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1 INTRODUCTION

Message from the President

Thank you for choosing Khawar i Zimstiprivdtennstiution fartHigleen a | C
Education. Since its inception in 1985, KIC has qualified more 30@@ graduates from rore than 21
countries. KIC has grown to offer Bachelor as well as Associate Degrees, at both its campuses; Abu Dhabi and
Al Ain. KIC aspires to be a leading higher education institution of learning excellence by providing distinctive
applied learningandresearchbased academic programs. KIC is committed to provide professional leadership
skills making a significant contribution in human capital development in the Emirate of Abu Dhabi and the
region. This vision is and will be our lead through the comimgyfears emphasizing our developmernmore
advanced applied learning & scientific research institution with a vision guided by Abu Dhabi Economic Vision
2030. KIC is devoted to providing the Emirate of Abu Dhabi with graduates equipped with the tbaoepts,
applied research and practical skills in speciald@i
academic programs are delivered at the highest standards following the best practices followed in developed
countries that enabling stdents to contribute and form a Knowledd@ased Economy, the collective
aspiration of the UAE. Once students complete their studies at KIC, they will have the option to pursue a post
graduate education at higher institutions in whether the UAE or abroad.

KIC endorses and advocates the values of the UAE Social System, Islamic and other cultures and human rights
while striving to maintain transparency, equality, teamwork, and progressive learning approach. KIC is very
proud of one of its latest achievement$ the relocation of its Abu Dhabi campus to Al Bahiya buildbmp

of the aims of this project is to provide students with latest stat¢he-art learning facilities through the new

modern class rooms and, high tech laboratories as well other serviemities. We are confident that your

choice of KIC will pave the way for you for a rewarding academic experience that would lead to a prosperous
future.

Gain a career, not just a degree. KIC is your practical choice!

Sincerely,

Dr. Ahmed Ghonim
President
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1.1 Khawarizmi International College Profile
Vision
KlCaspires to be a leading Uniaitly College of learning excellence by providing quality applied learning,

applied research, and professional leadership to make significant contribution in human capital development
in the Emirate of Abbhabi, the UAE and the region.

Mission

KICis comnitted to provide the Emirate of Abu Dhabi, the UAE and the region with graduates that are
equipped with the theory, concepts and practical skills in specializations that are mapped with the Abu Dhabi
2030 strategic plan at the technician and officer le¥éle academic programs are delivered at high standards
following the best practice found in developed countries.

Students who successfully complete the college programs are equipped with-bandgning which enables
them to join the local industry withut the need for a lengthy training period. These graduates also have the
option to pursue postgraduate education at senior higher educationtiri&gins in the UAE and abroad.

The college graduates will join hands with graduates of other higher edudasititutions in the UAE to form
the Knowledge Based Economy whis the aspiration of the UAE.

Values

Respect for the UAE social system, Islamic and other cultures.
Respect for human rights.

Fairness and equitable opportunities for the college community.
Justice and transparency.

Teamwork spirit, positive thinking and attitude.

Progressive and proactive learning.

Ethical Code of Conduct

T v v T I D

Strategic Aims

PART I: Strategic Goals Related to Establishing the College
Goal 1.1: Construct statef-the-art purposebuilt campus facilities to accommodate tidou Dhabi and Al Ain
campuses.

Goal 1.2: Establish several (initially five) academic departments with several associate/bachelor degree
programs in each academic department that proactively respond to the cuaedtfuture needs of the
Emirate of Abu Dhabi and the region.

PART II: Strategic Goals Related to Transforming the College to an Applied University College
Goal 2.1: Change the imageKiCin the eyes of the college staff and students from a communitggelto
anapplied university college.

Goal 2.2: Change the imageKiCin the eyes of the general public from a community colleganapplied
university college.

Goal 2.3: Establish a scientifesearch Center in the College.

PART lll: Strategic Goals Related to Continuous Improvements
Goal 3.1: Attain regional recognition aso@ private university college.

Goal 3.2: Recruit, retain and graduate a largied more diverse student body.
Goal 3.3: Improve on the already strong links that the Collegavithghe local industry.

Goal 3.4: Improve retention angtaduation rates for students.
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Goal 3.5: Excel in providing effective seeg to the College community.

1.2

Articulation Agreements with Local and International Universities

Khawarizmi International debe has recognition and articulation agreements with the univezsilisted
below that enableKhawarizmi graduates to continue their studies at these universities for two years to obtain
the bachelor degree programs in their major:

T I D I I I I DD B I I I D D B I D D D D D I

University of Pisaltaly

City of Glasgow Collegé&JK

University of Massachusetts LowellSA
Hamdan Bin Mohammed Smart Universty AE
Jeddah International Collegd&KSA

Leeds Metropolitan UniversityUK

Al Ain University UAE

Abu Dhabi University

AlAhliyya Amman Univsity —Jordan

Edith Cowan University (EGUAustralia
Fraser Valey UniversityCanada

Grifith University Australia

Lambton CollegeCanada

Liverpool John Moores University (JMWK
Skyline College UAE

The Business and Computer University (B@Epanon
The Private University of Tunisia (PYTunisia
University College of Fraser Valleganada
University of Duba+ UAE

University of Southern AustrakaAustralia
Binary University CollegeMalaysia

Abu Dhabi University UAE

British Universyt in Dubair UAE

The management oKICis currently in contact with several universities in the UAE, Jordan, Syria, Egypt,
Pakistan and India to sign similar agreements.
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1.3 Job Opportunities

Our career officaimsto help our graduates find suitable emplogmts. KICreceives number ofnquiries from
local companiesnore than the number of potentiagraduates The career office in its turadvertises these
vacanciesind offer the necessary help to students with the stages of application

The recruitment sein of KICreceives many inquiries on daily basis from oil companies, banks, construction,
and trading companies asking for engineers, technicians, clerks, secretaries, and of course computer
professionals.

The inquiries areisuallyadvertised in the emplyment pages of the local newspapers, and more importantly
on the Internet pages, especially our own page

The CVs are however, carefully screened by exfiems different disciplinesThe short listed applicants are
invited for an interview where theigualifications, practical experience, and suitability for the advertised job
are verified. Only suitable C¥ee sent to our clientand usually interviews are scheduled accordingly
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1.4 Current Academic Calendar

Please refer t&K | Gtudent Information Syem (KADsJor the current academic calendar of the year.

1.5 Contact Information

The table below shows important contact information at KIC:

A Abu Dhabi Tel:
A AlAin Tel

Concern

General Information, Admission,
Transcripts, and Certification

Financial Aid, Fees, and Refunds
Trips, Sports, and Social Activities

Career Counseling and Job
Placement

Interior Environment, Health and
Safety

Suggestions and Complaints,
Personal Problems, and General
Issues

Major Issues

Academic Issues

Issue A Rev. 9

+971 2 2015 000
+971 3 708 7777

Mob:
Mob:

Department

Registration Office

Finance

Student Activities Coordinator

Student Relations Office

Administration

Student Relation®ffice

President

Provostor Academic Advisor

Date: 01/02/2017

+971 52 658 3129
+971 52 658 3124

E-mail

registrar@kic.ac.ae

financid@kic.ac.ae

activities@kic.ac.ae

jobs4students@kic.ac.ae

admirrissues@kic.ac.ae

sro@kic.ac.ae

Presdent@kic.ac.ae

provost@kic.ac.ae
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mailto:registrar@kic.ac.ae
mailto:financial@khawarizmi.com
mailto:activities@kic.ac.ae
mailto:jobs4students@kic.ac.ae
mailto:admin-issues@kic.ac.ae
mailto:sro@khawarizmi.com
mailto:President@kic.ac.ae
mailto:provost@kic.ac.ae

Student Handbook 2016-2017

2 CURRENT RESOURCE BASE OF KHAWARIZMI INTERNATIONAL COLLEGE

2.1 Organization Chart

Board of Trustees

College Council

Vice President for

Provost/ Vice i College Campus College Campus B
President Academic Chief Finance Officer Head of RelachntR Manager Manager Head of Quality Headl of adinesior
o evelopment e e and Registration
Research ) Deputy IT Services — ) )
[ Reacarch Depuiy IT Services Manager A Head of Institutional Registrar Registrar
i T H H AD H e H Effectiveness AA A
Research A tants Accountant: Relations & i Deputy Students 3
H committee e il | [Devalopment Officer| | |~ Manager | | relations Manager | || RecordsAuditor
AA AD AD AA
Head Of Mass Career Services =
Research Head Of Business Head of Health and Head Of General e HEEEVE T Records Auditor
H  casrdinator Programs Hesd Gt Eecgrans Medical Sciences Education Program C";':::':.“" | Menoeer H AA L AA
Deputy Head Of Deputy Head Of IT [Deputy Head Of HM Deputy Head Of Deputy Head Of Relations & Chief Librarian Deputy Chief
Business Programs Program Programs Gedu. Program MC Programs | [pevelopment Officer | | e | Librarian
AA AA AA AA AR AR AR
BA Programs Head of English Head of English .
BA Programs Leader IT Programs Leader IT Programs Leader [HM Programs Leaded | [HM Programs Leader ne Content Editor HR Manager
H AD L‘:i" H AD An — AD AA HLaokiegacarts) (REagiage ceicas I web & Publication | 1 AD
MLA Programs e s> <+ -
H Lende el N Graphic Designer
| BA - Business Administration =T
e s formation Technology B ant
Proposed Program B lamic Banking
| [{EEzeaanstander) | |iikisans Caadac coa omputer Graphics & Animation
Photographer FD if
HM
= - MLA
\ MR
RC
|| Bekispantaaday : EMS mergency Medical Services
1
1 *Coordinators are assigned for the same academic programs in Abu Dhabi campus *
| e rogram Leade : *Issue Date: 20/03/2017*
/
SromoseTbrogan

Approved By:
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2.2 Information Technology

The I nformation Technol ogy Depart ifasttucturesand o mmi t t
educational technical faldies are fulfilled and guaranteethat all qualitysystem operations run
smoothly.The information technology services include computer hardware and software, databases

and communication netwds, as well as trained technical and user services staff.

A high speed network connects allthe college's computers with the Internet as KIC facilities are
accessible to all institutional communitfTheequipmentin the labs includes student workstations, an
instructor workstation, laptop connectivity, scanners, printers, projectors, and audd \adeo
equipment.

The college websitaww.kic.ac.ae provides information on the college academic programs, services
and other various events and activities. Khawarizmi Academic Degree System @ddDSpdle
LearningSystem both offer good learning supp facilities for studentghroughout their academic
journey in KICsuch as course plans, lecture notes, coursework assignments, sample projects,
guestions and answers and an online student transcript.

2.3 The Learning Resource Center (LRC)

The purpose of leaing and teaching resources is to provide a source of learning experiences for
students. They should be able to facilitate interaction among students and teachers during the
learning/ teaching process, as well as to help students to learn, broaden stident | ear ni ng
experiences and meet different learning needs.

Library Services:

- Borrowing library resourcg€irculation)

- Silent/Group Study Rooms

- References Services

- Anonline public access catalog (OPAC)
- Library Orientation

A Learning Resources Centers aguipped with up to date printed, electronic and reference
resources for more than 6,815 titles and 14,213 copies in both Libraries

A The Library subscribes to a large number of online databases and resources. These can be
accessed from the website off or campus. LRC allows its users to browse 64 databases in
different areas of subjects, these are available 24/7 hours online.

A LRC subscribes to 82 Printed Academic Journals covers mainly the areas of subjects.

A LRC is issuing printed aodstomizede-textbooks with the help of faculties and McGraw Hill
Corporation.

A Library instruction consists of instructional programs designed to teach library users how to
locate the information they need quickly and effectively. Instruction programs for the students
are usally conducting in the beginning of each semester.

A LRC is open on all days of the weskper the followingimings:

- Weekdays: 09AMOPM
- Weekend: 12AMBPM((Friday Closedl

2.4 Academic Advising

An academic advisor (a teaching staff member) is assigme&échgroup ofstudents early in the
program.

An effective orientation program is organized for all students entering the college during the first or
second week of their first semester.
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Academic Advisors

An academic advisor is assigned to each group of nevestadThe advisor is a teaching staff member
who is proficientinusingdatae | at ed to the students’ major.

Each student is introduced to his/her advisor during the afogationed orientation program.
The academic advisor is responsible for, but nottéchio the following:

A Advising students on which courses to register for each semester.
A Suggesting additional references and study material.
A Providing help and guidance for the student on how to prepare for coursework and final exams.

of

Each academic advisborn f or ms hi s/ her group of students
at. The office hours of each academic advisor are also shown on his/her office door.

2.5 Personal Counseling

The StudenRelation's Office is based on a commitment to respond toidents' needs in reaching

their personal and academic potential as individuals. Personal counseling includes helping the
students with their individual problems related to their study or issues arising from being a student at
the college. The counselingqeess involves the development of a unique, confidential helping
relationship between the students and tidCStaff. The ultimate goal of the Student Relate@ffice

is to promote the development of more effective behavior of the student as an indiki@iudents

seek a Cowselor for a variety of reasons:

Personal, Career or Academic Counseling

Academic concerns ardlfficulties éemester or course dropout, transferring credits to other
colleges, academic dismissal, leave applicatein3

A Depressionpersonal issues.

A Life purpose or goal setting

>\ >\

Sometimes students experience academic difficulties not because they do not understand the specific
course material, but rather due to other factors such as managing anxiety, poorly developed study
skills, suriving grief or loss, or adjusting to college or their relations with other member of the College.
Academic counseling can Ipestudents figure out what malgamper their academic progress, and
assist them in takig steps to address the problem.

The personatounseling of students takes place in the following manner:

A Establishing a safe, trusting environment for students and greeting them with different
complaints, problems, ideas and suggestions.

A Clarifying the complaint or problem by helping the studenptd their concerns into words.

A Writing down the issue or complain to keep detailed record; to summarize, what was occurred
and when, clarification, and verification.

A Exploring the possible solutions or alternatives for the concerned problem.

A Collaboratingvith other staff and faculty or the concerned department for assistance in finding
the best solution for the problem.

A Choosing the best and final alternative from different alternatives.

A Implementation of the solution mutually agreed upon between the caling office and the
concerned department.

A Evaluating the progress by getting feedback and confirmation.
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2.6 Career Counseling

Career advising is considered to be one of the strong poirhaivarizmi International Collegance
t he col | ege nenpymernt agencyiandhelps studefitel suitable jobs.

The Career Office at the college is operated by several staff members who have ample experience in
human resource management in general and ré@onent services in particular.

The Career Office tesponsible for providing career advice to students in the form of open lectures
that allKICstudents are welcomed to attend. The lectures cover the following topics:

How to prepare your CV

How to prepare for Job Interviews

Tips for passing Job Intervisw

Career opportunities in the areas covered by the college programs.
Career planning

> > > >

The Career Office Manager is responsifide answering individual questions from students and
providing them with career advic&tudents need to make an appointment witie office secretary
to see theCareer Office Manager.

The College operates its own job placement services and helps students find suitable jobs. This service
is offered toKICstudents free of charge. Students who are interested in finding suitablelobsgh
the Career Office submit & CV to the office secretary.

The Career Officer is responsible for providing the students with an effective career development
program which includes career information, career planning, placement services, careselogn

and followup activities. Career counseling is a process of learning about oneself and becoming
approachable with the field of work. Counseling provides students with the abilities to explore
themselves, to know and understand what they are lookangnd what they are capable of achieving.

It also develops their personality as they focus on achieving their goals in terms of their career.
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Career Counseling Process

The Career Officers maintain a profile for each student (current or alumni) whessqs interest in
KIChelping him/her find suitable job. The counselors encourage the students to come and talk
whenever they feel that they need guidance, especially before starting their career life. The career
counseling is done in the following manr®r the career officers:

A Meeting with the students (current or alumni) who wish to find suitable jobs.

A Understanding their interest, abilities, aptitudes, personal traits, and desired life style, which
are important in relating the interrelationship betweeself and career choice and also
discovering their personal interest in different fields of professional life.

A The career officer maintains separate profiles for each interested student which includes special
notes about the students' personality, (strehgt and weakness), analyzing their skills and
abilities as wel!/ as the student’'s preference
working hours, etc.

A Ensuring that each job seeker has taken a good look at where they've been, where they are now
and where they want to go.

A Helping them create a professional polished resume that will be essential for a successful job
search.

A The career officer advertises to perspective employers aBogbb placements services which
are offered free of charge (tahe College students and alumni) and then contact the
organizations and employers to find out suitable vacancies.

A Arranging interviews with the perspective employers.

A Training the students and alumni’s fod the i
clarity are conveyed to the prospective employer.

A The career officers followp the students who are employed through the College and keep

their detail in an efficient database.

The career officers also carry out regular surveys about such studentdimghine job satisfaction

and their employer’s satisfaction as wel/ . Pr of e
aspects of the job search: establishing a career plan, preparing a resume, identifying potential
employers, and a variety of la¢r careefrelated concerns. Mock interviews are scheduled to help in

their preparation.
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2.7 Health & Safety

In case of an emergency, when a student and staff require immediate health care, the student, as well

as the staff, will consult the ecampus clinis. The medical clinics KiCare professionally managed

by leading private hospitals in Abu Dhabi and Al Ain. These clinics are equippedl withessary

medical equipmenand pharmaceuticals to meet any emergency cases. Students and staff can consult
the clinic during the college working hours and the service is offered free of charge to all students and
Staff. In case of serious cases, where further treatment is required beyond the capabilities of the clinic,
students and staff will be referred to thefespective private hospitals for further comprehensive
treatment. Clinic staffs also participate in conducting some educational orientation sessions and
seminars regarding prevention of diabetes, free smoking, how to cohtplp er t ensi on and
etc.

The college accommodation is kept healthy and safe for staff and students alike. The Civil Defense
Department in the UAE visits the college at least once a year in order to audit the safety features in
the building.KIChas developed a Health & Safety &viEonmental Management System, to prevent

or reduce accidents, incidents, and occupationally related ill health and protect the environment
against pollution and excessive consumption of energy, materials, & water.

2.8 Food Services

Food services facilities@available at both campuses

2.9 Prayer Rooms

The college has two separgpeayers'rooms within the campus for gentlemen and ladies.
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3 STUDENT ACTIVITIES

3.1 The Student Newsletter (The Cursor)
This is a magazine published bimonthlykhawarizmi Internationaldlege

Most of the articles are written, edited and published by students and staff using desktop publishing
facilities. The Cursor covers news in relation to the latest developments at the college, as wéll as sta
and students’ per sonal news.

Students vino produce good written assignments are rewarded by having their work published in the
Cursor.

3.2 Sports Activities

Students are encouraged to form sports teams, such as football, basketball and volleyball. Various
sports facilities in Abu Dhabi are usedfohi s pur pose. The coll ege sub:
activities. At the start of each semester, studeats asked to list their choice.

KlCfootball team has won a number of sports tournaments in Abu Dhabi, such as the gold medal in
the Al Quds footbthtournament in 2006, and a Silver medal in the Ramadan tournament 2006 for the
higher education institutions in Al Ain. The college has been awarded the gold medal in football for
the higher education institutions tournament 2007 organized by higher &iila.

3.3 Social Activities and Open Days

Students aKlCare encouraged to actively participate in many scientific, social activities. The Students
Relations Office organizes social events like the college Open Day where students present their
diverse culural dressing, folklore, meals, and other traditions and customs. The program includes also
some other activities like competitions and entertainment. Computer Studies Day and Business
Administration Day also are organized to present talented student®pgi®j The Student Relatin

Office also puts in the activities agenda for an open breakfast "Iftar Party" during the holy month of
Ramadan.

3.4 Trips

The college organizes trips for students to shopping festivals and computer exhibitions such as the
Gulf Infamation Technology Exhibition (GITEX) in Dubai. Students are also taken on trips to visit some
business firms like; government departments, oil companies, Bank institutions and other business

corporations as part of their field stud where they will be azigpted with the latest technology and

they get to know about the operational proderes used at these companies.

At least one trip is organized each semester. The College subsidizes these trips.

KiCarranges a number of social and scientific trips fodstus each year. Students visit shopping
malls and festivals as well as government departments, oil companies and business corporations as
part of their field study.

3.5 The Students Council

The Students' Council acts as a link betwkK&dmanagement and studds. At the beginning of each

semester, 5 students arelected;the other 10 students are selected to represent students in the

council. The council meets twice each semester. Student or staff members of the committee may
request additional meetings. Studemembers express their opinion on various issues related to the

college and its programs. StudentskdCp | ay a vi t al role in shaping th
feedback regarding the positive and negative aspetth® college and its programs.
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3.5.1 Guidelines for constitution, development and conduct of Students Associations:

Student Committees

Each committee must provide the Office of Student Relaion on a semester basis
information, minutes of meetings, action plans, and budget.

Each Student Committee is composed of:

A Coordinator:

A Responsible for running the full team of members in order to complete the committee
requirements, and expectations

Responsible for the committee financials budget and expenses

Meet the Student Affairs Mangerand the President of the Student Council on a regular basis
with proposed activity plans and updates.

Secretary:

Send the current | ist of members
Office of Student Relatios

Notify the Offi@ of Student Relatios and the current members of any meeting or event

Send the minutes of meeting to the Office of StudBefations andthe Student Council.

Treasurer:

Be reliable and responsible for the funds and monetary issues

Submit updated sprelheet s t hat outline the committee’
revenues to theStudent Affairs Managdor review and approval

Issue a monthly financial statement to the Office of Student Relation

Members ( at least two students )

A
A

> >

cont act i nf

L D D

>~ >~
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3.5.2 List of Student Committees:
Cultural Committee:

The Cultural Committees celebrates the traditions, history and heritage of the various
communities at the college through activities such as lectures, exhibitions, poetry sessions, song
and dance performances. The Committeaysl an important role in organizing the Open Day
event which is held every year.

Sports Committee:

The Sports Committee is for the fun seekers who enjoy energetic sports and outdoor activities.
The committee organizes and/or joins enjoyable events, toom@iats, and leagues among other
universities throughout the year.

Scientific and Technology Committee:

The Scientific and Technology Committee functions as the IT professional development society for
students. The committee keeps students updated with dthal innovations in the computer and
technology fields and prepares seminars on different topics in the IT domain.

Tours and Societal Activities Committee:

The Tours and Societal Activities Committee creates awareness among students and the UAE
community about issues related to the environment (recycling, green community) health
(smoking, blood donation), and social (child and family abuse awareness).The committee
participates in events such as UAE National Day, Abu Dhabi Film Festival, Athletics Chgmpions
camping, trips, and other adventures and activities throughout the year.

3.53 New Committee Formation Procedure
The procedure for setting up a new Committee is as follows:

1. Submit the new committee application, obtained from the Office of Studdfdirs with the
required documentation (Executive Committee Members (Officers), Mission Statement, and
Action Plan). Th&tudent Affairs Managewill normally approve all requests for committee
establishment providing the committee does not duplicate the aims alnidctives already
provided by another committee.

2. TheStudent Affairs ManageHead ofQuality, Provost and thePresident reserve thaght to
decline the approvadf anynew committee. Students are entitled to a written statement from
the administrationregarding approval or denial.

3. The newly established committee will remain in a probationary state for one semester. If the
committee fulfills all the guidelines during the probationary period, it will be removed from
probation.

4. Once the application is appved, start recruiting members, through calling to order elections.

In order to be recognized by the college as an official committee, it should maintain at least
two student members.

5. All committees must create and maintain a membership list. The memlpdistinust include

t he member’s name, st ud e n-Mail bddress anthimeambershic o nt a c
type. The list must be submitted to th®tudent Affairs Manageat the beginning of the
semester

6. All Committees' actions and activities must be inéub mpl i ance with coll eg

procedures. All events that might take place-cdimpus require the presence of an authorized
college representative assigned by the Office of Student Relation
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3.54 Committee Cancellation

Committees who do not adhere tthe above guidelines will be cancelled. The committee will be
cancelled if it receives two warnings from the Office of Student Relatiddommittees may be
cancelled due to failure to fulfill the committee regulations or guidelines, unlawful behavior or
occurrences under committee operation or event, or the inability to maintain a minimum of two
student members.

3.5.5 Committee Elections Policy

The officers of the executive board of any committee are elected, through ceNetge elections,
according to the fdbwing rules, regulations and procedures:

A Officers of each committee will be chosen through democratic elections in which the majority
vote decides the winner.

A The Student Affairs Managemay call upon the committee to conduct the elections during
March orbefore if there are any vacant officer positions.

A Election date, time, and location will be published at least two weeks in advance.

A Announcements could be through mass email to all students; Newsletter, posters, flyers, etc.,

A During the election processpting will be conducted through a head count, counted by the
Student Affairs ManageAbstention is allowed. Telephone or verbal votes do not count.

A Each committee should have at least four officers (coordinator, secretathtreasureyat least
2 memlers) to be active aKIC

A TheStudent Affairs Manageshould be present during the elections.

A Candidates may vote for themselves.

A Al | contact information (name, email, contact
be sent to the Office of StudefRelations.

A The first meeting of the committee should be held in a maximum week time after elections are

held.
A TheStudent Affairs Manageshould be notified to attend the first meeting.
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3.5.6 Committee Advisors:

KICmandates that all student committees musave a fulitime faculty/staff member serving in the
capacity of the committee advisor. The committee advising is a voluntary activity and the role of the
advisor is to provide guidance to the committee out of his/her personal interest, promote and support
extra-curricular activities and events at the college.

Committee advisors’ responsibilities include:

Be familiar with the College rules and regulations related to Student Committees.

Attend regular meetings, events and activities, whenever possible.

Ensurethat all minutes of meetings are communicated to the Office of Student Relation

Ensure that the committee’s treasurer i s subm
monthly basis.

> > >

3.5.7 Financial Resources of the Council:

Financial resources dfi¢ StudentsCouncil are those allocated by the college. The Council may receive
financial donations or gifts from individuals and foreign national institutions but only after obtaining
an approval from the college. All financial resources and expengbs ebuncil are subjugated and
monitored by the college management.

Student Committees must submit to the Office of Student Relaian proposed budget for any
event/activity they plan to organize.

Committee Treasurers are responsible for submitting thecated budget for review and approval by
the Office of Student Relatios at least two weeks before the expected stddte of the event or
activity.
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3.6 The Alumni Association

Khawarizmi International Collegtays in touch with its graduates through tAéumni Association.
The aims of the Association are:

A

Provide lifelong training programs fokhawarizmi International Colleggaduates in order to

help them keep pace with the fast changes in IT. These training programs are offered at minimal
fee (AED 30@ 500 per training course of 20 hours duration).

Provide career counseling and job placement serviceKf@awarizmi International College
graduates with the help of the career office. This service is offered to the association members
free of charge.

Organize social meetings for the association members in order to help them maintain contacts
with each other. An annual dinner party is organized for the members of the association
members at a very reasonable price.

Provide members with free copies of thiident newsletter (The Cursor).

Provide the <college with important feedback
programs and services.

The membership of the association is offered free of charge tkalvarizmi International College
graduates.
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3.7 Guidance for New Students (Fresher’s Day):

AF r e s Day is brganized for new students at the beginning of every semestef The s Bag/r ' s
includes:

A A reception at the college’s main hall. The P
meeting, aml introduces members of the teaching staff.

A All new students receive a copy of the Student Handbook.

A The Careers Officer introduces himself/herself and informs students about the help they can
receive when considering applying for jobs.

A The ProvostVice Pesidentfor Academic Affairs then explains the terms and conditions for
studying at the College as mentioned in the Student Handbook.

A The new students are divided into groups oflilDand are given a tour of the College. A senior
student leads each grougnd acts as a guide.

A The Lab technician briefs each group on the practical lab facilities.

A Each group is given a presentation about the Learning Resource Center (LRC) by the librarian.
The presentation covers the range of books, magazines, journals, progng projects,
multimedia CDs, internet terminals, and videotapes available. It also includes the LRC catalogue,
how to find titles, how to reserve and borrow titles as well as penalties for late returns of
borrowed items.

A Students gather again in the nmahall where the Student Activities Coordinator gives a
presentation about student activities such a
teams, and student trips as well as the Alumni Association.
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4 STUDENT DISCIPLINARY PROCEDURES

4,1 Introduction

It is essential fokhawarizmi International Colle@e=ferred to hereafter a&lIQg to create and maintain
an atmosphere that is conducive to the academic and sociallweli ng of the col |l ege
and to discourage behavior which will adversely dftacs weltbeing.

Complaints of misconduct wherever possible, are dealt with informally by consultation between the
student(s) and the appropriate staff concerned. Informal counseling may form part of the procedure
and, conducted at an early stage, maglgh prevent the escalation of a problem into a formal
disciplinary matter.

The formal procedures are tbe invoked where informal action has failed or is considered
inappropriate.

These procedures are relevant to all students of the College undertakirmgeam of study operated
by the college. This includegaff who isalso students but only in their capacity as students.

4.2 Scope and Purpose

The college is committed to fair and equitable disciplinary practices and the appropriate members of
staff carry aut practical disciplinary procedures in a professional manner at all times.

Disciplinary procedures are intended to ensure a speedy and efficient resolution of issues. Reasonable
time is allowed for the preparation of representations and the investigatibthe circumstances of

the allegations. The aim is to prevent unnecessary delay whilst ensuring a full and fair assessment of
the particular circumstances of any individual case.

Under the College's Administrative Policies, the PRESIDENT is respomgibée rfaintenance of
student discipline and, within the rules and procedures provided for within those articles, for the
exclusion/suspension or expulsion of students on disciplinary grounds and for implementing decisions
to expel students for academic imgpriety.

The responsibility for explaining the rules and standards to students and ensuring compliance rests
with the Student Affairs Office

Students are expected to familiarize themselves with the requirements of the college as issued to
them in the Stdent Handbook and elsewhere and be aware that any student who is subject to
disciplinary action shall have the right to be accompanied and represented by a person of his/her
choice at every relevant stage of the procedure.

Thus far the generic term misconct has implied all forms of behavior which are detrimental to the
efficient, honest and credible operation of the College. Here the term is split into two distinctive forms
of offence; those perpetrated by students during their time in tuition at thesgm| and those involved
specifically within the assessment / examination processes. The first is termed misconduct, the second
academic impropriety. They are treated separately in these protocols

4.3 Misconduct
43.1 Code of Conduct

1. Studentare expected to conduchemselves at all times in a manner, which demonstrates
respect for the college, its staff, fellow students and property. Serious breaches of this code
can amount to gross misconduct, which may lead to expulsion frorsdhege.

2. Examples of gross misconducclude:

A Violent, indecent, disorderly, threatening or offensive behavior or language whilst in the college
premises or whilst engaged in any of the College activities
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A 1Action that causes injury to themselves or others or impairs safety in the collegesas.

A Theft of or damage to college property, or the property of other members of the college
community, caused intentionally or recklessly.

A Criminal offences where these offences involve other members of the college or directly affect
the interests ofthe college.

A Misuse or unauthorized use of college premises or items of property, including computer
misuse.

A Disruption or improper interference with the academic or administrative processes of the
college.

A Breaches of the college's Equal opportunitiedgpoin respect of other members of the college,
or any person engaged in College business.

A Failure to comply with a previously imposed penalty under this code.

A Behavior, which brings, or may bring, the college into disrepute.

The above list is not exhaist nor will any example necessarily constitute gross misconduct.
Judgment as to whether an instance of gross misconduct has occurred rests with the college, with
each case being decided upon in the light of the full circumstances pertaining to it.

4.3.2 Operating Principles

Delegation of Authority

The PRESIDENT normally chairs a misconduct hearing, but may delegate this responsibility to a

senior member of staff.

StudentAffairsinvolvement

The Studentg\ffairs Officas consulted on all student misconducttters and is the adviser to

the Chair at any hearing, which may lead to any formal disciplinary action.

Suspension

Only the PRESIDENT has the authority to expel or suspend a student prior to a hearing for

misconduct.

A Neither expulsioth nor suspensio prior to a misconduct hearing is a disciplinary action. Either
will only be invoked where it is considered essential to do so.

A Expulsion /suspensidhprior to a misconduct hearing will allow time to ensure full and
appropriate investigation of the allegatis. Such investigations are conducted as quickly as
possible.

A 1.3.3.4 Formal notification of expulsion /suspension prior to a misconduct hearing, together
with the exact and entire allegations of misconduct, including an explanation as to why college
attendance cannot continue, is normally given to the individual student in the presence of a
person of his/her choice who may be a friend. The decision to expel or suspend prior to a formal
misconduct hearing is not negotiable.

A All exclusions and suspensigmsor to a misconduct hearing are reviewed on a regular basis,
normally weekly. At these reviews, the student has the right to make written representations,
which are taken into account when the expulsion /suspension is either continued or revoked

A No detaled discussion of the misconduct allegations are entered into during the time of
expulsion /suspension prior to the misconduct hearing.

A The fact of expulsion suspension is not taken into account or does not prejudice any subsequent

disciplinary hearing.

>\ >\ >\ >\

> >

1'Exclusion' means withdrawal of a student's rights of access to specified college premises and/or participation in
specifiedinternational College activities

2'Suspension' means total exclusion from all college premises and activities

3 An order of exclusion/suspension may include a requirement that the student have no contact of any kind with a
named person or persons
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NOTE

Wherever possible, subject to the safety and welfare of other students and atedfjgements are
made to minimize disruption to the student's Program of study, e.g. as far as pcasdbgements
are made to allow an excluded/suspended student to gete outstanding academic work and
appear forthe examinations

4.3.3 Notification of Misconduct
Any student(s) is subject to investigation on an allegation of misconduct is entitled to:

1. A clear statement in writing from the PRESIDENT (or his/her nominee)eoéllibged
misconduct.

2. Be advised by the PRESIDENT (or his/her nominee) of their right to arrange representation.

3. The opportunity to make representations both prior to and at the formal hearing, both orally
and in writing.

4. Be accompanied and representeddyerson of their choice at any formal hearing.

NOTE

A student who is subject to a misconduct action has the right to make representations (orally and in
writing) and to be accompanied and represented by a person of his/her chb&eery relevant stage
of the procedurebut must make his/heown arrangements in this matter.

Notice of Misconduct Hearing

A student against whom an allegation of misconduct has been made receives at least five (5) working
days written notice of the disciplinary hearing.

4.3.4 Composition of Misconduct Hearings

1 Innormal circumstances, misconduct hearings, up to, but not including expulsion, are chaired
by a senior member of the college staff, with full delegated authority as designated by the
PRESIDENT.

91 |If, after submission of all edénce and consideration of penalty, the Chair feels that
permanent expulsion of the student from the college is a possibility, the hearing is reconvened
with the PRESIDENT in the Chair.

1 A Misconduct Hearing panel usually comprises of:

0 The PRESIDENT (a/hér nominee)

o0 A member of staff involved in the management of the program of study and/or a
member of staff with detailed knowledge of the alleged misconduct who presents the
case against the student.

0 The student against whom the allegation is made arfibvihas the right to be
accompanied by a friend/ representative.

0 An independent member of the college academic staff.

0 A note taker.

1 Protocol [Please see section 4.4 of the Student Handbook]

NOTE

9 If the student against whom the allegation is made choossgm attend, the hearing may,
at the discretion of the Chair, continue in his/her absence.

1 At the discretion of the Chair an appropriate study adviser of the student may be invited to
attend and provide information concerning the student.

1 Witnesses may bealled by either party and/or the Chair as appropriate and questioned by
all parties.
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A It may not be necessary to convene a disciplinary hearing in order to issue an oral warning.

4.3.5 Burden of proof and presumption of innocence

It is the responsibility of theollege to provide evidence to substantiate allegations of misconduct
made against the student. The student is presumed innocent of any allegation of misconduct until
proven otherwise by evidence provided by the College. The burden of proof requitédevi “ bey ond
reasonabl e doubt?”

4.3.6 Outcomes from a Misconduct Hearing

1. No case to answer / Case unproven

In the absence of evidence to substantiate the allegation (s) of misconduct the case against a student
remains unproven, the suspension / expulsion prioh&aring is instantly lifted and no note is made
in the student file

2. Minor Infringements

The college decides, at its discretion, not to convene a misconduct hearing for minor infringements of
the college’'s code of ¢ o nfacis.dntsuch dn ewverfit, @atrthe discretiom o d i ¢
of the Presidentit:

2.1 Dismisses the case or otherwise takes no further action and/or

2.2 Warns /counsels the student informally or,

2.3 Followingconsultation with the StudenRelations Manager, issues a formal oral wang
which is effective for six months (the Oral Warning Period). The oral warning is confirmed in
writing normally within three (3) working days of it being issued. $halent Affairs Officer
al so retains in the st udentlthé Gral Warding Pesiodhast e o f
expired.

3. Written Warning

31l n instances other than minor breaches of 1t
written warning may be appropriate.

3.2 If during the currency of an oral warning a student commits a furthiseiplinary offence of
similar or lesser gravity, the college may decide to issue a written warning.

3.3 Normally the written warning is effective for 6 months (the Written Warning Period) unless
otherwise stated at the time of issue.

3.4 If the decision of th&€hair is that a written warning is appropriate, notification of the decision
is given to the student at the hearing and tBaudent Affairs Officesends the notice itself to
the student normally within three (3) working days of the hearing. He also iefairthe
student’'s file a note of the written warning

4. Final Written Warning

In instances where a serious breach of college rules has been proven, it may be appropriate for a final
written warning to be issuedlhis may be with or without prior oral or written warnings;

4.1 Unless the college decides otherwise a final written warning shall normally be effective for 6
months (the final written warning period) and further breach(s) during this period may lead
to expulsion (following an appropriately convened disciplinary hearing).
4.2 If the Chair decides that a final written warning is appropriate, notification of the decision will
be given to the student at the hearing. A notice will be sent to the student byStheent
Affairs Officemwithin three (3) working days of the hearing. A note of the final writkemning
wi || be retained in the students’ file until
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43.7 Formal Notice of the Outcome of the Misconduct Hearing

The Studat Relatioris Manager is responsible for the issue of a formal written notice of the outcome
of all Misconduct Hearings within three (3) working days of the event. In the event of a disciplinary
sanction being imposed, the notice also informs the studémiat sanction and of the right of appeal.

4.3.8 Other Penalties

In addition to, or as substitute for, any formal warning, the Chair of a misconduct hearing may impose,
one or more of the following penalties:

1. That the student gives a written undertaking ashis/her subsequent conduct within the
college;

2. That the student gives a written or verbal apology to the designated individuals or groups;

3. That the student pays for any damage to property, or recompenses the College for any loss it

may have suffered or foany costs incurred directly or indirectly from the student's

misconduct;

That the student be fined up to a maximum of AED 1000;

That the student has withdrawal of all or specified privileges, e.g. exclusion from a college

service such as a bus transporitat, associations with sports or social activities or any other

sanction which the college considers appropriate

6. Expulsion for Gross Misconduct

ok

The PRESIDENT has the right to expel any student on the grounds of a single or multiple acts of gross
misconductby that student.

439 Other Expulsions

In certain circumstances the decision to expel may be the outcome of an unsatisfactory disciplinary
record over a period of time, in which no individual incident warrants immediate expulsion. In such
cases the formal waing procedure, outlined above, is followed. Any additional disciplinary offence
(s) during the currency of a final wgh warning leads to expulsion.

5. Notices to the Board of Directors
Any, and all, expulsions from the college, is reported by the Prestide¢hé Boardof Directorsat the

meeting of the Boardollowing the expulsion. The Board Dfrectorsis also the final arbiter in cases
of appeal relating to both misconduct and academic impropriety
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5 TeERMS & CONDITIONS FOR STUDYING AT KHAWARIZMI INTERNATIONAL COLLEGE

This document serves as a contract betw&dawarizmi International Colleged the student. Please

read this document carefully, and make sure that you understand all the information mentioned in it.
You will be required to sign that yourag to these terms and conditions and that you will abide by
them. Tuition is based upon the college and/or department classification as opposed to the course
classification or level. Costs of books and supplies are not included in the tuition fees.tStaden
Khawarizmi International Collegge also required to pay certain fees and other costs to attend the
college Khawarizmi International Collegeserves the right to change tuition and fee rates at any time
with one semester advanced notice to studsnA tuition schedule is published prior to the start of
each academic year.

5.1 Attendance, Exams, and Certification

A Students must attend all lectures. If the attendance for a student falls below 70% in any Course
then the management dkhawarizmi Internatioal Collegeeserves the right to cancel his/her
registration for that Course. Fees will not be refunded in this case.

A In case a student is unable to attend a lecture for reasons beyond his/her control then the
Program Leader/Head must be informed immedigté-ormal proof such as a medical report
will be required to support his/her claim.

A Students must be in the lecture room on time. If a student is more than 5 minutes late, then the
lecturer has the right not to allow him/her into the class. In such a tasestudent will be
marked absent.

A Students must perform all coursework components such as quizzes, assignments, projects, and
mid-semester exams. Where a student does not submit three or more components then the
management has the right to cancel his/lvegistration for that Course.

A The student must maintain a minimum GPA of 2.
he/ she wil!/ be put on the academic probation
three semesters, then the management hhe right to remove the student from the program.

A Atthe successful completion of each Associate/Bachelor Degree the student will be awarded a
certificate issued biKhawarizmi International CollegdJAE, attested by the Ministry of Higher
Education and @entific Research UAE.

A Khawarizmi International Collegss a reputable private College and has received full
accreditation from the Ministry of Higher Education and Scientific Research in the UAE to
operate in the field of higher education.
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The Students Behavior

Students must show respect for KIC staff and must not say or do anything, which may be
impolite to staff members.

If a student encounters difficulties or problems with a staff member, then he/she must try to
talk directly to the staff membein question and try to solve the problem. If no satisfactory
outcome is achieved, then the student must talk to management immediately. Students must
not let minor problems hinder their progress.

The use of computers available at the College is for edlutalt purposes only. Therefore,
students are not permitted to use them for any commercial or entertainment purposes.
Students will pay for any computer breakdowns resulting from improper use or ignoring
operational instructions given by members of staff.

Sudents are not allowed to write on walls, doors, and desks or hang posters without prior
permission from the Program Leader/Head.

Eating or drinking is not allowed in the teaching and practical rooms. These are allowed only in
t he student sgisrotallowey througi®oi thé& College building.

The break time between classes is 10 minutes; prayers can be performed during breaks.
Gathering in the building entrance and near the reception is not allowed as this may block easy
movement and work.
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6 AcADEMIC DISHONESTY

Introduction

All offences involving academic matters are classed as academic impropriety, of which\savants
are itemized below.

KICexpects its staff and students to conduct themselves ethically and in accordance with the academic
values of the College at all times. All cases of academic impropriety are dealt with seriously according

to the disciplinary procedures itemized below. However, in parallel, the college makes every possible
effort to educate, advice, and monitor the cagsef impropriety through provision of academic
counseling and the effective use of software tools such as "turnitin.com" for plagiarism prevention.

The coll ege has made it compul sory f courseavhidh t he s
emphasizes on displaying appropriate academic honesty and showing respect for intellectual property

by appropriately citing the sources in the submitted work.

Important Definitions

Plagiarism: is "reproduction of ideas, words or statements of another persorthait due
acknowl edgment . " |t is simply “copying of S omeo
without adequate mention of the source." As indicated in the students' responsibilities, students must

show academic honesty while preparing or submdtany coursework materials such as project work,

individual & group assignments and reports these must be a product of their own ideas and research.
KlCrequires its students to submit both hard and soft copies of their work for further verification by

the faculty members. Faculty members are respons
assessment using recognized plagiarism detection software such as Turnitin.com. Since the amount of
similarity in the submitt eda potentiakoffedse @fsacaddamic nec e s

dishonesty, it is the responsibility of the faculty member to further investigate and determine if there

is a proven case of plagiarism or not. In case there is any proven academic offence found, the faculty
member is requied to submit an academic impropriety report (AIR) and impose all suitable academic
penalties with immedi ate effect. Cases where a s
repeated offences will be dealt seriously by an Academic ImprgpZiemmittee (AIC) formed by the

Provostfor further administrative actions.
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Examples of Plagiarism may include, but are not limited to:

A Repetition of material culled from the internet and / or any other source of reference which is
represented by the stdents as their own work without proper differentiation, immediate
referencingand acknowledgement

A Paraphrasing of another's work by simply changing a few words or altering the order of
presentation, without clear source identification and acknowledgement

A Unidentified and unacknowledged quotatiaf phrases from another's work

Cheating: is "Any attempt to gain an unfair advantage during a formal academic exercise, such as an
examination”. This applies normally to course work such as quizzes, tests, michachigal exams.

The offence extends not only to the recipient of the advantage but also to the provider of the
advantage. Therefore, the provider of information is elfjpaulpable as the recipient.

Examples of Cheating may include but are not limited to:

1 Any form of communication with, or copying from, any unauthorized source of information or
individual during an examination or assessment.

1 Introducing any written, printed, or other material into an examination (including
electronically stored informtion) other than that specified in the rubric of the examination
paper.

1 Gaining access to unauthorized assessment material either before or during an assessment.

Collusion: A variant of the plagiarism / cheating dichotomy is collusion, the repetitiorsabdission

of work undertaken by another and / or submission of jointly conceived work where individual effort
was called for. In cases of collusion it is normal, initially, for both parties to be subjectath&rge

of academic impropriety.

In case ofiny proven academioffences likeplagiarism, cheating, or collusion, there will be severe
academic and administrative penalties taken against the students. These may vary from imposing a
grade of zero in the course component to a complete expulsion fieenQollege as mentioned in
section 4&5 of this policy.

Disciplinary Procedures for dealing with Academic Impropriety

A Faculty investigates and determines Academic Impropriety offences.

A Faculty discusses the allegation with the student; the discussiorséfogdéed only with the
concerned student and no other classmates.

A If the student admits his/her guilt, the faculty imposes appropriate academic sanction(s) as per
the Academic Impropriety Report (AIR), attached in appeRdth this policy.

A Faculty sbmits the AIR to the concerned ProgramLeaHedda nd sends copy to
record in the centralized system.

A If the student does not admit his guilt, the faculty refers the case to the relevant Program
LeaderHeadfor further administrative perusl.

A The responsibility of administrative actions lies with the Academic Impropriety Committee (AIC)

which is formed byhe Provost/Deputy provostor Academic Affairs to look into:

Referred cases made by the faculty.

Repeated violations of academic iropriety policy.

In case of two proven repeated violations of academic honesty policy, the committee

recommends a temporary suspension of the student and puts him/her on academic probation

for one academic semester where his/her performance would be toced closely.

A In case of three or more proven repeated violations of academic honesty policy, the committee
recommends expulsion proceedings for the student.

I D
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A Students have the right to appeal against academic sanctions terthest/Deputy provodior
Academic Affairs. The appealto be made in writing within three working days of the penalty
decision.

1 Students may lodge an appeal to the Board of Directors against sanctions imposed in relation
to their suspension or expulsion from the college. Theeapbjs to be made in writing to the
Board of Directors within two weeks of the penalty decision.

Academic Penaltiemiposed by the Faculty members:

In case of a proven case of academic impropriety, the concerned faculty member takes immediate and
appropriate actions by imposing all suitable sanctions thatlgrom the following:

Refer the case to the Academic Impropriety Committee for administrative sanctions
Failinggrade in the course

Failinggrade in the coursework

Failinggrade in the submitted work

Resubmithe work with additional requirements

Resubmithe work with reduced grade

Anyother action specified by the faculty

=A =4 =4 =4 -8 -8 9

The student is formally informed of the decision, and a copy of the report is maintained in the

student ' s f iizédesystenm The btedent hamtherright to appeal to Bnevost/Deputy
provostfor Academic Affairs within three working days of the decision.

Administrative Penalties imposed by tAeademic Impropriety Committee:

TheProvost/Deputy provosfor AcademicAffairs forms the Academic Impropriety Committee (AIC)
to look at:

1 Referred cases made by the faculty members.
1 Repeated violations of academic impropriety policy.

The standing members of the committee normally are:

TheProvost/Deputy provostor Academi Affairs (or his/her nominee) as a chairperson.
The concerned Program Leaddgad

The Student Relatios Manager.

At least TWO staff members who are neutral.

= =4 =4 =4

The procedures folloed by the panel are as follows:

1 The academic member of the staff raisitg tallegationpresents thecase and the evidence
to support the allegation.

1 The student has the right to challenge and question the academic staff in relation to the
evidence presented.

1 The student has the right to present any additional evidence and dmyr other facts in
mitigation / explanation of the offence. In case of his/her rappearance at the investigatory
hearing, any written evidence submitted is presented to the committee by the Chair.
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Outcomes of the Academic Impropriety Committee:
Based orthe evidence presented, the committee can come up with the following outcomes:

1 Case proven, a recommendation to support the academic sanctions taken by the faculty
member.

1 Temporary suspending the students and putting him/her on academic probation for one
academic semester (in case of two proven repeated violations of academic honesty policy).

1 Expelling the student from the College (in case of three or more proven repeated violations of
academic honesty policy).

9 Case unproven, no further action is to bé&éea.

The student is informed in writing about the outcome of the committee. The expulsion decision should
be approved by the President before communicating it to the student.

Appeals:

Students may lodge an appeal to the President in case of sanctionsethjiogelation to their
suspension or expulsion from the College. The appeal is to be made in writing to the President within
two weeks of the penalty decision.

Grounds for hearing such appeals are tédiby the following criteria:

1 The appellant has neinformation supported with evidence which may result in reconsidering

the previously taken actions.

The hearing protocol has not been adhered to.

The penalty, by reference to precedent, is inappropriate to the nature of the offence

committed.

1 The appeatequest has been lodged within the specified period of time and contains a full
record of concise and relevant information.

T
1

If the President is satisfied with the appropriateness and validity of the appeal based on the above
criteria, then he/she decideaccordingly and refers the responsibility of hearing the appeal to a
hearing committee consisting of: a member of the board of directors, a senior academic staff and a
member of staffstudent committee. The President may reject any groundless appeal lolaing

so provides reasons for rejection. There are no grounds for appeal based on academic judgment.

Hearing Protocol:

Should the appeal be accepted by the President, then the hearing committee is convened and a
meeting arranged within two weeks ofatreceipt of an appeal.

The student has the right to be present during the hearing and to be accompanied by a friend,
consultant, or legal advisor.

The following represents the protocol of the hearing committee:

1 The Chair of the hearing committee expkithe purpose of the hearing process and the
authority delegated to the committee to take appropriate decisive actions.

i Attendees, including student's representative or witnesses (if any) are identified and
confirmed for record taking.

1 The penalties impsed in relation to proven misconduct or academic improprieties are read
out by the concerned committee officer.

Issue A Rev. 9 Date: 01/02/2017 Authorization: C%é’



Student Handbook 2016-2017

1 The relevant college representative may present any physical evidence or call witnesses (as
required in order to substantiate their case).

1 TheChair of the hearing committee asks the student or his/her representative to defend
himself/herself.

1 The Chair may also ask questions of clarification from either college or student representatives
in order to establish the facts. This process is not ralyrextended beyond 30 minutes.

1 Following submissions from the college and student representatives, all other attendees
except the hearing committee members exit from the meeting room allowing the panel to
discuss / consider the case and take appropratton.

9 The Chair of the hearing committee announces the final decision to the student or his/her
representative in writing, giving copies to other participants within one week of the hearing
meeting. The decision made by the hearing committee is final.
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7 STUDENTS RIGHTS AND RESPONSIBILITIES

7.1 Students’ Rights

KICrespects students' individual rights and is committed to providing its students with the following
rights:

1 A friendly atmosphere where they can study and develop a positive attitude.

1 A healthy ad safe environment.

1T Assurance of integrity, confidentiality and
performance reports.

1 Freedom to express their opinions and views according to the rules and regulations of the
College.

1 Organize and represent themlses through stafStudents committee to discuss with the
higher management about their problems and concerns.

1 To receive fair and equitable treatment in all aspects of the College life including academic

and disciplinary disputes.

To make representation@ppeals) against academic and/or disciplinary actions.

To be accompanied at every relevant stage of disciplinary and/or academic procedures with

their representative or advisors.

=a =

7.2 Students' Responsibilities
KlCalso expects students to have responsilgiitas follows:

1 Adhere to the college code of conduct as per the college disciplinary procedures available in
the Student Handbook.

Comply with the college dress code as explained below.

Show respect to UAE Society, Islamic and other cultures.

Practice ethsal use of information technology available at the college.

Comply with the college policy regarding academic honesty in writing final exams, preparing
and submitting all coursework and other materials required which should be a product of the
students' ow ideas, efforts and research.

1 Maintain a minimum of 70% for attending every course lectures and in case of defiance, the
management oKICreserves the right to cancel students' registration for the course.

Complete and submit all coursework on time.

Maintain of a minimum GPA of 2.0 and in case the GPA remains below 2.0 for three semesters,
then the management has the right to drop the student from the program.

=A =4 =4 =4
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7.3  Extenuating Circumstances and Deferred Consideration Policy

KiCacknowledges that there may b&eac asi ons when a student’s perfor
severely affected by unforeseen or unexpected circumstances. The collegmmsitted to enabling
all students to participateniassessment on equal bases

Advice regarding support for students witlisabilities, including special assessment arrangements is
availablefrom the Head of StuderRelation Office

Student must be aware that submission of an Extenuating Circumstances application is not in itself a
guarantee that the Extenuating Circumstes will be accepted and note that if the Extenuating
Circumstances is accepted this will NOT result in a change of module mark.

The relevant Head of Academic Departmetdmission® RegistratiorDepartmentand the college
Presidentshallmake the final dcisionon each case based on the following conditions

1 Valid Reason
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7.4

No outstanding payment or due amount

Application of suspension should be submitted during the first month of the semiestke
relevantacademic program head he relevanprogram lea@r/headshallvalidateadvice and
subsequently refer the student application togliRegistratiorOffice

Length of suspension is up twwo semesteronly

Number of times the students is eligible to apply for suspension igitnesduring the whole
duration of the study

If the student with suspension status will notagply to resume hiter regular study within
one semester after the end of suspension period, then/hieis regigration will
be cancelledand newregistrationapplication with applicable fewill be required.
Successfully completezburses ardransferable.

In all cases, KIC tuition fees and all related policies will be applied.

This policy may be enforced in cases where the student has not shownsyimit sufficient
and acceptable evidee for a maximum of one academic year from the last date of his/her
registration.

Dress Code

KICStudents must be dressed decently while being at any of the college premises or taking part in
activities organized by the college such as science, sposisoml trips.

Female students must wear clothes that cover their body well (not transparent) down to cover their
knees and sleeves to cover the elbows. Very tight trousers and clothes are not allowed.

Male students must wear clothes that cover their bodsivnot transparent) down to their knees and
short sleeves. Sleeveless shirts are not allowed as well as very tight clothes.
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8 INFORMATION-RELEASE PoLicy

KiCrespects students' individual rights for privacy of information and the college is committed to
provi de assurance of integrity, confidentiality
does not disclose any information regarding student academic records and information about student
academic performances (such as transcript, acaderatastreport, attendance reports) without prior

written consent from the student except for the use of its own official and educational purposes such

as; the college officials, other officials of other peer institutions, regulatory organizations,
accreditaton bodies and reviewers, funding organizations. A student may grant other person access

to this information as per the provision available in the enroliment application form. The following
constitutes directory information which includes information than be released or published to

other parties based on gwoved written requests from the college management

Student name

Student Address

Student telephone number
Student email address
Student program major
Student enrollment information
Student gradudbn information
Student activities and sports
Student Alumni information

P 1 15 D' P
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9 ADMISSION AND REGISTRATION

9.1 Admissions and Registration Policy

All admissiorrulesat Khawarizmi International Collegee guided byMOEMinisterial Decreeg¢ 200
of year 2004, 133f year 2005 andTheCAAStandards for Licensure & Accreditatia1 1

All credentialsfrom systems other thaAE high schoslystemhaveto be attestedby the following

A EducationAuthority (Home Country);
A Ministry of Foreign Affairs (Home Country);
A UAE Ebassy

Allcredentialdrom systems other thablAE high schoslystem and governmental high school systems
from other Arabic countriehave to haveequivalency fromeither of the following regulatory
authorities

A Abu Dhabi Education Council (ADEC)
A Minatory of Education (MoE)

9.1.1 Entry Requirements for the Programs:

9.1.1.1 Required Documents for Admission:

A For recent photos (passport photo size)

Copy of Valid Passport

Copy of Valid UAE Visa

Copy of National ID card

High school certificate (or equivalent)

English Profiency Certificate with minimum score (IELTS =5 Or TOEFL iBT¥&E&00 From
any Higher Education Institute in UAE accredited from MOE)

D> > > >

9.1.1.2 Foundation Program:
The Foundation program is open to national and expats students who have completed:

A Acertifiedcory of appl i cant Cedifc@deecondary school
A A copy of the student’'s UAE National |l D card
A Attend an interview with the Program Admissions Committee

9.1.1.3 Undergraduate programs (Bachelor and Associate Degrees)

9.1.1.3.1 UAE (National) Secondary School Certificate

A A Pasén the UAE General Secondary School Certificate attested from relevant authority (both
science and literature streams are acceptable) must be after 12 years of schooling with an
average score of 60% or higher.

Note: Certificate from Technical Schools, ¥tonal Schools, and Military Schools: requires
Equivalency. Minimum grade required is setdoy HEI and it is normally higher than General
SSC.

A A minimum TOEFL score of 500 or 5.0 in IELTS for programs taught in English medium
A Aminimum TOEFL score480 or 4.5 IELTS for programs taught in Arabic language.
A Attend an interview with the Program Admission Committee

9.1.1.3.2 Other Secondary School Certificate in the UAE
British IGCSE:
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Leaving Certificatenust be provided with evidencef a minimum of 11 years adchooling. The
minimumrequired for university admission is a total of se{@hcourses at @evel or AS/A2 level, in

at least four (4) of the following fields: Mathematickanguages, Sciences, Social Studies and
Humanities Art and Design; and a minimuraquired grade of @r the Olevels, D for the AS and E
for A2 coursesThe above mentioned scores will allow the studenénter the College. Higher scores
arerequired for direct admissioninti | C' s academi ¢c progr ams

American High School Diploma

With aminimum of six (6) subjects covering the followirejds: Mathematts, Languages, Sciences,

Social Studies and Humanities. The mimum required average for univesity admission is ra
AccumulativeGrade PointAverage (GPA) ofvb (2). AGPA of 2.0 llows the student to enter the

College. A highehGPAis requiredfor Direct AdmissionintK | C’ s academi ¢ progr ams

International Baccalaureate (IB):

With a minimum ofsix (6) subjects.HE minimum required average fapllegeadmissions a grade of
four (4). A highegrade/score is regjred for direct Admissionint | C’ s academi c progr &

9.1.1.3.3 Other Secondary School Qualifications (inside UAE):
A (Iranian ; Indian; Pakistani; Philippine; French; German)
0 The certificate has to be awarded after 12 years d¢fosting and attested by the
relevant authority: MOE/ KHDA/ ADEC
0 A minimum TOEFL score of 500 or 5.0 in IELTS for programs taught in English medium
/ a minimum TOEFL score of 450 or 4.5 IELTS for programs taught in Arabic language.
0 Attend an interview witlthe Program Admissions Committee
A Secondary School Qualifications Obtained OutHigdJAE:
0 The student mast meet the requirements for admission into university in the country
of origin
0 The certificate has to be awardedth Minimum 11 years of schooling
0 Aminimum TOEFL score of 500 or 5.0 in IELTS for programs taught in English medium
/ a minimum TOEFL score of 450 or 4.5 IELTS for programs taught in Arabic language.
o Attend an interview with the Program Admissions Committee

The membership of the Admissiol@mmittee consists othe Head of Admissignthe relewant
Program LeadeHead ELC Representativ@endHead of Quality

The purpose of the interview with the Program /
i nterest i n the pabitgtosacressullyconplbtetheprograineTha Cornmittee
studies the students’' secondary/ high schaaol’” trar

basic skillsin Mathematics Students from literature stream seeking admission into computer
programs will be asked to sit for a placement test in Mathematics, and the committee may
recommend a foundation Math course(nenr edi t ) i f the student doesn’t

The Admissions Committee takes the following factors as the basis for recommexdigptional
acceptance from the standard entry requirements:

A The students’ interest in the program.

A Practical experience (if any).

A Better performance in school exams tmgitimate circumstanceshat may have affected
student's performance during the GS&xams.

A Students with special needs.

A Other factors that the committee may find convincing.
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The lowest acceptable average score in the UAE GSSC (or equivalent qualifications from other
countries) is 60%. No student is admittedtCDegree Programs with @SSC average score below
60%.

Students who passed the UAE GSSC with an average score between 50% and 60% may be admitted to
the Foundation Program to provide them with an opportunity to progress into fot@degree
programs after successfully complaiinthe Foundation degree requirements. Students who
successfully achieve the outcomes in the foundation program will be considered to have reached a
standard equivalent to the 60% in the GSSC and will be able to continue to a subsequent degree
program therafter.

The foundation program is open to all national and expats students who have completed the UAE
GSSQyut not to those whohavereceival high school certificates from other systems, such as the
British GCE/IGCE or American diploma.

A student who doesiot manage to get a minimum score of 500 in TOEFL is admitted to the degree
programs and can register for a maximum of 15 credits in the general courses such as: PC Operation
& Applications, Business Mathematics, Accounting Principles and Islamic Quladdition to the

English Prep courses. Such a student must obtain a score of 500 or more in TOEFL or a score of 5.0 in
IELTS (for English medium programs) / must obtain a score of 450 or more in TOEFL or a score of 4.5
in IELTS (Arabic medium programghim one year of the registration date. If tlstudents failto do

so then he/she is not allowed to continue his/her studies.

The student is required to submit an original or attested copy of the general secondary school
certificate, results of TOEFLI&LTS, copy of passport and 4 passport size photographs with his/her
completed application form to the registrar office. Each student who formally applies for the college
receives a letter from the registrar informing him/her whether he/she has been aedept not.

The following rules apply to students who have any other School Certificate, other than the UAE
General Secondary School Certificate:

1 The student must have passed the relevant secondary/high school certificate which enables
him/her to be admitted to accredited universities in their own countries.

9 The duration of the study at school must NOTId&s thanll years in those countries that
have two levels of secondary/high school educatibime studenthen must have successfully
completed Level ll.

1 The student must have passed six subjects at least at the secondary/high school level in a
minimum of four areas of study, which must include: Mathematics, Science, Social &
Humanities Studies and Linguistics (English language is a must).

9 Students who stdied at schools that follow the British system must have passed at least 7
subjects at the ordinary and advanced levels (GCSE/IGCSE) with a minimum grade of C in the
O level subjects, grade E in the A Level, and grade D in the AS Level. The subjedtegidie
cover the following areas: Mathematics, Linguistics, Science, Social & Humanities Studies and
Arts & Design. Students who successfully completed grade 12 at schools that follow the British
system with an average score of more than 60% are accepted.

I The school where the student has completed his/her high school studies must be an
accredited school by the relevant state/government/or accreditation body.

1 The student must submit the original certificate (or an attested copy of the original) attested
by the appropriate authority in the country where the certificate is issued (such as the Ministry
of Education), the UAE Embassy in that countr
UAE Ministry of Foreign Affairs.

1 In the case whereby a student doestrhave the attested copy of the certificate which is
equivalent to the UAE general secondary school certificate ready at the time of submitting the
application, the student may be admitted to the program provided that the student
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undertakes to submit thattested certificate before the end of his/her first semestekd€C
The management dfIChas the right to remove the student from the program in case he/she
fails to submit the attested certificate within the aforementioned time.

9.1.2 Admission of Transfer Students

Students transferring from other higher education institutions are allowed to get credit trarfsfiers
certain courses iKKICPrograms based on the following:

91 All transfer students must medt | Entrg Requirements. This requires the students &emn
the English language proficiency requirement prior to commencing their study in the program
they transfer to, and to present certification of the required level of English language
proficiency as stated in the entry admission.

1 TransferringStudens mug have AGPA not less than 2.0therwise they will beaccepted

pendingchangingmajorandconsider only General Education courses as eligible for transfer.

English Language proficiency must be valid. A HEI may requéstirey.

The college/universitywhere the student has studied must be one of the accredited colleges

by the Ministry of Higher Education and Scientific Research in the UAE.

9 The course studied must have required the student to attend classes, i.e. not by
correspondence.

1 The student can alm credit transfer for courses that she/he has passed with "C" grade or
better and which has a counterpart KiCrelevant degree program.

1 The student must submit a course description on the intuition's paper to be considered for
credit transfer.

1 The couse must cover at least 80% of the topics in the corresponding coulskCirlevant
degree programKICwill accept credit transfer for only courses which are equivalent in terms
of learning outcomes.

9 The course must carry the same amount of study h@md must be at the same level or
higher.

I The student must have passed the course with a minimum grade of C.

9 The student can claim credit transfers for no more than 50% of the courd€iCialevant
degree.

1 No credit transfers will be given to coursesnked as CAPSTONE courses.

=a =4

Students who wish to claim credit transfer from a course(s) must complete the Credit Transfer
Application form and return it to the relevant Program Leatt®ad accompanied by copies of the
relevant transcripts and course desdigms.

The result of the claim is communicated in writ
Where the claim is successful, the student receives a Credit Transfer Certificate.

A student who is granted a credit transfer from certain courgegives a credit for these courses on
hi s/ her transcriopt. The text ‘credit transfer’
student receives a credit transfer are NOT incl
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9.2 Fees and Refund Policy
9.2.1 Tuition Fees

The fees for the credibearing programs for all students are as follows

Abu Dhabi Al Ain
AED AED
1,000 900 General Education Courses
afF NIOF 6y AN3OF df UfF B
Abu Dhabi Al Ain Major Course

AED AED CrTpr buF J/bhP3IIOF pFHB

1,000 9 0 0 Associate and Bachelor Degree in Business Administration
bFr KuF flpFipwakAPPIO

1,000 9 0 0 Associate and Bachelor Degree in Information Technology
JrBHANT IOFbI@y & H OBP blhb EHT OO

800 8 0 0 Associate and Bachelor Degree in Islamic Banking and Finance
wy OF r OF 9fF BFp CHOF ™M wyBblbhwkF Py

1,000 9 0 0 Bachelor in Mass Communication
ablKWwF EHTpPHIF bl

1,000 9 0 0 Associate and Bachelor DegreeHealth Management
wyj RICEHWPpPOp LB M aHAID

1,100 - Associate and Bachelor Degree in Medical Laboratory Analysis
wy j HIOF 49 EXYORIFBFR My KH| IR b

900 8 0 0 Associate Degree in Computer GraplcAnimation
WbOH gaHMOKWF ™M cbly TFOTKOF 6yr hs

900 8 0 0 Associate Degree in Fashion Design

FTCuUFR HEYIPRD
900 - Associate Degree in Medical Record

wy 3T IOFa 8B p IOF

Foundation Program

For students who obtained less than 60% in their high school
(7 courses each course=2,700 AED)
c 'y hfvrx 8D§ OB B
wB F J1 OF%6uWTeHKXK FOXUKDF bcClle n AK e
(6RFBOWpPFEBE) @3B : pF
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Other Fees

T
1
1
T

Opening file 500 AED (Paid once)

Registration fees 700 AEEB50 AED in Summer Semester
Printed text book/Eext book fees: 150 AED per book
Englsh Skill Course: 2000 AED per skill

. o0O0=a¥ hp
(WCWBE) &b OO /1 8 ¢ A OB D
CYyShrOER P06 kK PO HI® Dy td 18 EIF
UrF PP QY X MOEHHHERLY 5 B IHDFD H
0 H 3T HBIO D O 0T D WHEHARQEFE & HB

Remarks about the tuition fees

= =4 =4 =8 -8 -8 -9

The credit hours fees are effective from the Academic Year 20067

The other fees are effective fronf'df August 2013

The Fee for Repeat Coursework (RCW) or Repeat Final Exam (RF) is 50% of the course fee.
The Fee foRepeat Module (RM) is full fee of the course.

The Registration and the lab fees in the Summer Semester are; 250 and 100 respectively.
Fees do not include the authentication of certificates.

The tuition fees must be paid one week prior to the start of eagmester (in some cases
about 50% of the fees may be paid by paktted cheques subject to management approval).

In the case where a student fails to pay the fees due, then the management has the right to
discontinue his/her study. The management resesntbe right to change the fees in
accordance with the standard of living in the UAE. However, this will not affect students who
are already registered on the program; the new fees will apply to new students only.
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9.2.2 Refund Policy
A student is entitled forefund of his/her tuition fees according to the following table:

Week Refund Amount Effect on Transcript
1s'( Add and Drop Week) 100% Will not appear

2nd 80% Will not appear
3d_gh 50% Will not appear

gih — g 0% Appears as Withdraw
gih 15N 0% Appears as Falil

9.2.3 Financial Assistance

The College offers two free seats (inclusive of tuition, books, lecture notes, and registration fee) every
year in association with the UAE Red Crescent Society (RCS). The RCS funds additional numbers of
seats eah year, the exact numberavies from one year to another.

The College also offers a 10% discount for 2 or more students of the same family who cegistgr
the same academic year.

Students whose average in the UAE General Secondary School Certi€#eads more are eligible
for a 10% discount. They need to maintain a GPA of more than 3.2 in ordeaito tle¢ discount each
semester.

The College offers a limited number of ptinhe jobs for students who are enrolled on the program.
Students who arenterested in being employed patime by the College or elsewhere should contact
the career office in the administration department.
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9.3 Classroom Administration, Protocol and Academics

A Combination of assessment techniques is employed in order to encostadgnts to work to their
maxi mum potential and to obtain the best evaluat

9.3.1 Coursework Assessment

Thegoalof t he coursework assessment is to evaluate
and to help the student tstudy the lecture notes and references step by step and to avoid leaving
revision until the last moment. Emphasis is also placed on practical assignments and research. In
course assessment includes:

Quizzes.

In-class assignments

Mid-Semester Examinations

Project Work and home assignments
Class and Colleg#/ide Presentations

> > > D I

Students submitting coursework for assessment must resgéctode of Academic honesty which
prohibits:

Cheating

Plagiarism (turning in work not written by you, or lacking proper dota
Falsification and fabrication (lying or distorting the truth)

Helping others to cheat

Any other form that violates academic integrity

>~ >~ >~ >~ >~

KICwill not tolerate violations of this code. Any kind of involvement in academic dishonesty will be

dealt with serpusly and will vary from grading zero marks in the course component to a complete
expulsion from the College. For more details please refer to sebtion® Academi ¢ Di shones
Students Handbook.

9.3.2 Final Examinations

Final examinations for most coursgmme courses are assessed by coursework only) are caaluct
at the end of each semester.

Most courses of the program have a two hour final examination. To pass a course a student must
achieve an overall mark of at least 60% when coursework and ag#or components are combined.

A student who passes a course will receive a grade A, B+, B, C+, C, D+ or D and a Student who fails a
course will receive an F grade. A student who fails a course may be requireditehe final exam

only (RF), the coursewopnly (RCW) or both (Repeat Module RM) depending on whether he/she fails

the coursework, final exam or both. However in English 101 & 102 the student needs tbgbass
componentg(Final & Coursework) in order to consider him/her as "pass".
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9.3.3 Award Classification Levels (Grades)

The award grades for students who pass the required courses will have an aggregate mark for
classification purposesd will be computed as follows

Grading and Merits in Arabic Grading and Merits in English AGPA (out of 4)
POl IOF w3}bOs Excellent with Honor 4.00- 3.80
CF9ors Excellent 3.79-3.50
FCtT Cyt Very Good 3.49-3.00
Cyt Good 2.99-2.50
bH}UYB Satisfactory 2.49-2.00
Mark Grade Points
90-100 A 4.0
85-89 B+ 3.5
80-84 B 3.0
75-79 C+ 25
70-74 C 2.0
65-69 D+ 1.5
60-64 D 1.0
<60 RF-RCW-RM * 0

* RF = Repeat Final Exam only. RCW = Repeat Coursework onRM=-Repeat Module/Course

A The points for each course are multiplied by the credit hours. (Weighted Course Mark).

A The aerage (GPA) is calculated by dividing the sum of the weighted course marks for all courses
by the number of credit hours.

A The calculation does not include the units for which the student gets credit due to exemption
based on admission with prior learnirigyt the course appears on the certificate with the word
“Exempted”

In determining the level of award to be recommended, the provisions stated earlier, guide the
Examination Board, but have the power to take into account all relevant factors.
9.34 Re-sitting Examinations

Referral may involve rsitting an examination and/or submitting additional coursework. Students
doing referred examinations will normally do so during the examination period of the next semester,
referred coursework will normally be completed fbee the referred examinations by a date
communi@ted in writing to the student.

A student is allowed a maximum of three attempts at any course.
9.3.5 Academic Probation

A Student who performs badly in a semester (GPA of less than 2.0) will be issued witlhlemiaca
warning and wil |l be put on academic probation. |
semester then he/she will be issued with a final warning amdai@ on the academic probation.

I n case the student’' s GPRsAcutiveesemestanssherbtieelEpaminaiond i n
Board may recommend that the student be removed from the current program.
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9.3.6 Student Grievance policy

The Colleggoak to maintain a friendly and liberal atmosphere where students can study and develop
positive atitudes. Students must not let minor problems stand in their way and prevent them from
making progress and enjoyrtheir studies at the College.

Any student who encounters a problem with a member of staff is encouraged to solve the problem by
talking directly to that staff member. This usually has the best hssand leaves no ill feelings.

Where the problem is not resolved, the student discusses the problemStittient Affairs Officeor
the Student Affairs Officerand if still no solution is found, ¢m the student meets th&residentand
explains the problem.

Anonymous complaints amot normally being acted upon.

Students who have useful suggestions for the College regarding program contents, teaching methods,
learning resources, or any other issuge welcome to make these suggestions either by sending an
e-mail to the President participating in the staff/student committee, or depositing a note in the
Suggestions & Complaints box. There are awards available for useful suggestions received from
students.

9.3.7 Academic Appeals

Students have the right to appeal against the results of a coursework or final exam assessment.
Academic appeals are made in writing to the Relevant Program Lé#ebewithin one month of the
announcement of the results. The acadengippeal form is available at the Registrar office. The
remarking fee is AED 100 per paper and the student can reclaim this fee if the renrasiitg in a
change of Grade.

The College undertakes to have all/l rehmsamoki ng d
knowledge of the first markers assessment), but gives no warranty thatrearked assessmentill
result in a higher grade

The Provost/Deputy provostor Academic Affairs forms an Academic Board which consists of; the
Provost/Deputy provosfor Academic Affairs, Relevant Program Leadspartment Headand a
faculty member.

The Board is responsible for dealing with and making decisions regarding academic appeals. The
academic board does not entertain appeals based on academic judgment unlesatbgrounds for
such appeals.

Grounds for appeal migha¢lude, but are not limited to:

Disruption during the examination process, of whatever origin

Personal problems which might have affected performance

Inappropriate or insufficient advice from tut®

Many of the issues potentially leading to appeal are covered by the PMC (Personal Mitigating
Circumstances) procedures used by the College.

D D >

Under the PMC scheme, a student who is unable to complete the course assessment (final exam or
coursework) dued circumstances outside his control and / or who feels that his performance may
have been adversely affected in a final examination or coursework component, may complete a claim
for Personal Mitigating Circumstances (PMC) and request a deferral o$skssament. Students are
made aware of the PMC scheme on registration at the College by the Sdktion officers or via

the form which is available at the Registrar and the Student Relataffices. The form is attached at

the appendix of this Hatbook. It is normally submitted before the examasd meets to consider
results.
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If the situation does not come within the PMC scheme or guidelines, the student has the right to
appeal to the academic board, on any relevant grounds other than acadengim@md. The student

has the right for a 15 minute hearing in the presence of the Academic Board members. A family
member or a friend may accomparniyet student during the hearing.

The Academic Board decides the result of the appeal in a special meetingsthef the appeal is
communicated to the student in writing. The decision of the Academic Board is final.

9.3.7.1 Personal Mitigating Circumstances (PMC)

The Personal Mitigating Circumstances (PMC’ s) |
disruptiontotre st udent’'s overal/l program of study exte
there has been significant disruption to one course. A PMC is typically used when a student has missed

a proportion of a course(s) to the extent that he is unable to compllkeéerequired assessments

and/or he misses a formal examination(s). Students are made aware via the Student Handbook that

filling in a PMC application does not guarantee their desired outcoime.i3 decided upon by the

(PMC 6mmittee), reporting to theCourse Assessment Bod(@AB). Experience has shown that some

students might us®MCprocessas an examination/assessment insurance (i.e. submitting one just in

case they fail)howeverit is typical for the PMC committee to meet and judge applicationsieghe

Course Assessment Boakence PMC application does not guarantee desired outcomes.

NB: For ugo-date PMC procedures please refer to y@epartment HeatsSR Office.

Outcomes from a PMC application are broadlyidid into three alternatives.

A Theapplication can be upheld. This normally happens when there is strong evidence that a
student is / has been disadvantaged by events and he should be allowed to defer their
assessments to aatle or dates to be agreed. #t the CABthe person hasakenthe assessment,
andpass t he r ul e i sandiconsidefurthér action anbjif tHe k€ult is marginal
pass / fail

A The appkation is rejected due tmsufficient evidence. The outcome of this is that if the student
has taken an assessment afadled, or if he/she has failed to take an assessment, then the
student case shall be recorded r@ferred in that assessment.

A If there is insufficient evidence to come to a decision regarding the validity of the application,
the student is asked to prode additional evidence, the outcome of which is normally to either
accept or reject the applicatiomhis immormally completed before the CAB

Full instructions on how to apply and the relevant application form can be found at the Student
Relations Offie / St udent’ s affairs Office. The below cha
up-to-date requirements and procedures your first contact shall be the relevant program leader/head

and the SR office manager:
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Personal Mitigating Circumstances {PMC) Procedure

5560

Student Relations Officers

@ Registration

EYY Y

AD, PM, SRM & 2 academic staff

ﬂ Registration

Registration Office
to update the case
into KADs

535

Student Relations Officers

Copy to the
student file

SRM

Informs the
student

Note: Reference must be made to the
Policies & Procedure Manual — Section
3.h. personal mitigating circumstances
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9.3.8 Suggestions & Complaints

The College ims at maintaining a friendly atmosphere where students can study and develop a
positive attitude. Students must not let minor problems stand in their way and prevent them from
making progress and enjoy their studies at the College.

A Student who encountsra problem with a member ofedf is encouraged to solve thgroblem by
talking directly to that staff member. This usually has the best results and leaves no ill feelings.

Where the problem is not resolved, the student must discuss the problem with thgrdm
LeaderHeador the Student Relatios Manager, and if still no solution is found, then the student must
meet with the President and explain the problem.

A student may wish to write an anonymous complaint and deposit it in the Suggestions & Casnplaint
box. Students are encouraged also to send their complaints suggestion via the walgitkic.ac.ae

Students may have useful suggestions for the College regarding the Program contents, teaching
methods, adding or dipping courses, learning resource Center, computer labs and network, student
activities, or any other issue. Students are welcome to make these suggestions either by sending an
e-mail to the President, or participate in the staff/student committee, or dgip@ note in the
Suggestions & Complaints box.

There are special prizes for useful suggestions from students.
9.3.9 Certification

Khawarizmi International Collegeill issuestudents successfully completg the Associate/Bachelor
Degree program witka transcriptwith the relevantmarks and gradethe studentobtainedfor each
coursestudiedtogether withawarded AGPA.

9.3.10 Suspension/Intercalation

Due to inevitable circumstances encountering studentsradutheir studies, students may intercalate

for a maximum period of one academic year should this is supported with appropriate and sufficient
evidence. Students are required to submit a formal request at the StuRetdtion sOffice with
supporting evidaces. In this case of approval of student request, the students' registration is
suspended till further recommendation from the Head of Academic Department. During intercalation
period students will not be able to register courses, attend lectures, sesjimarkshops, practical
classes, use the library, or use the information technology resources. Intercalated students are
requested to stay in contact with their relevant academic department before the beginning of the
semester for which students plan togeme their studies and no later than the second week of that
semester, requesting details of any changes of the syllabus or any changes in regulations regarding
final exams and coursework. Intercalation may be enforced in cases where the student haswmot sh

up, submit sufficient and acceptable evidence for a maximum of one academic year from the last date
of his/her registration. The College reserves the right to cancel the student registration after this
period subject to the student statutory right oppeal. In this case the student will be required to
apply to the College as a fresher candidate.

9.3.11 Dismissals

A student may be dismissed frafiCfor one of the followingcases; the list is not inclusive and should
be used for guidance only

A ImproperDiscipline, ignoring a final warning (in writing) regarding misconduct at the College as
described in AppendiA section C. This applies to all articles in this section.

A Commit an academic offense explained as per the stated Academic honesty proceddres a
policies in section 3.4.8.
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A Poor performance, in case the GPA of a student who is on the academic probation list falls below
2.0, the student fails a course three times, or the student takes more than 4 years to complete
the course.

A A student may be teorarily suspended from continuing her/his study in case she/he fails to
pay the fees as described in Appendix A section a, or as part ofttigent disciplinary
procedures

For full information about the disciplinary procedures including suspension, siajudismissal,

penalties, and readmission policy please read theu@ent Disciplinary ProceduresuRs &
Regulations in s¢ion 3 of the student handbook
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10 ACADEMIC PROGRAMS

CurrentlyKICoffers the following programs;

- Foundation Program

- General Educain Program

- Bachelor of Business Administration (BBA)

- Bachelor otslamic Banking & Finance (BIB

- Bachelor of Information Technology (BIT)

- Bachelor of Mass Communication, In Arabic (BMC)

- Bachelor of Health Management (BHM)

- Bachelor of Science in Medical badtory Analysis (BML)

- Associate of Science in Business Administration (ADBA)
- Associate of Information Technology

- Associate of Science in Islamic Banking (ADIB)

- Associate of Fashion Design

- Associate of Science in Computer Graphics and Animation
- Associate bHealth Management

- Associate of Medical Laboratory Analysis

- Associate of Medical Records
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11 ACKNOWLEDGMENT FORM

I acknowledge that | have attended the orientation session regarding the reléu@systems and
received my access credentialsktCemail and student information system.

I hereby accept and confirm that | will adhere to theesibnd regulations stated in trgtudent hand
book.

A Student No

A First Name

A Family Name

A Signature:

A Date

Please complete this form and hand it to your relevAnademic Department Head
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