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FIRST: ADMINISTRATIVE
PROCEDURES

The Protocol Manager refers any suspected
or contact case of any employee according to
the mechanisms of dealing with such cases as
stipulated in the Preventive Protocols Guide
issued by the Health Promotion Center. Fol-
lowing an official approach, contact is made
with the Acute Respiratory Diseases Clinic at
the University Medical Services Center. The
competent medical committee shall examine
all referred health cases and shall respond
officially to the Protocol Manager’s letter to
communicate the examination result and its
recommendations regarding the case. For
Rabigh Branch, coordination shall be made
with the manager of the University Medical
Services Center in Rabigh Branch, following
the procedures adopted in the branch.

All employees and students must be informed
clearly to have the novel Coronavirus Naso-
pharyngeal Swab only in the Acute Respira-
tory Diseases Clinic at the University Medical
Services Center, as it is the only competent
medical authority to allow a sick leave (from
the time of making the Nasopharyngeal Swab
until it results). For Rabigh Branch, coordina-
tion shall be made with the manager of the
University Medical Services Center in Rabigh
Branch, following the procedures adopted in
the branch.
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FIRST: ADMINISTRATIVE
PROCEDURES

In the event that a sick leave is issued for a
suspected or contact case, the Protocol Man-
ager shall contact the Human Resources of-
ficial in the facility and report the case to the
university’s Human Resources Department.
The patient is responsible for filing the sick
leave to Anjez application within a maximum
period of two weeks.

The Protocol Manager shall send any medi-
cal report issued by medical authorities other
than the university to the competent medical
committee concerned with examining health
cases for approval and final opinion. When
necessary, the Committee shall contact the
Protocol Manager to refer the employee to
the Case Evaluation Clinic at the University
Medical Services Center to re-examine the
patient who shall be referred to the compe-
tent medical committee.

If the competent medical committee approves
to include the employee in the categories
whose attendance to the workplace shall be
suspended until further notice, the work man-
ager shall issue a letter to allow the employee
to work remotely and the Human Resources
shall be notified. The employee shall continue
his/her work (remotely).
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SECOND: PROCEDURES TO

BE FOLLOWED REGARDING
SUSPECTED CASES OR CASES
CONTACTED A CONFIRMED
COVID-19

SUSPECTED OR CONTACT CASES WITH

COVID19- SYMPTOMS
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The employee shall adhere to download and
activate the applications of Tabaud and Ta-
wakalna.

If the result is negative, the employee and the
Protocol Manager shall be notified and the
employee shall return to work. If the symp-
toms persist, another visit to the clinic is then
required for a second swab and examination.

If the result is positive, a sick leave is given
for a period of 14 days starting from the date
of the positive swab result; the leave shall be
extended at the discretion of the competent
medical committee.

If the employee has a positive result of a swab
conducted by the Ministry of Health, a copy
of the result from Tawakalna application shall
be sent to the Protocol Manager, who in turn
sends it with the complete information to the
competent medical committee to provide the
necessary sick leave.
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The Protocol Manager shall refer the contact
case who does not show Covid-19 symp-
toms as per the instructions in article 4 of the
Administrative Procedures above.
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In coordination with the Protocol Manager, a
swab is conducted to the employee who con-
tacted a positive Covid-19 case but shows no
symptoms, and the employee shall continue
work while adhering to wearing a facemask
all the time and observe all precautionary
measures.
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If the swab result is negative, the employee
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BE FOLLOWED REGARDING
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CONTACTED A CONFIRMED
COVID-19

CONTACT CASES WITH NO COVID19-
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In case the symptoms appear, the employ-
ee shall return to the Clinic for another swab
and re-examination. If the result is positive,
a sick leave is given for a period of 14 days
starting from the date of the positive swab
result; the leave shall be extended at the
discretion of the competent medical com-
mittee.

If the employee has a Ministry of Health na-
sopharyngeal swab and the result is pos-
itive, a copy of the result from Tawakalna
application shall be sent to the Protocol
Manager, who in turn sends it with complete
information to the competent medical com-
mittee to provide the necessary sick leave.
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THIRD: MECHANISM FOR
CONFIRMED COVID19-
EMPLOYEE TO RETURN TO THE
WORKPLACE:

After 14 days from the date of the positive
swab and disappearance of the symptoms
(no fever for at least 24 hours without fe-
ver-reducing drugs, and disappearance of
other symptoms such as coughing or short-
ness of breath).

Patients admitted to hospital are asked to get
a verified medical report (a sick leave) as per
the approved medical procedures.

In cases of home quarantine, if the symptoms
continue for more than 14 days, the patient
(employee), in coordination with the Protocol
Manager, applies for a re-examination in the
Acute Respiratory Diseases Clinic. For Rab-
igh Branch, coordination shall be made with
the manager of the University Medical Ser-
vices Center in Rabigh Branch, following the
procedures adopted in the branch.

The Protocol Manager shall make sure of the
employee’s recovery before permitting him/
her to return to workplace.
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FOURTH: SPECIAL HEALTH
CONTROLS FOR EMPLOYEES
WHOSE ATTENDANCE AT
WORKPLACES IS SUSPENDED
UNTIL FURTHER NOTICE:

The competent medical committee in the
University Medical Services Center in Al-Su-
laymaniyah / Rabigh shall be the competent
authority to evaluate high-risk categories and
to issue the required medical reports, in co-
ordination with the Protocol Manager, as per
the instructions of the Ministry of Health.

Employees in University health facilities are
considered as high-risk categories (University
Hospital, University Dental Hospital, and Uni-
versity Medical Services Center in Al-Sulay-
maniyah / Rabigh). A specialized committee
from their facility shall examine them.
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