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First: Document Overview

This document establishes the principles of professional conduct and work ethics at the University
of Khorfakkan, with the objective of promoting institutional excellence, enhancing operational
effectiveness, and strengthening the quality of institutional performance. It provides a framework
of values and principles governing the academic and administrative work environment, thereby
contributing to the advancement of overall institutional performance and the effective service of
the university community. This document shall be implemented in accordance with the applicable
laws, regulations, institutional policies, and recognized best institutional practices.

Second: Main Objectives of the Document

1. Promote a culture of professional conduct linked to institutional performance indicators and
support the achievement of the University’s strategic objectives by embedding integrity,
transparency, and institutional commitment, while fostering a professional and sustainable work
environment.

2. Define employees’ duties and obligations, emphasizing compliance with academic and
administrative principles and the application of this document in daily practice.

3. Reinforce the values of discipline, transparency, integrity, objectivity, competence, and loyalty to
the nation, the Emirate, and the University, thereby enhancing professional conduct and
institutional performance.

Third: Definitions

The following words and expressions shall have the meanings assigned to them, unless the
context requires otherwise:

1The Country: The United Arab Emirates.

2.Emirate: The Emirate of Sharjah.

3.University: University of Khorfakkan.

4. Employee: Any person appointed by the University to occupy an academic or administrative
position, whether on a permanent or temporary basis, and on a full-time or part-time basis.
5.Information: Any data accessed by an employee by virtue of, or in connection with, their
employment, or any data relating to the University's operations. This includes, but is not limited to,
correspondence, documents, reports, maps, drawings, specifications, forms, licenses, agreements,
and any other records owned by, held by, or under the administration of the University, whether in
paper, electronic, or digital form.

6.Conflict of Interest: Any situation, action, or decision undertaken by an employee that results in a
conflict between the employee's personal interest, whether direct or indirect, and the interests of
the University.

7.Employee Code of Conduct: A set of principles, values, and professional behaviours that
University employees are required to adhere to in the performance of their duties and interactions,
in a manner that reflects a positive image of the University and promotes a professional working
environment.
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8.Ethics Committee: The committee established pursuant to a decision issued by the Chancellor.
9.Enterprise Risk Management (ERM): A framework for identifying, assessing, and managing risks
that may affect the achievement of the University's objectives.

10.Whistleblowing System: An approved mechanism that enables the reporting of violations and
misconduct while ensuring confidentiality and the protection of whistleblowers in accordance with
the applicable legislation and regulations of the University

Value Definition

Integrity Commitment to the highest ethical
Equality The University welcomes all and values
Creativity and Innovation The University strives to improve life
Transparency Commitment to open and clear
Excellence All University activities are guided by

Fifth: Scope of Application

The provisions of this document apply to all employees, including academic and administrative staff.

Sixth: Roles and Responsibilities

(A) University Duties and Obligations:

1. Ensure all University staff are informed of the ethical standards and professional conduct
outlined in this document, raise awareness of expected behaviours, and clarify the consequences of
violations.

2. Provide a supportive academic and administrative work environment that enables employees to
perform effectively and achieve the University’s goals and strategies.

3. Treat all employees fairly and equally, promote equal opportunity, and encourage initiative,
innovation, and excellence.

4. Strengthen effective communication channels between employees and senior management, and
encourage knowledge sharing and developmental initiatives.

5To adhere to the University's approved Whistleblowing mechanisms and to report ethical
violations and misconduct in good faith, in accordance with the applicable legislation, policies, and
procedures in force at the University.
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(B) Supervisory and Leadership Roles:

The supervisory categories within the University shall include holders of academic leadership
positions, including the Vice Chancellor for Academic Affairs, Deans, Associate and Assistant
Deans, and Heads of Academic Departments, as well as holders of administrative leadership
positions, including Vice Chancellors for Financial and Administrative Affairs and Community
Affairs, Directors of Departments and their equivalents, and Heads of Sections. Their obligations
shall be as follows:

1. Implementing and promoting institutional values and ethical conduct within the academic and
administrative environment.

2. Serving as role models in adhering to this document, thereby reinforcing a culture of integrity
and institutional discipline.

3. Respecting employees’ rights and treating them fairly and equally without discrimination or
favoritism, in line with equal opportunity principles.

4. Overseeing the awareness and guidance of staff (academic and administrative) to ensure
compliance with this document and applicable University policies and bylaws.

5. Taking appropriate actions to prevent violations or misconduct related to professional ethics
and conduct, in accordance with approved procedures.

6. Coordinating with the University Ethics Committee and relevant departments to review cases
of violations and provide objective and impartial recommendations.

(C) Employee Responsibilities:

1. Comply with applicable laws, bylaws, policies, instructions, and directives issued by line
manager.

2.To refrain from instigating, encouraging, or participating in collective or malicious complaints
against any person or other parties in a manner that contravenes the applicable legislation and
regulations in force at the University.

3. Adhere to financial, procurement, and academic service regulations to ensure optimal use of
University resources.

4. Comply with guidelines related to professional appearance.

5. Perform job duties efficiently with integrity, professionalism, accuracy, and good conduct.

6. Ensure non-discriminatory service delivery to all beneficiaries (including students, parents, and
researchers), maintaining professionalism, neutrality, and respectful interaction, and avoiding any
misuse or exploitation for personal gain.

7. Dedicate official working hours to assigned duties and comply with attendance and punctuality
requirements.

8. Take responsibility for actions and decisions, promptly correct errors when they occur, and
notify relevant parties within the University.

9.To maintain and document all transactions and records, whether in paper or electronic form, in
accordance with the procedures approved by the University.
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Seventh: Information Security and Social Media Use

1. The employee shall maintain the confidentiality of all information and documents accessed
through their work and shall not disclose them during or after employment, except in accordance
with approved University procedures.

2.The employee shall maintain the confidentiality of student data and shall not disclose such data
except to authorized entities or persons, in accordance with the University's regulations and
policies.

3. The collection and processing of personal data shall be limited to what is required for work
purposes and within a lawful framework.

4. Employee shall comply with the University’s approved information security policies and protect
data stored on all electronic systems and devices used.

5. The use of University systems and technologies for unlawful purposes or accessing content that
violates regulations or institutional values is strictly prohibited.

6. The employee shall sign confidentiality and non-disclosure undertakings and comply with all
related provisions.

7. Unauthorized access, hacking attempts, or misuse of electronic communication systems or
networks is strictly prohibited.

8.When representing the University within or outside the State, the employee shall act within the
scope of the authority granted and in a manner that protects the interests and reputation of the
University, and shall be held accountable for any violation in this regard.

9. Employees are prohibited from providing information or statements to the media or through
social media regarding matters under review or investigation without prior official approval.

10. Employees shall not use personal accounts in a way that implies representation of or official
speaking on behalf of the University without authorization.

11. The publication or dissemination of any content that may harm the University, its staff, or
related entities is strictly prohibited.

12. Employees shall securely store all documents and records, ensuring physical documents are kept
in locked storage and electronic records are protected against unauthorized access.

Eighth: Protection of Public Funds and University Assets

The employee shall safeguard the University’s funds, interests, and assets, and shall not misuse or
damage them. Any financial misconduct or negligence that may harm the public interest must be
reported in accordance with approved procedures.
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Ninth: Appropriate Use of Official Authority

1. Employees shall not exploit their position or work-related information for personal gain or for the
benefit of others. The use of job title or authority, directly or indirectly, to obtain financial benefits or
special services for oneself or relatives is strictly prohibited.

2. Employees shall not use information obtained through their work, during or after employment, for
personal gain or to grant unfair advantage to others or cause harm.

3. Employee shall not solicit or accept, directly or indirectly, any gift, benefit, service, hospitality, or
other advantage from students, suppliers, or any entity dealing with the University. The employee shall
reject any attempt to obtain preferential treatment and shall immediately report such attempts to the
competent authority within the University. This prohibition shall not apply to ceremonial or nominal
commemorative gifts accepted in accordance with the University's policies. The employee shall also not
accept any travel arrangements or hospitality funded by an external entity without obtaining prior
approval from the competent authority.

Tenth: Employee Conduct

1.The employee shall treat others with respect and shall refrain from committing or participating in any
form of harassment, bullying, violence, discrimination, intimidation, or abuse against supervisors,
colleagues, students, or service recipients.

2.The employee shall uphold the honor and dignity of the position and shall maintain appropriate
conduct within and outside the workplace in a manner that does not adversely affect the reputation of
the University.

3The employee shall maintain a professional relationship with students based on respect and
impartiality and shall not establish any personal or professional relationships or associations with them
that may compromise the employee's objectivity or exploit the academic or administrative relationship
for the benefit of any party.

4.The employee shall avoid any conduct that may disrupt the workflow or impair the orderly conduct of
work, including incitement to such conduct.

5.The employee shall respect the values, traditions, and customs of the University community and shall
adhere to the principles of professional ethics adopted by the University.

6.The employee shall not direct service recipients to complete their transactions through unauthorized
means or in violation of official procedures.

7.The employee shall comply with the approved administrative chain of command and shall not bypass
line managers in communications or procedures. This restriction shall not apply to cases involving the
reporting of violations, conflicts of interest, harassment, retaliation, or where the line manager is a
party to the matter, provided that the approved reporting channels are followed.

8.Smoking within the University's buildings and facilities is prohibited. The employee shall comply with
designated smoking areas, if any, and with the health, safety, and other applicable policies and
instructions of the University.

9.The employee shall ensure the responsible and ethical use of artificial intelligence applications and
emerging digital technologies and shall not enter, upload, or share University data, personal data, or
confidential information through unauthorized systems or applications, in accordance with the
University's approved data protection and cybersecurity policies.

10.The employee shall support the University's environmental sustainability initiatives by promoting
the efficient use of resources, energy, and water and by minimizing waste in daily operations.
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Eleventh: Disclosure and Conflict of Interest Management

1.The employee shall avoid any actual, potential, or perceived conflict of interest between their personal
interests and the interests of the University and shall not participate in any decision, action, or activity
that may result in a direct or indirect benefit to the employee or to their relatives up to the fourth
degree of kinship.

2.The employee shall promptly disclose in writing to their line manager any conflict of interest or undue
influence that may affect their impartiality and objectivity, specifying the nature of the relationship and
the circumstances giving rise to the conflict.

3The employee shall avoid entering into any relationships or associations that may compromise the
integrity of their decisions or conflict with the public interest or the interests of the University.

4The employee shall sign a Conflict of Interest Declaration and update it periodically in accordance
with the procedures approved by the University's Human Resources Department.

5.All employees shall sign a Conflict of Interest Declaration upon appointment, annually thereafter, and
prior to participating in appointment, promotion, procurement, or academic evaluation committees.
Such declarations shall be maintained by the Human Resources Department, with a copy provided to
the competent authority, as applicable.

Twelfth: Prohibition of Engagement in Restricted Activities or Political
Involvement

Employees must:

1. Demonstrate loyalty and commitment to the Country and the Emirate, in compliance with the
principles established in the Constitution of the UAE and applicable legislation in the Emirate.

2. Refrain from participating in any prohibited activities or activities that violate applicable laws and
regulations.

3. Refrain from engaging in political or partisan activities, or affiliating with political entities or
organizations, or working for, cooperating with, or promoting them in any form.

Thirteenth: Courtesy and Respect

Employees must:

1. Promote integrity and respect through professional conduct with supervisors and colleagues at all
times, both inside and outside the workplace.

2.Follow instructions from line managers in accordance with the administrative hierarchy and interact
with them respectfully, providing objective and honest advice and expertise in the interest of the public
good.

3. Exercise self-control in the workplace, demonstrate patience and perseverance, and build long-term
professional relationships based on trust and mutual interests between the University and its
stakeholders.

4. Respect the rights of colleagues with disabilities, treat them without discrimination, consider their
needs, and support their empowerment and dignity in the workplace.
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Fourteenth: Safe Work Environment

1.Employees shall perform their duties in a manner that ensures their safety and the safety of others, in
compliance with the University’s approved health and safety procedures.

2.Employees shall minimize the environmental impact of their work practices and support
environmentally friendly initiatives, including recycling.

Fifteenth: Employment and External Activities

1. Employees are prohibited from holding any external job or professional activity alongside their
University position without prior approval in accordance with University policies and regulations.

2. Participation in any promotional or advertising activities related to entities that deal with the
University is prohibited, whether for remuneration or otherwise.

3. Fundraising within or outside the University in any official capacity is prohibited unless conducted
through approved channels and procedures.

4, Employees may hold membership in boards of trustees of public entities, associations, or advisory
boards of universities, provided that prior approvals are obtained and no conflict of interest exists.

Sixteenth: Intellectual Property

The nature of many positions within the University requires the conduct of research and studies
utilizing resources provided by the University. Accordingly, employees engaged in such activities may
create or develop valuable intellectual property as part of their duties and responsibilities. Where an
employee creates or develops any intellectual property belonging to the University, the University
shall retain ownership thereof, in accordance with the applicable policies approved by the University.

Seventeenth: Professional Appearance

Employees shall maintain a professional appearance, wearing appropriate and modest attire that
reflects the University’s reputation and aligns with local customs and traditions, and the values of
the Country and Emirate. Unless work requirements dictate otherwise, the following applies:

1.UAE National employees:
® Males: Traditional UAE attire (Kandura), with Ghutra and Agal; wearing Ghutra without Agal or
in the “Hamadaniyah” style is not permitted.
® Females: Abaya and Sheila.

2.Non-UAE employees:
® Males: Formal business suit with tie, or other appropriate professional attire suitable for the
University environment.
® Females: Modest attire such as loose trousers, long clothing, and long sleeves.

3.All employees are prohibited from wearing:

® Tight or transparent clothing.
® Sportswear.
® Any attire that contradicts the customs, culture, and values of the Country and Emirate.
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Eighteenth: Reporting Ethical and Behavioural Violations

Employees shall be entitled to report ethical and behavioral violations exclusively through the
University's approved whistleblowing system via the designated reporting email address
(whistleblowing@ukf.ac.ae). Access to this account shall be granted only to the Vice Chancellor

for Financial and Administrative Affairs, the Director of Human Resources, and the University's
Legal Counsel. All reports shall be referred to the Ethics Committee for review and investigation,
with due regard for confidentiality and the protection of whistleblowers in accordance with the
approved procedures. The identity of a whistleblower shall not be disclosed except to the extent
permitted under the applicable regulations and procedures.

Where a report concerns any person who has access to the whistleblowing system, or where a
potential conflict of interest exists, access shall be restricted for the concerned party, and the
report shall be referred directly to the Ethics Committee, the Chancellor of the University, or
any other competent authority designated for this purpose. Furthermore, no direct or indirect
retaliatory action shall be taken against any employee who, in good faith, reports a violation or
participates in an investigation. Any act of retaliation shall constitute a serious violation and
shall be subject to disciplinary action.

Nineteenth: General Provisions

1. All University employees shall comply with this document, and any violation shall be
considered a disciplinary offense subject to accountability in accordance with University
procedures.

2. The Human Resources Department shall publish this document on the University website,
raise awareness among employees, and update it as necessary.

3. This document shall come into effect on the day following its approval by the Deans’ Council
and its circulation to University staff.

4. The Arabic text of this document shall prevail in case of any discrepancy with the English
translation.

The provisions of this document constitute a binding framework for all University employees.
Compliance with its provisions forms an integral part of their job responsibilities, thereby
strengthening institutional governance and reinforcing the values of integrity, transparency, and
excellence within the academic work environment, in support of the University’s mission and
strategic objectives.
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Undertaking Document

Commitment to Compliance with the Code of Conduct for Employees of University of Khorfakkan
, the undersigned (Employee Name) employed at University of Khorfakkan, hereby acknowledge
and undertake the following:

| confirm that | have read and fully understood the provisions and articles of the Code of Conduct
for Employees of University of Khorfakkan, and | hereby commit to complying with all its
provisions. | accept full responsibility for any consequences resulting from non-compliance, in
accordance with the University’s approved regulations and policies.

O NAIME! ettt et ssae et sssess st ssse s st ssssssstssssesssanssssusssnns

®  EMPIOYEE ID: ettt sssssse s eae et st en enanan
® College / Organizational Uniti........coereererrerrerrernersensensennessesssssenes
®  SiGNATUIE . ittt ettt eassestssassestesssssesssssnssensessnsssnees

O DAttt sttt st s st sassesaet s se st snene
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Conflict of Interest Declaration

l, the undersigned, hereby declare and undertake that neither | nor any of my relatives have any
personal, financial, professional, or familial interest that conflicts, or may potentially conflict, with
my official duties or affect my impartiality and independence in the performance of my
responsibilities. | further undertake to comply with the following:

1.To avoid any actual, potential, or perceived conflict of interest that may arise between my
personal interests and the interests of the University.

2.To refrain from seeking, whether directly or indirectly, for myself or through any intermediary,
any benefit or advantage for myself, my relatives, or my associates.

3.To disclose immediately any actual or potential conflict of interest in accordance with the
applicable legislation, policies, and procedures of the University.

4.To refrain from participating in any decision, action, or activity that gives rise to an actual or
potential conflict of interest until instructions are issued by the University administration.

| hereby acknowledge that the information provided in this declaration is true and accurate, and |
accept full legal responsibility for any violation of the provisions contained herein.

[\ F=] 1 =R

Department/CollEZE: ........oeeeveeeeereerereeererereesssssssssessessessessessene
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Conflict of Interest Disclosure Form

1. the undersigned, hereby disclose the existence of an interest (please specify the nature of the
conflicting interest, whether relating to the employee, a relative, or an associate) in connection
with the following:

| acknowledge that this interest may constitute an actual or potential conflict of interest in
accordance with the University's regulations and policies. | further undertake to disclose any
relevant information or subsequent developments and to refrain from participating in any action,
decision, or activity relating to the above-mentioned conflict of interest until instructions are
issued by the University administration.

[ ] .
NAMIE: .ttt e s e e e e e eessestestesaesae e e sensensessesassassansas

®  Department/CollEe: ......couoruereeemrrenrrrerssssssenssesssess s sesssssssssnsenns
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