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KING SAUD BIN ABDULAZIZ UNIVERSITY FOR HEALTH SCIENCES
ADMINISTRATIVE POLICY AND PROCEDURE

NUMBER :  APP 009-P-V01-15
TITLE : GUIDELINE FOR EMPLOYEE SATISFACTION SURVEY
ORIGINATING : FACULTY AND STAFF RELATIONS (FSR)
DEPARTMENT AND DEANSHIP OF QUALITY MANAGEMENT (DOQ)
ORIGINAL DATE

1. STATEMENT OF PURPOSE

The purpose of this APP is to establish a policy and applicable procedure to define the manner in
which KSAU-HS, formulate/develop, revise the Employee Satisfaction Survey and accordingly
deliver the outcomes to different stakeholders.

APPLICABILITY

This APP applies to all KSAU-HS non-academic employees.

RELATED REFERENCES

NCAAA Manual, Standard # 9 Employment Processes

DEFINITIONS

4.1 DOQ: Deanship of Quality Management

42 DQM: Development and Quality Management Affairs

43 EduTech: Corporate Educational Technology Services

44 Employee Survey: A questionnaire developed as a baseline and utilized to improve the
quality of services provided to employee as well as employee workplace

45 FSR: Faculty and Staff Relations

4.6 KSAU-HS: King Saud bin Abdulaziz University for Health Sciences
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5.

4.7 NCAAA: National Commission for Academic Accreditation and Assessment

4.8 NON-ACADEMIC STAFF/EMPLOYEE: Employees who are not holding any
academic rank and do not have any teaching duties. Such employees are referred to as
administrative staff.

POLICY

5.1 Employee satisfaction survey should be conducted and benchmarked on an annual basis
for improvement purposes.
52 All non-academic staff in all regions are considered stakeholders and must answer the
survey.
53 FSR must ensure that the survey is completed according to specific guidelines and
timeframes.
54 Any changes or modifications of employee satisfaction survey must be done in
collaboration with the DOQ.
55 The Scoring criteria are based on a scale from 1-5 where:
a. 1= Strongly disagree
b. 2= Disagree
3 =Neutral
4 = Agree
e. 5= Strongly agree
5.6 Confidentiality of employee identity should be assured and observed at all times

PROCEDURE

6.1 FSR will initiate process of the Employee satisfaction Survey.

6.2 EduTech sends the survey to all non-academic staff in all regions through an automated
system.

6.3 EduTech collects the data and sends the results to FSR.

6.4 FSR Performs data analysis.

6.5 FSR report results, findings and recommendations to DOQ.

6.6 DOQ reviews the report and notifies respective colleges or departments.

6.7 Respective colleges or departments sets action plans.

6.8 DOQ monitors the corrective plans to ensure completing the proposed changes if
available.

6.9 FSR documents the results to be benchmarked with the following years.
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7. RESPONSIBILITY

The Development and Quality Management Affairs, Deanship of Quality, The Faculty and Staff
Relations, Corporate Educational Technology Services , Colleges and departments are responsible
for the coordination, implementation and monitoring of this APP.
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9. Appendices
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B. Timeframe
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C. Employee Satisfaction Survey
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The purpose of this questionnaire is to help the University to determine the employees’ satisfaction about
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