria 

 Employed in current position for at least one year. The one year waiting requirement may 
be waived if the position is being adversely affected due to a reduction in the work force or 
job elimination, or if there is significant change in the terms and conditions of employment. 

 Maintain an acceptable level of performance including but not limited to absence of 
corrective action and/or resolution of previous corrective action. 

 Successfully pass any special screening and interviewing processes required for the position 
of interest, including but not limited to background investigations, reference checks, and 
skills assessments. 

 Transfers between departments in the same faculty are not permitted.  
 

14.1.2 Transfer Process 

Step 1: The staff member applies for the job of interest announced through the recruitment 
office. However; prior to initiating a transfer, it is mandatory that the interested staff 
member advises his/her line manager that he/she is interested in other opportunities 
outside of the department. 
Step 2: The applicant will go through the normal screening and interviewing processes 
required for the position of interest, including but not limited to background investigations, 
reference checks, and skills assessments. 
Step 3: Recruitment Office should approve transfer request subject to the staff member 
matching with the eligibility criteria. 
Step 4: After a staff member has been selected and approved by the Office of Human 
Resources to transfer to another department, the Head of the respective departments will 
determine a mutually acceptable transfer date. The staff member does not decide the 
starting date. Generally, staff members should expect notice period to be from 2 to 4 weeks 
according to the business needs. In all instances, adequate notice of transfer must be given 
to avoid the risk of disrupting the workflow in the staff member’s current area. 

 

14.1.3 Transfer Conditions 

Based on the needs of the area as determined by the Department Head, he/she has the authority 
to transfer staff to positions within the department to maintain efficient and productive workflow 
and results.  
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It’s strongly encouraged that managers make an internal announcement regarding the opportunity, 
but it is not necessary to post it as an opening. 
The department head shall inform the OD and personnel offices of the transfer and take the HR 
Director’s approval. 
 

14.1.4 Reference Checks 

To facilitate the reference check process and safeguard the rights of staff seeking 
interdepartmental transfers, the hiring line manager who is considering making an offer of 
employment to a staff member from another department should ask the staff member’s current 
line manager to verify the performance and attendance record of the staff member. 
 

14.1.5 Compensation 

 Hiring managers are expected to discuss and confirm the staff member’s current salary 
grade and rate of pay with both the staff member and the Office of Human Resources prior 
to extending an offer.  

 Hiring managers may offer a salary increase, within University policy, for a promotion (a 
move to a job in a higher salary grade).  

 In general, no salary increase is provided for a lateral transfer (a move to a job in the same 
grade) because there is no increase in the level of responsibility.  

 When a staff member transfers to a job in a lower salary grade, the manager should consult 
with Human Resources Director. Typically, the staff member’s salary will be reduced 
because the level of responsibility has decreased. 

 

14.1.6 Leaves Balance 

All accrued but unused sick and vacation leave balances will stay the same for the rest of the year.  
 

14.1.7 Assessment Period for Transferred Staff 

Staff members should be aware that it is necessary to satisfactorily meet the new position’s 
performance expectations and standards as established by the new manager during the assessment 
period.  
The staff member work habits and performance will be examined throughout an assessment period 
and will be subject to a performance review after 3 months, if the staff member fails to meet these 
expectations, he/she may be separated from employment. 
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  Promotions Policy  

 

MSA University has adopted this policy to foster the advancement of its academic and non-

academic staff. This policy presents the guidelines for advancing and promoting staff from within 

the University and enhances the upward mobility of staff members and complements the present 

business practices at MSA University which allow for people development. 

The Promotion Policy is based on the recognition that in the course of meeting organizational 

objectives, the duties and functions of a staff member may change in complexity and responsibility. 

Promotions therefore, are based on status changes that involve increasing responsibility levels.  

This policy includes the process that managers must follow when promoting staff. It will be 

communicated to all staff to avoid confusion about who should be promoted and when. 

 

14.2.1 Promotions Definition 

Promotions are the career advancement of the academic and non-academic staff to the next job in 

the career path, and it usually represents a jump to a higher pay grade as well. However, many of 

the pay grades overlap, which implies that a staff member can be promoted without getting a raise. 

The added benefits of promotion serve as an incentive for better work performance, enhance 

morale and create a sense of individual achievement and recognition.  

 

14.2.2 Eligibility Criteria 

Academic Positions: 

Academic positions up to professor should get promoted within maximum 5 years of starting the 

current position.  

- Academic Positions up to Lecturer: 

Promotions are applied upon acquiring the academic qualification required for the position. 

- Associate Professor and Professor Position: 

Promotions for Associate Professor and Professor Positions are decided by the Scientific 
Production Check Committee; formulated by the Supreme Universities’ Council. 

 
Upon receiving promotion, academic staff member should inform the Personnel Section and submit 
the required documents to proceed with the promotion procedures into action. 
 
- Academic Managerial Positions (Department Head and above): 

Position Holders are selected according to the statute of the University. 

Non-Academic Positions: 

 Staff should fulfill the minimum required duration that is needed for Promotion in the current 

position (2 years represented in 24 consecutive months).  

 Staff should fulfill the minimum required qualifications stated in the job description and career 
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path of the position that he/ she is applying for.  

 Staff should not have any HR grievances during the previous years to the promotion.  

 Staff should not be under any investigation or disciplinary action for misconduct prior or during 

the promotion cycle.  

 

14.2.3 General Provisions  

 The rewarding system is done once a year, after the finalization of the performance 

management process.  

 Promotions will be determined based on the budget availability.  

 The rewarding system is an HR centralized process based on recommendations from the Line 

Managers, and for managerial positions it has to be upon the approval of the HR Director and 

the Head of Board of trustees. 

 Line Managers seeking to promote staff members in their respective areas are reminded to pay 

particular attention to past annual performance evaluations for the past 2 years. These 

documents indicate prior performance levels and accomplishments in the department, 

illustrating, for example, how effectively the tasks assigned were completed.  

 In case of unpaid leave for more than one month, the staff member is not entitled for 

promotion. 

 A special promotion of two consecutive grades is granted for staff with exceptional 

performance, on condition that the department Director presents enough justifications for such 

promotion.  

 If more than one candidate is nominated for the same promotion, a management assessment 

should be done by the HR.  

 For academic positions up to Professor, salary increases will be subject to freeze in case of 

exceeding 5 years in the same academic position without being promoted.   
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15   COMPENSATION AND BENEFITS 
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15 Compensation and Benefits 
 

 Payroll Process 
 

Staff receive their salaries in the official local currency in accordance to the following: 
 Staff members receive their salaries at the end of every month usually by the last day of 

each month 

 If payday falls on a weekend or holiday, all efforts will be done to release the payment on 
the previous working day. 

 Transfers: Staff who are transferred from Process/department to another 
Process/department may have their salary adjusted to reflect the new position’s salary 
range. 

• Resignation: Upon resignation, Staff will receive their salaries balance and other 
entitlements in the proper time and after finalizing their release form.  
 

Net Salary Deductions and Withholding 
As per MSA University’s internal personnel Policy; Absenteeism and Tardiness related deductions.  
 

 Rewards Classifications (Salary Increments) 

 

Annual Salary increase:  
The Staff may acquire a raise in the salary each year as a kind of benefit based on the university’s 
budget provided that the staff should spend a period in the university not less than 12 months for 
non-academic staff and 2 consecutive semesters (not including summer semester) for academic 
staff and tied to their performance grade/ level. 
 
1. Fixed Salary Increase:  

MSA University grants an annual fixed salary increase for the university staff due to the 
inflation. The percentage of the mentioned raise is determined based on their salary level.  

2. Pay for performance: 
Pay-for-performance, is defined as a raise in salary based on the staff performance throughout 
that year. This usually involves the Line Manager conducting a review meeting with the staff 
member to discuss the staff member’s work performance during the previous year. To 
determine whether a salary increase is warranted and fair, the staff member's overall 
performance and salary level relative to position responsibilities must be evaluated.  
 

 Benefits 

All staff will be entitled to the below benefits as assigned per each Job level and employment 
duration. 
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15.3.1 Discount Benefits  

All Staff could use their University ID cards to access special discounts that are offered in Co-operation 

with the best brands in Egypt including; hotels, restaurants, shops, health centers, etc… For details 

regarding the discounts providers, please check the discounts benefits on MSA University website or 

mobile application. 

 

15.3.2 Staff Transportation  

All Staff are entitled to use the university buses for no required fees on their way to and back from 

the university. For details regarding the routes, please visit the buses office in the administration 

building. 

 

15.3.3 Gym Access  

Special discount is offered to the staff at True Gym inside the University on the (Annual – Semester) 

membership.  
 

15.3.4 Summer Beach House  

The University provides summer Beach House program for top achievers who spent minimum 2 years 

in the University and as per the staff member’s performance evaluation result. 

It’s granted for maximum one week each 2 years.   
 

15.3.5 Personal Loans  

 Providing staff with banking benefits is part of the deals that the university developed with 
the best reputable banks in Egypt on condition that the staff member should have spent a 
minimum of 15 months in the university.  

 The personal loan acquired should be maximum double the monthly salary and will be 
installed over 10 months equally distributed 

 Staff are eligible to take it once as long as he/she pays the installment for the attained one. 
 

15.3.6 Medical Insurance 

Eligibility:  
All Staff are entitled to the medical insurance coverage upon successfully completing the probation 
period. 
 
Application:  
University Clinic is open along the working days for any inquiries related to the medical insurance 
program. 
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15.3.7 Greenwich and Bedfordshire Scholarships  

Teaching Assistants hired from MSA Alumni are eligible to apply for fully funded scholarships in 
international partnerships of Greenwich and Bedfordshire universities for master’s program. 
Accepted candidates will comply with a commitment contract for 3 years when returning back to 
work.  
 

15.3.8 Schooling and Children’s Education Discount  

Only at Dar El-Tarbiah Schools and MSA University 
Providing Staff with schooling and children’s education benefits is part of the services that the 
university has developed. 
 
Eligibility: 
All full-time staff may be supported with schooling and Children’s education discount in accordance 
with the following conditions: 

 Staff who have completed 12 months of successful continuous employment in MSA 
University will get 10% discount plus discount that is based on performance. 

 Staff who are considered of the top performers and scored 4 or above on the performance 
management scale (above/ exceed expectations or exceptional). 

 
Guidelines: 
Percentage of discount will be determined according to: years of employment, number of children 
and with relevance to the aforementioned eligibility guidelines.  
 

Maximum percentage of Discount is 50% per each Child for university education and 40% per 
child for schooling. Maximum number of children covered by this policy is two children. 
 

15.3.9 Mobile Phones and Lines Policy 

MSA University is committed to ensure that adequate communication facilities are available to 
its staff in order to carry out their normal daily duties, however the need for a mobile phone should 
be assessed, taking into account the role of the individual and his / her commitments. 
 
This policy applies to MSA staff, whose nature of job requires using mobile phones.     

 
General Provisions 

 The staff member is responsible for taking all reasonable precautions to avoid loss or 
damage of the university mobile.  

 The university mobile set and line are the university property therefore staff members are 
not allowed to lend or replace their assigned mobile sets or lines.  

 The university mobile line shall not be used to harass or threaten any individual.  
 

Resignation  

 Staff who may be leaving MSA University is responsible for the return of his / her mobile 
phone and all accessories to the authorized mobile contact person. 

 Mobile phones and accessories that are not returned will be charged at the end of service. 
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Change in Role  
If a staff member who has a university mobile phone changes his/her role or job, he/she shall keep 
the mobile set and line after getting department’s Head and the HR director’s approvals. 

 

  Business Travel 

15.4.1 General Rules 

 This travel policy is applicable only for Non-academics and Managerial positions which must 
be approved by the Head of Department and it is not applicable for academic staff or 
academic purposes. 

 Tickets, receipts, and bills of statements should justify all expenses. 

 Misuse or abuse of any provision of this policy or any willful violation of the terms of any 
agreement associated with the policy may result in disciplinary action. 

 

15.4.2 Transportation 

Transportation expenses within work area or within the city of travel for a business mission shall be 
refunded according to the following criteria and after obtaining the approval of the line manager: 

 Business missions will be accomplished through university owned pool cars where available 
and after notifying the Garage administration office by at least 24 hours in advance. In that 
case, no transportation expenses to be reimbursed. 

 When no university owned pool car is available, transportation expenses can be reimbursed 
according to actual expenses and upon the approval of the department Director. 

 Transportation expenses do not include trip from place of residence to work site and vice 
versa or from campus to another. 

 Transportation expenses are not reimbursed for staff who are using university car. 

 According to the staff member’s level in the university, he/she will be entitled to air ticket or 
train ticket. In case of non-availability of train ticket, using a bus will be the alternative. 

 

 Academic Fund Policy 

It’s the university interest to support staff growth and academic advancement. The Human 

Resources division has outlined this policy to facilitate staff publishing for academic 

purposes. The University management has allocated certain budget for faculty publishing 

and expenses to be revised every year and under the supervision of the Human Resources 

division. 
 

15.5.1 Eligibility 

All full-time faculty members may be supported with these funds and in accordance with 

the following conditions: 

 All faculty members who have completed 12 months of successful continuous 

employment in MSA University. 

 All faculty members who are considered of the top performers who scored 4 or 
above on the performance management scale (above expectations or exceptional). 
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15.5.2 Application Process and Deadline 

Applications are reviewed on a rolling basis until all of the funds are disbursed and 

depleted. The Human Resources division divides the total funds evenly between the fall and 

spring semesters.  
 

15.5.3 Guidelines 

Only one trip per faculty member per year will be considered, but additional funding may 

be available based on availability of funds and the timing of request. Funding will be topped 

as following: 

Travel for the following activities will be considered: 
 Delivery of a discipline based paper (published in journals with high impact factors at 

Thomson Reuters/Scopus) at a national, regional or international conference. 
 Papers (published in journals with high impact factors at Thomson Reuters/Scopus) 

must be based on a peer review jury process. Documentation to this effect must be 
submitted and approved by the department head, the faculty dean and the HR 
director. 

 The academic staff must have approval to travel from his or her department head and 
faculty dean to ensure that courses/ academic load will be adequately and properly 
covered. 

 The Application form cannot be submitted by academic staff or reviewed by the 
department head until a written approval has been received from the national, 
regional or international conference. 

 For international travel opportunities, not all applications can be funded. Funding 
will only be offered for scholarly/ innovative activities that cannot be carried out 
domestically, and will require the approval of the department head, dean, HR 
director and the university president. For collaborative research or multi-disciplinary 
research projects, involving multiple academic staff members, only one presenting 
academic staff member may be supported by international faculty travel funding. 

 As an essential responsibility of travel, you must present the MSA University 
community at an appropriate level in an appropriate venue. Copies of your paper 
(published in journals with high impact factors at Thomson Reuters/Scopus) will be 
given to the HR office and your department head upon your return. 

 Faculty Travel fund will be only granted for scholarly work or (paper published in 
journals with high impact factors at Thomson Reuters/Scopus) submitted under the 
name of MSA University and as part of the research paper or scholarly 
publication/work, where MSA University is properly presented at the conference. 

 Funding process is applied according to the updated Academic Promotion Regulations 
from the Supreme Council of Universities in Egypt.  
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16  GRIEVANCE POLICY 
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16 Grievance Policy  

 Policy Purpose 

The grievance and appeals policy shall ensure that all complaints are dealt within a constructive and 
timely manner, provide a clear unified mechanism for the resolution of complaints, grievances or 
problems raised by staff in relation to human resource management and work related matters such 
as but not limited to; staff members’ rights and pay appeals without hesitation, ensuring proactive 
secured practices. Situations may occur where, a staff member believes that the fair and consistent 
application of a policy affecting him/her has not been followed appropriately.  
 

 Policy Scope 

This policy and its related procedures apply to all staff at MSA University across all provisions 
(Academic and Non-Academic Staff). 

 Policy Statement 

This policy and its related procedures; emphasize a collegial approach to grievance resolution 
through; informal facilitation and mediation, are designed to lead to a prompt resolution of difficult 
problems in order to ensure healthy working environment is fostered and promoted among MSA 
community and to help MSA staff perform their work duties and responsibilities at maximum level 
of effectiveness with worry-free and threat-free work atmosphere. 

16.3.1 Principles and Guidelines 

 The University recognizes that, from time to time, staff may have problems or concerns 
regarding their work or relationships with colleagues which they wish to raise and have 
addressed. The University seeks to resolve such issues informally in the first instance. A 
formal grievance should only be invoked if no informal resolution has been found. 

 Where the Staff member or the Nominated Representative, and the Director of Human 
Resources agree, the time-limits set out in these provisions may be extended and/or the 
grievance process may begin at the second level of these procedures. 

 If two or more Staff members believe they have an identical or common problem, they 
may take action together and the matter will be dealt with as a single grievance. 

 A matter raised within these procedures may be withdrawn by the staff member or the 
Nominated Representative, at any stage during these procedures by notice in writing, to the 
Director of Human Resources. 

 Offers of compromise as well as agreements reached during these grievance procedures will 
not constitute precedents in regards to similar grievances, and are without prejudice to 
positions taken in similar circumstances or more general issues.  

This policy and its related procedures apply to all work related matters, staff members’ rights and 
pay appeals and does not apply to other ethical misconduct, this is covered in the code of conduct, 
anti-harassment and anti-discrimination policies. 
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 Definitions 

Grievance: A grievance is defined as a claim that violation of a published policy has occurred in 
the manner in which a staff member was treated including, but not limited to, actions, 
behaviors, pay or employee rights which are considered unfair, disadvantageous, wrong or 
inadequate.  
 
Appeal: An application to reconsider a decision that has been made regarding the grievance. 

 

 Grievance Procedures 

First Level Resolution: FACILITATION 

When a staff member wishes to raise a grievance with the University within these procedures, 
he/she is required to initially attempt to resolve the grievance through one on one discussion(s) 
with the other party or parties involved in the grievance process. 
 
The Staff member must also verbally advise his/her immediate supervisor of the situation before 
taking any further steps.  
Where the Staff member claims to have been aggrieved by his/her immediate supervisor, the 
Staff member may instead inform the supervisor's Line Manager, if the Staff member feels 
unable to approach the immediate supervisor on the grievance issue. 
 
Human Resources representative is available to facilitate one-on-one discussions, on request 
and subject to the Human Resources Director’s approval. 
The person or persons with whom the grievance is raised, will make a full verbal response to the 
Staff member not later than 10 working days (14 calendar days), where practicable, from the 
date the matter is raised. 
The Director of Human Resources or Human Resources Representative who is delegated by the 
Director of Human Resources must ensure the matter proceeds in accordance with the time 
frames stated in these procedures and the dates of meetings are clearly documented. The Staff 
member may be assisted by a Nominated Human Resources Representative in preparing for, 
and participating in these procedures.  

Second Level Resolution: MEDIATION 

If the Staff member is dissatisfied with the reply (or if there was not a timely reply at the 
First Level of Resolution), the Staff member, or, where requested, their Nominated 
Representative, must advise the Director of Human Resources, of the unresolved 
grievance. 
 
At the request of the parties involved in the grievance process, or at the discretion of the 
Director of Human Resources, the Director of Human Resources will arrange a mediation of 
the grievance with the aggrieved person or persons by independent and neutral mediators, 
within five working days where practicable. 
 
The Director of Human Resources will ensure that all parties involved are fully informed of 
the grievance, including the provision of any related written material(s). 
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Third Level Resolution: HEARING COMMITTEE 

Where the grievance remains unresolved after five working days or as soon as practicable, 
following the mediation, the Director of Human Resources will refer the matter to a Hearing 
Committee which is formulated on a random basis that ensures objectivity and bias 
avoidance.  
 
The hearing committee will be formulated by representatives from the faculty/ department 
that the aggrieved person works at, and depending on the scope of work.  
 
All recommendations made by the Hearing Committee will be binding on the parties involved 
in the grievance process and will constitute a settlement of the matter. 

 Appeals  

Staff have the right to formally appeal against the outcome of the grievance if they are dissatisfied 
with it.  
Staff member may appeal against the outcome within ten working days of being notified of the 
decision. The appeal should be made in writing to the next level of manager or to HR. The appeal 
will then be heard within a reasonable timeframe, normally within ten working days from the date 
of receipt of the appeal. 

 Confidentiality 

The University aims to keep information confidential to the maximum extent possible. All members 
of the Grievance Committee and those assigned for record keeping, as well as any staff member 
questioned in relation to an issue at hand, are bound by the duty of confidentiality at all times.  

 Documentation 
 
There are no specific documents or forms to be used under this policy. As previously mentioned 
above, there are a number of places where written communication is required. That 
communication will typically take the form of a memorandum/ minute.  

 Time Limits  

If at any stage of the grievance it is not possible to respond within the specified time limit, the staff 
member must be given an explanation for the delay and informed of when a response can be 
expected.  
 

 Roles and Responsibilities 

Staff Members 

 All staff have a clear role to play in helping to create a climate at work where communication 
channels are kept open so that concerns are discussed and resolved at an early stage.  
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 Staff members should be aware of their own conduct; act in accordance with the University’s 
values; avoid colluding with inappropriate behavior; and co-operate fully in any complaint 
procedure and/or investigation.  

Line Managers and Supervisors 

Managers and supervisors have a particular responsibility: 

  To act as role models; respond positively to complaints to avoid them escalating into 
grievances; and to challenge and stop unacceptable behavior in the workplace.  

 Managers and supervisors have a responsibility to manage underperformance or concerns 
regarding a staff member’s conduct. During these discussions, managers/supervisors should 
give constructive feedback to help the staff understand what he or she has done that is 
unsatisfactory, why it is unsatisfactory and how to improve in the future. This should be 
done in a constructive, encouraging style, following the University’s Performance 
Management Policy.  

Role of Human Resources Department  

The role of the Human Resources Department is to  

 Advise on the operation and application of this policy and procedure.  

 Take a proactive role in ensuring consistency of application across the university. 

 There is no requirement to advise Human Resources of informal grievances, although the 
Human Resources Representative can be approached for advice if necessary.  

 Human Resources must, however, be notified of all formal grievances raised.  

 The relevant Human Resources Representative will monitor the matter through all 
necessary stages.  

 Human Resources can also provide additional guidance during the procedure to managers, 
the staff member, any companion, and to any witnesses. 
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17  TERMINATION OF EMPLOYMENT 
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17 Termination of Employment  

This policy provides rules governing the termination of University Staff. This policy sets 
requirements for initiating and processing different types of terminations within the Human 
Resources system and establishes documentation requirements and roles and responsibilities for 
each termination situation. 
 

 Types of Terminations 

17.1.1 End of Probation 

In case of employment termination for those who did not successfully pass the probation period, 
the Dean and/or Head of Department should present a report stating the reasons behind why 
he/she wants to terminate the subordinates’ employment and this has to be approved by the Head 
of Department and the HR Director.  

For those who do not wish to continue their employment at MSA University, they must inform the 
HR Department and their line managers during the probation period.  

17.1.2 Resignation 

 Staff members who leave the employment of the University after the probation period by 
their own choice are considered to have voluntarily resigned. Staff members should proceed 
in the official resignation process.  

 Full-Time Non-Academic Staff members are expected to report their intention to terminate 
employment and should give (2) Months of notice. Prior notice is recommended to be given 
to Deans and Department Heads. 

 In general, Academic staff should not resign during the semester to ensure the smooth 
overflow of lectures and classes prior contract renewal.  

 In case of emergencies; 

o Full-Time Academic Staff members are expected to report their intention to terminate 
employment and should give (2) Months of notice prior contract renewal.  

o Part-Time Academic Staff members are expected to report their intention to terminate 
employment and should give (3) weeks of notice prior contract renewal.  

17.1.3 Non-renewal or Annulment of the Contract 

 The contract is annually renewed automatically unless one of the two parties declared an 
intention not to renew.  

 If the Staff member is not interested in renewing the contract, he/she should notify the HR 
Division two months prior the renewal date of the contract. 

17.1.4 Layoff  

 Layoffs take place due to reorganization, operational changes or financial constraints. This 
policy establishes the documentation and appropriate approvals for conducting layoffs, as 
well as outlines notice periods, severance payments, benefits administration, removal of 
system access, and service bridging for reduction of Staff through layoffs. 
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 The layoff process must not be used when corrective action or termination for cause are 
more appropriate. 

17.1.5 Death  

 The Faculty/Department of a deceased Staff member must promptly inform the Human 
Resources Division upon first learning of the death of the Staff member.  

 The Personnel Section at the Human Resources Division must complete the necessary 
documents for insurance claims and for release of a deceased Staff member’s final 
paycheck. 

17.1.6 Discharge 

 Although discharge ordinarily will not occur until a formal warning has been given to a staff 
member, terminations may occur without prior corrective or disciplinary measures if the 
reasons for discharge include, but are not limited to, unsatisfactory job performance or 
behavior, misconduct, theft, neglect of job duties, frequent or excessive tardiness or 
absenteeism, or violation of policy. 
 

 Types of warning prior discharge: 
o A Less formal verbal warning by the Line-Manager who may or may not wish to make a 

note in the Staff ’s personnel record, but should make an informal note about the 
conversation for his/her own reference. 

o A formal written warning by the Line-Manager addressed to the staff member and the 
Human Resources Department and kept in the Staff’s personnel record. 

 

 Return of University Property 

 On or before the last day of employment, a terminating staff member is required to turn in 
all University property, including identification card, medical insurance card, keys, uniforms, 
tools, library books, electronic equipment, and electronically stored data. 

 A terminating staff member is required to make arrangements for clearing all of their 
University debts. 

 

 Exit Interview 

The Recruitment Section should investigate and seek to find the reasons of the resignation during 
the exit interview and fill the Exit Interview Form and take any corrective actions in order to retain 
the potential Staff member. 


