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1.0 OBJECTIVE

To ensure that the implementation of Usrah Programme fulfills the University and Centre for
Foundation Studies curriculum requirements.

2.0 SCOPE
This process covers the preparation, appointment of Chief Facilitator, Usrah
Facilitators, registration of students, implementation of usrah, processing of results and
payment of Usrah Facilitator,

3.0 ACCOUNTABILITY
Head, Spiritual Development Department
Deputy Dean, Academic and Internationalisation

40  ABBREVIATION (If any)

41 HSDD Head of Spiritual Development Department

4.2 SARO Senior Assistant Religious Officer

43 ARO Assistant Religious Officer

44 HOD Head of Department

4.5 ODDAI Office of the Deputy Dean, Academic and Internationalisation
4.6 ITD Information and Technology Department

47 CF Chief Facilitator

4.8 UF Usrah Facilitator

49 CFS Centre for Foundation Studies

4.10 COE Committee of Examiners

4.11 Usrah Programme  The compulsory CCUB 1061 Usrah 1 and CCUB 1062 Usrah 2

as stated in the curriculum structure of CFS

5.0 REFERENCE

5.1 Course Outline CCUB 1061 and CCUB 1062
5.2 Task Sheet CCUB 1061 and CCUB 1062
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6.0 RECORD RETENTION PERIOD
RETENTION
NO. RECORDS PERIOD LOCATION | RESPONSIBILITY

Checklist for Roleplay

1. | & E-Portfolio and 2 years Filing Room ARO
Result form

2. | Justification of Failure 2 years Filing Room ARO
form

3. | Copy of Validation 2 years Filing Room ARO
sheet

4. | Copy of appointment 2 years Filing Room ARO
letter of CF and UF
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7.0 PROCESS FLOW
7.1 PREPARATION FOR HANDLING USRAH

Responsibility Flow Chart Remarks

SARO

Prepare proposal papers

\ 4

SARO Submit to CFS Trust Account Meeting for
approval (Usrah 1 and Usrah 2)

Y

SARO Received approved proposal
A 4
SARO/ARO Conduct Usrah 1 and Usrah 2
¥
ARO Filing all related documents
A 4
END
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7.2  APPOINTMENT OF CHIEF FACILITATOR (ACADEMIC STAFF)

Responsibility Flow Chart Remarks
ARO Identify the total number of CF to be
appointed
HSDD Request candidates of CF from HODs
HSDD Receive CF nominated list from HODs

!

Request candidates to fill up the application

SARO form
v
SARO Receive the application form from candidates
DD/HSDD Selection of CF

'

HSDD Issue appointment letter to CF
HSDDD/SARO Conduct briefing to CF
ARO Filing all related docuinents
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7.3
Responsibility Flow Chart
ARO identify total number of UF to be appointed
ARO Advertise the recruitment of UF
A 4
Receive the application form
ARO
SARO Arrange interview session
A4
Conduct interview session
SARO
A 4
Select candidates for UF
HSDD
v
Issue appointment letter to UF
HSDD l
HSDD/SARO Conduct Briefing session for UF
ARO Filing related documents
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7.4 REGISTRATION OF USRAH PROGRAMME

Responsibility Flow Chart Remarks
START
\ 4
ARO Request name list and information of
students from ITD
A 4
SARO Sort and group the students according to
programimne
\ 4
Request ODDALI to create slot for Usrah
ARO

Progranune in the Scheduling system

A 4

ARO Submit name list and section of Usrah
Programme to ITD for auto-registration

v
ARO Inform CF to retrieve student Usrah section
through CFS MYAPPS

A\ 4
Distribute Usrah sections to UF

ARO

A 4

ARO Filing all related documents

END
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7.5 IMPLEMENTATION OF USRAH
Responsibility Flow Chart Remarks
CF Access student Usrah section from CFS
MYAPPS
CF Create conununication channel with UF
UF R ah section
equest student Usrah section from CF

UF Create conmmunication channel with Usrah

CF Conduct weekly intellectual discourse for UF
CF/UF Usrah Programme start

UF Submit Usrah attendance to CF

CF Issue warning letter for absenteeisin less than

20%
CF Issue barring letter for absenteeism more than
20%

ARO Filing all related documents
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7.6 PROCESS OF USRAH RESULT

Responsibility

UF

CF

CF

CF

CF

SARO/ARO

HSDD

ARO

HSDD/SARO

SARO

ARO

Flow Chart

Coniplete & submit Role Play and E-Portfolio
assessments and result forms for Usrah
members to CF

!

Complete Role Play and E-Portfolio
assessments and result forms for UF

!

Verify Role Play, E-Portfolio and result
forms for UF and Usrah members

!

Key-in mark into CFS Result Entry system

!

Submit official validation sheet and
Justification of Failure form to SARO/ARO

!

Receive official validation sheet and
Justification of Failure forms

!

HSDD Verify official validation sheet and
Justification of Failure forms

y

Subinit the official compilation of validation
sheet to ODDAI for COE

v

Attend COE for endorsement ofresult

4

Subinit name list of students with incomplete
Usrah Programmnie status to STADD

{

Filing all related documents
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7.7 PAYMENT OF USRAH FACILITATOR
Responsibility Flow Chart Remarks
START
v
ARO Prepare the list of appointed Usrah
Facilitators and account number
A4
ARO Submit the list to SARO
A 4
Submit the list and payment form to HSDD

SARO for recommendation

Y

Receive recommended list and form from

SARO HSDD

Y
SARO Submit the recommended list and form to

Dean/Director for approval

A 4

SARO Receive approved list and form from
Dean/Director

y

SARO Submit the approved list and form to Finance

Department

END
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