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1 PURPOSE 

The purpose of this Policy is to set out general guidelines, rules and procedure for distance teaching and 

learning at KIC. Distance learning is a one mode of delivery on certain courses, modules, training or 

programs. Distance teaching and learning must comply with UAE and MoE regulations as well as KIC 

related policies and procedures. 

2 SCOPE 

This Policy applies to all full-time and part-time (PT) academic staff, at all ranks, and lab assistants (LA). 

The Policy, applies to all students enrolled as regular full-time, part-time, visiting or any other form of 

registration as per KIC registration rules and regulations, across all semesters.  The Policy applies across 

Abu Dhabi and Al-Ain campuses and any other offsite training venues of KIC. 

3 POLICY STATEMENT 

KIC aims to provide high quality Distance Teaching and Learning programs to its students.   

 

The main objectives of this Policy are to: 

• Provide an alternative teaching and learning mode, assuring the same learning outcomes and 

academic objectives as specified for the traditional face-to-face delivery model. 

• Set out responsibilities for various Distance Teaching and Learning participants, mainly: 

o Faculty member/facilitator roles and responsibilities. 

o Learner/student roles and responsibilities. 

o Technical support roles and responsibilities. 

•  Provide general guidelines for the distance learning to support the process during the 

following steps: 

o Preparation of distance learning material. 

o Delivery of the distance learning material. 

o Assessment and Examination for distance learning experience. 

o Feedback collection of the distance learning experience. 

4 PROCEDURE 

4.1 Roles and Responsibilities  

This section aims to specify the roles and responsibilities of the groups specified. 

4.1.1 Faculty Member 

The facilitator is responsible for preparing the course materials to be used during remote 

delivery. The material can be either KIC-approved course content and material or external 

material related to the course content. The facilitator must abide by KIC rules and regulation 

related to academic integrity and intellectual property rights. Any external digital material such 

as video, link, animation, website etc. should be in line with UAE regulations and comply KIC 

policies and procedures. 

The facilitator is also responsible for familiarizing her/himself with the technical tools, software 

and techniques adopted by KIC to support distance learning.  The facilitator must complete all 

sessions as per the official KIC schedule.   The facilitator is responsible for the good conduct of 

the session and should make sure discipline rules are implemented. The facilitator must report 

any learner/student misconduct in line with KIC rules and regulations. The facilitator is subject 

to KIC teaching rules and code of conduct applied in traditional delivery mode as per the Faculty 

Handbook. 
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The facilitator is responsible for taking and recording the student attendance taking in 

consideration the exceptional rules as stated in learner roles and responsibilities (section 4.1.2). 

The facilitator is responsible for evaluating and monitoring the learner engagement/active 

participation to the session, which is a compulsory component in considering learner 

attendance for distance learning. The facilitator must ensure that any material required for 

teaching and learning is made available for the students in a timely manner, either during the 

session or prior to the session especially when the ‘flipped classroom’ concept is adopted. The 

facilitator must adhere to the guideline and recommendation as per section 4.2 

4.1.2 Learner/Student  

Learners/students must attend sessions in the same way as conventional sessions.  They must be 

on time and be aware that the same rules of tardiness and absence apply as per KIC admission 

and registration regulations and Student Handbook. Students should connect no later than 15 

minutes after the start of the session and should remain connected, with proof of engagement 

and participation for a minimum of 75% of the session duration. In case of non-compliance with 

this definition of attendance rules, the student is considered absent. If technical difficulties or 

exceptional circumstances prevent the student from complying with the attendance rule, the 

student should send an email to the concerned faculty member with a copy to the department 

head no later than 24 hours after the session, including any relevant proofs or explanation. The 

HoD in consultation with the faculty member will decide on the matter and determine whether 

the student is considered present or absent. 

Students must ensure they have an adequate internet connection.  They should be in a conducive 

environment, that will allow them to focus on the session. Where a ‘flipped classroom’ approach, 

is implemented, students must make sure that they have consulted the relevant material prior 

to the start of the session. Students’ digital devices must be able to perform the required tasks/ 

activities during the session.  

Students must adhere to the general KIC code of conduct as per the Student Handbook and 

should abide by class rules and regulations. Any student misconduct is to be reported by the 

faculty member and is subject to the usual KIC policies and procedures regulating student 

behavior. 

In addition, in a distance learning environment, students must not: 

• Engage in any one-on-one or sub-group discussions or messages in any topic not related to 

the course topic. 

• Share any digital material without the approval of the faculty member. 

Each student remains solely responsible for material shared.  KIC not in any case responsible or 

liable for material shared by any student during sessions.  

4.1.3 Technical Support  

The technical support team at KIC includes the IT service department and assigned members for 

Distance Learning Support.  They are responsible for ensuring that: 

• KIC has a platform for distance learning delivery and monitoring, that applicable licenses are 

active and scaled for the KIC users,   

• Clear instructions for the digital tools in use are made available and are easily accessible for 

all students and staff members, with ‘how-to’ guidance in various form (presentation, video, 
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process manual, etc.).  Current tools in use are: 

o Moodle Server 

o Open LMS Blackboard 

o GoogleMeet 

o Zoom 

• Adequate face-to-face or remote training session are provided to students and KIC members 

based on need and request. 

• Official email IDs are provided for all users and students that may use Digital Tools,   

• Hotline and user support is provided during the time of distance learning sessions, through 

channels such as Email, ticketing system, WhatsApp, phone, etc.)  

• Statistics on helpdesk requests are maintained; and used to compile a FAQ list 

• All full-time faculty members are provided with adequate devices equipped with the digital 

tools required to deliver distance learning sessions. 

• Software and parametrization support are provided to part-time faculty members and to 

ensure that their equipment is ready for distance learning  delivery as per KIC requirements. 

4.2 General Guidelines for Distance Teaching and Learning Procedures 

Distance Learning sessions are ‘live’ with interactivity between all learners and faculty members. 

However, it is possible that, in gender-specific circumstances or for specific courses, KIC will opt for a 

Distance learning session that are delivered separately for each group. Such decisions will be subject to 

Academic Council approval, except for recovery plan cases or very exceptional temporary technical or 

external circumstances, when the approval of the Chair of Academic Council and the President will be 

sufficient.  

4.2.1 Guidelines for Distance Teaching and Learning content preparation 

Faculty members should be guided by the following:   

• Define the strategies you will use to attain the course learning outcomes using the digital 

tools available 

• Decide on the type/level of interactivity needed 

• Select appropriate media Choose your media carefully: Slides, short video, text, voice, 

simulation, etc. Make sure the selected channel/ support is appropriate to the level of 

outcome, and nature of course material that is supported on the digital tools available 

4.2.2 Guidelines for Distance Teaching and Learning sessions delivery 

Define strategies for keeping students engaged throughout the session  

• State session objective and process recall 

• Interact and regularly engage students using defined strategies, for example, quiz, direct 

questions etc.  

• End your session by summarizing main points, and introducing next session highlights 
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4.2.3 Guidelines for Distance Learning Examination 

KIC uses Distance Teaching and Learning as blended learning where exams are conducted in-

person on campus.   However, where the program is delivered fully by distance learning,  KIC will 

utilize the following assessment/examination methods: 

• Online time-controlled quizzes, multiple choice and open-ended questions: the exam in this 

case is conducted in a specific session and for a specific duration and students must 

complete it within the assigned time. Answers are collected through a specific platform and 

are kept as exam records by the concerned department/ faculty members unless specified 

differently by the KIC policies and procedure. 

• On-line group work, discussions and assignments leading to the submission of a group 

report by the end of the session. This is considered as part of the course-work evaluation 

• Individual or group projects, assignments and other tasks to be submitted at a specific date 

via appropriate platform. 

• On-line presentation 

• Regular on-line exams subject to on-line invigilation and control in a specific exam 

environment (if possible and if technical solutions are available) 

• Simulations, practical, recorded experimentation, experiment results, where experiments 

and practical sessions are supposed to be conducted by students, records and/or obtained 

results presentations. This type of exam applies only to practical components and specific 

courses to be approved by department councils in each department. 

Each Department Council will decide on the assessments for each program delivered via 

distance learning.  Grade and exams for distance learning are subject to the same KIC rules and 

regulations for exams, code of conduct and appeals. 

4.2.4 Guidelines for DTL After Session Delivery  

The following are guidelines for facilitators, to be implemented after conducting distance 

learning sessions: 

• List of areas to revise and/or improve for the next session. 

• Collect student feedback and use it in revising and/or improving the delivery mode, content, 

personalization and engagement. 

• Analyse statistics such as number of attendees, number of interactions by attendee, number 

of answered/non-answered questions, and use the information to revise and/or improve. 

• Faculty Members and HoD are responsible for maintaining statistics on distance learning 

delivery, attendance, and for collecting student and faculty member feedback. 

5 DEFINITIONS 

DTL: Distance Teaching and Learning 

6 RELATED DOCUMENTS 

KIC Students Handbook 
KIC Staff Handbook 
KIC Code of Conduct 
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7 FEEDBACK 

College staff and students may provide feedback about this Policy by emailing vp-academic@kic.ac.ae. 

8 APPROVAL AND REVIEW DETAILS 

Approval and Review Details 

Approval Authority Academic Council 

Advisory Committee to Approval 

Authority 

None 

Administrator Vice President of Academic Affairs 

Next Review Date 2020/21  

Approval and Amendment 

History 

Details 

Original Approval Authority and 

Date 

25 March 2020  

Amendment Authority and Date n/a   

Notes n/a  

 

 

9 APPENDICES 

None 
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