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1. Introduction 

 

E-learning/Blended learning, also known as distance learning, wherein all or part of a course's 

instruction, interaction, and assessment occur via electronic communication or equivalent technology.  It 

can be delivered either synchronously or asynchronously.  The Faculty and students physically separated 

from each other.  E-learning/blended learning also encompasses related activities such as in-class and 

out-of-class research projects, the conducting of office hours remotely, remote provision of and 

instruction in the use of learning resources to Faculty, students, and staff, and student access to all typical 

institutional resources such as libraries, and academic advising. 

 

Responsibility and oversight of the college’s delivery of high-quality e-learning/blended learning 

services are vested in the Vice President for Academic Affairs (VPAA) and exercised through Heads of 

(Hood), Program Leaders (PLs) and faculty members.  The VPAA office is responsible for the planning, 

implementation, evaluation, and continuous improvement of e-learning/blended learning practices to 

ensure that distance learning at KIC achieves and maintains an equivalent level of quality as face-to-face 

instruction.   

 

Achievement of the e-learning/blended learning strategies is integrated into the College's goal setting 

and KPI structure for senior leadership and all employees engaged in the instructional program.   

E-learning/blended learning is an elemental component of the College’s annual personnel goal setting, 

performance, evaluation, and IE processes.   

 

Responsibility for e-learning/blended learning entails the continuous, systematic evaluation of all 

elements of the remote learning, including the efficacy of remote teaching as evidenced in successful 

learning outcomes, sustained and improving retention rates and graduation rates.  The VPAA ensures 

that such evaluation of e-learning/blended learning is conducted every semester and annually, as part of 

the regular ongoing assessment of the College's academic program. As per the e-learning/blended 

learning Strategy document, KIC leadership is committed to the allocation of sufficient resources to 

achieve the short-term and long-term goals of the e-learning/blended learning strategy1. 

 

2. Rationale 

 

KIC is considering e-learning/blended learning as a critical component of its learning model to enhance 

student knowledge, skills and competencies. E-learning/blended learning will contribute to enabling 

students to be lifelong learner, develop the skills required for effective virtual collaboration, become 

proficient in using various learning technology, and enrich the curriculum. KIC has launched an e-

learning/blended learning strategy to meet the following goals: 

 Provide clarity on how KIC will restructure itself to address the rapidly changing needs and 

profiles of learners related to digital learning 

 Improve KIC digital content by enhancing learner engagement, providing user-friendly 

technology, and upskilling Faculty, and staff 

 Enhance the digital content for delivery through distance learning.  

  

                                                 
1 KIC is collaborating at group level with other entities in its holding group towards a joint approach to 

development of an e-learning portfolio for the long-term. Various joint activities are in hand for 2020-21, 

including the appointment of instructional designers who will work across the group in collaboration with the 

faculty and staff at each entity. The KIC e-Learning Strategy and e-Learning Manual have been developed and 

implemented as part of and in light of this joint approach. 
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3. Organizational Chart  

 

 
 

4. Faculty Member Roles and Responsibilities  

 

4.1 Faculty Roles and Responsibilities as online teacher facilitator  

 

The course facilitator is responsible for selecting/preparing the course material to be used during 

the remote delivery. The used material can be either the institution approved course content and 

material or related external material to the course content. The facilitator must abide by institution 

rules and regulation related to academic integrity and intellectual property. Any external digital 

material such as video, link, animation, and website should be the subject appropriate reference and 

if required, the approval by the designated body/authority as per the internal rules and regulation 

before use. However, and in exceptional circumstances (to be identified/updated yearly by the 

academic council), the facilitator may use such material before securing institutional approval. In 

such a case, it is the facilitator's sole responsibility to abide by the institution rules and regulations 

as well as UAE and Moe rules and regulations, ethics and cultural respect. Any breach of the same 

is the sole responsibility of the facilitator.  The institution cannot be held responsible or liable for 

any breach or misuse/selection of the digital content by the facilitator. 

 

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

and techniques adopted by the institution to support the DTL experience. The facilitator also has to 

assure the conduct of the full scheduled DTL duration as per the official schedule with all 

commitment and seriousness. The facilitator is responsible for the excellent conduct of the session 

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

learner/student misconduct in line with the institution rules and regulations. The facilitator is subject 

to the institution teaching rules and code of conduct applied in regular/classical delivery mode as 

per the Faculty Handbook. 
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The facilitator is responsible for taking and recording the student attendance similarly to the regular 

delivery mode taking into consideration the special rules as stated in learner roles and 

responsibilities.  The facilitator is responsible for evaluating and monitoring the learner 

engagement/active participation in the session, which is a compulsory component in considering 

the learner attendance for DTL. The facilitator must ensure that any material required for teaching 

and/or learning is made available for the students when needed. The facilitator must adhere to the 

guideline and recommendation of the institution in that regard. The facilitator is responsible for 

maintaining the course portfolio following the institution guidelines and rules similar to the case of 

regular face to face delivery. 

 

Following are general guidelines that the facilitator should adhere to and consider during DTL 

delivery: 

4.1.1 Be energetic, enthusiastic and creative. 

4.1.2 Make sure to start with the session objective and process recall; never assume that the 

students know it. 

4.1.3 Remember, students are in an open environment (the internet) with many distractions, 

and this can cause a loss of focus. They can stay online and click somewhere else, 

look at their camera and play a game online same time. The facilitator does no longer 

have the full control of their learning environment. Hence, facilitators should make 

sure that they get students' attention; by engaging them with various ways such as 

short quiz every 15 minutes, education-related joke every half hour, a targeted 

question to the less-engaged student, and mini-group activities. This situation requires 

more attention from the facilitator side to a kind-of behavioral analysis and forecast 

using some limited indicators. Smart teaching learning concepts and best practices are 

to be considered and implemented. 

4.1.4 End the session with a very motivating message, a summary of points made by the 

students and, most importantly, prepare learners for the next session by sharing 

content to be looked into before the session so that the flipped class concept and the 

focus on the discussion, analysis and engagement can be more of interest in the next 

session. 

After conducting on DTL session, facilitators should have a self-evaluation of it considering the 

following: 

4.1.5 Make a list based on their experience of areas to revise and/or improve for the next 

session. 

4.1.6 Collect student feedback and consider it as much as possible in revising and/or 

improving the delivery mode, content personalization and engagement. 

4.1.7 Look at the statistics such as number of attendees, number of interactions by the 

attendee, number of answered/non-answered questions, and consider these in relation 

to areas to revise and/or improve. 

4.1.8 Facilitators and academic units/departments are responsible for maintaining exact 

statistics on DTL delivery, attendance, and for collecting student and facilitators 

feedback. 

 

4.2 Faculty Roles and Responsibilities as online content designer 

When assigned to design the course material to be used for the DTL sessions, faculty 

members should consider the institution orientation in term of a mode of delivery 

(synchronous or asynchronous see related sections of this manual). The faculty member 

should also optimize the use of technical tools and features in order to optimize and 

maximize the benefit of the learner. Institution models for storyboard and production rules 

are to be respected. Generally, course content developer should take into consideration the 

following elements: 
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4.2.1 Have a clear objective of what skills and/or understanding the students should acquire 

at the end of the session. 

4.2.2 Consider the course and session outcome as a master key for content selection and 

design. 

4.2.3 Decide on the type/level of interactivity need (full interactive, real-time, and 

asynchronous). 

4.2.4 Choose adequate media carefully: Slides, short video, text, voice, and simulation.  

4.2.5 Make sure the selected channel/ support is appropriate to the level of outcome, and 

nature of course material. 

4.2.6 Do not just digitalize or use regular slide unless same is customized to assure getting 

the student attention and engagement. 

4.2.7 Do not overload the content with a lot of sources and supports; it will be very 

destructive to the student attention and may lead to negative results. 

4.2.8 Make sure the content is articulated to include student participation and to be flexible 

enough to adjust it during the session considering students online behavior. 

4.2.9 Make sure appropriate copyright rules and adequate referencing is respected 

 

5. Student Roles and Responsibilities  

 

5.1 Learner/student must attend/connect to the session on time and be aware that the same rules 

of tardiness and absence apply as per the institution 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 

DTL attendance rules, the student is considered absent. Suppose technical difficulties or 

exceptional circumstances prevent the student from complying with the attendance rule. In 

that case, 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/PL, in consultation with the faculty member, will decide on the 

matter and determine whether the student is considered present or absent. 

5.2 Students should make sure they have an adequate internet connection, be in an acceptable 

environment, relatively quiet and allowing them to focus on the DTL session. In case of 

implementation of the 'flipped classroom' approach, students must make sure that they 

consulted the relevant material before the start of the DTL session. Students should also 

make sure that they have an adequate device to perform the required tasks/ activities during 

the DTL session (computer, laptop, tablet, and smart-device). 

 

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

should abide by class rules and regulations. Also, and considering the particular nature of DTL, 

students are not allowed to: 

 

5.2.1 Engage in any one-on-one or sub-group discussion in any topic not related to the course 

topic. 

5.2.2 Share any digital material (to the group or on a one-on-one basis) without the approval 

of the faculty member. 

5.2.3 Send any digital material to the attendees individually or group level not related to the 

course topic. 

5.2.4 Engage into any aside one to one discussion or message not related to positively 

contributing to the course session. 
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Each student remains as the sole responsible for any sent or shared material by him/her.  The 

institution is not in any case responsible or liable for material shared by the students during DTL 

sessions. Any student misconduct is to be reported by the faculty member and is subject to the 

standard institution policies and procedures regulating student behavior. Students should accept the 

use of any technical tool, adds-on or software required for the good conduct of the learning activity.   

The student should make sure that the required software is installed correctly and tested on their 

own devices. It is the responsibility of the student to have adequate hardware and device for the 

DTL delivery.  

 

6. Blended Learning Strategy 

 

The following definition for blended learning has been adopted 2by KIC 

 

Blended learning is the thoughtful integration of classroom face-to-face, and 

asynchronous/synchronous video conference with online learning experiences through modern 

learning management technology that enables learners to collaborate, discuss and get instant or 

Faculty provided feedback. 

 

7. Key components of KIC blended learning 

 

7.1 Face to face delivery: All blended learning courses at KIC must include a face to face 

component. In case face to face is not possible, synchronous video conference delivery is 

used through advanced collaboration tools such as BlackBoard Collaborate, Microsoft 

Teams, ZOOM and Google Meet. The video conference system should allow Faculty and 

student to use screen sharing, group discussion, chat, group authoring, and access to course 

files.   

7.2 Online learning: The students engage in the online learning experience through the college 

official learning management system (LMS). BlackBoard is the official learning 

management system for KIC. The online learning experience includes access to recorded 

video lectures, tutorials, discussion board, access to interactive self-assessment tools, 

quizzes, assignment, and projects. 

7.3 Conceptual and theoretical content: This covers key concepts, theories, knowledge and 

case studies that cover the theory components of the course. Students will be able to access 

such content through the learning management system, or the Faculty will discuss it during 

the face to face or synchronous video conference delivery. 

7.4 Practical or Industry-based projects: Students will be given the opportunity to put their 

knowledge into practice by completing specific tasks or engaging in a real-life industry-

based project where appropriate to the course learning outcomes.    

 

8. Guidelines for successful blended learning: 

 

8.1 Faculty should have a forum to engage in discussion, share best practices and development 

models for blended learning that are appropriate for their courses, learners and the program 

of study. 

8.2 The availability of the institutional practice of carrying out regular evaluations of the 

blended learning models, technologies, and practices 

8.3 Faculty should use the face to face or the synchronous video conference time to engage 

students in active learning through group works, discussion, case studies, and projects. 

8.4 The Faculty should play the role of facilitator, mentor, motivator, and industry expert.  

8.5 The face to face session should not be used to repeat the same content of the recorded video 

or those available on the LMS. 

                                                 
2 this definition is also adopted at group level, as part of the e-Learning project previously mentioned 
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8.6 Interactive authoring tools such as H5P that allow the students to explore the content and 

get instant feedback are encouraged. 

8.7 The course content may be configured using adaptive release feature on the 

LMS/BlackBoard to automatically release content to students based on his/her progress and 

achievement. 

8.8 Faculty are provided with regular professional development in pedagogy, teaching with 

technology and proven practices. Ongoing pedagogical and technical support through 

membership of a blended community of practice should be in place. 

8.9 Students should be provided with blended learning induction program to import students 

learning maturity and readiness for blending learning and make them aware of its demands 

for independent learning.  

8.10 In addition to standard course outline components, the blended learning course outline 

should indicate the expectation, content that will be delivered through face to face and 

content that will be completed through online delivery, technologies required for the course 

and how they can be accessed. 

8.11 Consistent and transparent communication around the new expectations is needed in order 

to help students understand the blended learning process.   

8.12 It is recommended to use the learning management system (LMS) for all communications 

with students. 

8.13 Faculty should make use of the LMS/BlackBoard grading rubric to provide constructive 

and timely feedback to students. 

 

9. Mode of Delivery 

 

To support students with developing knowledge, skills and competencies required for a successful 

career and as well develop independent learning skills and to respond positively to the pandemic 

situation of Covid-19, KIC adopted the blended learning.  Students are engaged in both synchronous 

and asynchronous learning with a preference to the first mode.   

 

10. Synchronous mode  

 

Synchronous learning is online or distance education that happens in real-time, often with a set class 

schedule and required login times. Asynchronous learning does not require real-time interaction; 

instead, content is available online for students to access when it best suits their schedules, and 

assignments are completed to deadlines. Programs can also use a blended learning model, which 

includes a blend of both formats. 

 

The synchronous learning aims to develop the student knowledge and skills and provide face to face 

mentoring constructive feedback, and personal interactions with peers and the instructor. In 

synchronous learning, the student engages in discussion key topics, examining theories and concepts 

and apply them to a real-life situation. Synchronous learning can take the form of physical face to 

face or through modern video conference collaboration tools. Faculty uses a variety of pedagogical 

practices, including problem-based learning, flipped classroom, role-playing, group discussion, and 

practical/lab activities. 

 

11. Advantages of Synchronous Learning: 

 

Classroom engagement: students will get the opportunity to participate in the course activities and 

interact with other students. It can also be achieved through video collaboration tools such as 

BlackBoard Collaborate, Microsoft Teams, Google Meet or Zoom. 

 

Interaction with the Faculty: With synchronous online learning, the student interacts regularly and 

frequently with the Faculty and can get to know them.  Synchronous learning provides regular 
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opportunities for face-to-face discussion, individual guidance, and mentorship without having to 

schedule independent appointments.  

 

12. Disadvantages of Synchronous Learning: 

 

Rigid schedule: The synchronous learning happens as per the schedule. The Faculty has to find 

creative ways to engaged students who have different learning styles and pace of learning. 

 

Availability of a quiet place when connecting through virtual meeting technology: Technical 

difficulties like weak internet, noisy study place, crashing hard, camera and mic issue can waist the 

student time and create frustrations. Students should be provided with the required training to 

troubleshoot technical problems and guidelines to make the best of the virtual meeting. 

 

13. Asynchronous mode  

 

The asynchronous learning mode of delivery aims to develop lifelong student learning, time 

management, planning, taking responsibility, and developing online collaboration skills.    

 

Asynchronous learning gives the student the flexibility to select when and where to study. The 

Faculty should provide materials for reading, lectures for viewing, assignments for completing, and 

exams for evaluation, and the student can access and satisfy these requirements on his/her schedule. 

Standard methods of asynchronous online learning include self-guided lesson modules, pre-recorded 

video content, virtual libraries, lecture notes, and online discussion boards or social media platforms. 

 

Students should be able to access the course material through the learning management system. 

Faculty plays the role of facilitator, motivated, mentor, and advisors. The student should be able to 

progress with the speed that meets his ability and needs.   

 

14. Advantages of Asynchronous Learning: 

 

Flexibility: the student has the flexibility to choose when, where and how to learn. 

Pacing: The students can set the pace of study. The Faculty should advise the student on how much 

time is required to complete the learning activity. 

 

15. Disadvantages of Asynchronous Learning: 

 

There is one key disadvantage of asynchronous learning, which is isolation. The course content on 

the LMS should provide the students with enough opportunities to virtually interact with other 

students through chat, discussion, or video meeting to develop skills and feel part of the course team. 

 

15.1 E-learning/blended learning Materials 

Developing the entire e-learning/blended learning materials for the first time required a more 

compressive process.  The process includes the teaching team as the subject matter experts 

(SME), instructional designer and/or media producers.  Keeping the e-learning/blended 

learning material updated, relevant and engaging is an ongoing process.  The Faculty can 

carry it out with some technical support in case of highly technical digital content.   

  

The following features will enhance the quality of an e-learning/blended learning course 

and the engagement of the student: 
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15.1.1 Apply a learner-centered content that is relevant and specific to learners' needs, 

roles and responsibilities in professional life. It should also be adaptive and allow 

the learning to progress based on his/her performance and learning style. 

15.1.2 E-learning/blended learning content should be segmented to facilitate acquiring 

new knowledge and to allow flexible scheduling of time for learning. 

15.1.3 Instructional design methods and techniques should be used creatively to develop 

an engaging and motivating learning experience. 

15.1.4 Sufficient learner interaction with the content and other learners is needed to 

sustain attention and promote learning.   

15.1.5 Content developed for self-paced courses should be customizable to reflect 

learners' interests and needs 

15.1.6 In instructor-led courses, the Faculty should be able to follow the learners' 

progress and performance individually 

 

16. Instructional Design: 

 

Using an appropriate instructional design model will guide the content development process by 

defining the activities that will support the learner in meeting the desired learning outcomes.   

Instructional design can be defined as the systematic process to develop content specifications 

and learner interactions using learning and instructional theory to ensure the quality of learning. 

 

There are many instructional design models. The most popular instructional design model is 

ADDIE. The ADDIE model provides established processing for analyzing, designing, 

development, implementing, and evaluating the e-learning/blended learning content. 

 

16.1 Analysis: 

The needs analysis is based on the course goals, previous knowledge and skills of the 

learner, the program of study, the nature of the course, student background, course 

assessment strategy, the technology/lab equipment used in the course and mode of 

delivery. 

16.2 Design: 

The design stage will use the outcome from the analysis stage, and the course topics as 

described in the week by week delivery plan to identify the instructional material, media, 

pathways, student interactions, self-paced materials, synchronous and/or asynchronous, 

collaboration, assessment, and delivery strategy for the course.   A learning management 

course template that ensures consistent look and feel, navigation and content structure 

will be developed with faculty and colleges inputs. 

16.3 Development  

This stage produces the actual e-learning/blended learning contents and media.  We will 

refer to the produced content as a learning object.   The process of producing each 

learning object will include: 

16.3.1 Develop a storyboard.  The storyboard integrates the instructional methods, 

pedagogical elements and media elements.  It is a visual document that 

describes all the components of the final interactive products, including 

videos, images, text, interactions, assessment tests. 

16.3.2 Learning objects development:  This also referred to some time as the 

courseware.  This stage will require technical support.   An instructional 

designer will take the storyboard and content provided by the faculty (subject 

manager expert – SME) and produce digital media and interactive 

components.  The learning objects can take many forms, include a video 

presentation, simulation, interactive object, game, blogs, and discussion 

boards. 
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Once the instructional designer develops the learning object, it gets reviewed by the 

Faculty, and feedback will be incorporated to produce the final object.  This process 

goes through several iterations until the final sign off by Faculty.  The learning objects 

are uploaded to BlackBoard and made accessible for learners. 

The Faculty is required to review the course material on BlackBoard and completed the 

following course review and acceptance form that includes: 

16.4 Implementation: 

Once all learning objects required for the course or unit delivery have been developed, 

reviewed and approved (where appropriate) by the related governing body (Hood/PL, 

Departmental Council or Academic Council), they will be delivered to learners.  

16.5 Evaluation: 

The e-learning/blended learning content is evaluated using learners’ feedback, 

engagement, performance and impact on the attainment of the program learning 

outcomes.  The feedback is used to improve the learning objects further. KIC conduct 

course evaluation survey every semester. The same is being revised in order to include 

specific elements related to on-line delivery and blended learning. Additionally, the 

student affairs department run periodically a student satisfaction survey related to the 

online/blende mode. When deemed appropriate and needed, academic department run 

internally surveys to collect feedback from both faculty members and students in order 

to evaluate continuously the blended learning experience and assure continuous 

improvement. 

 

17. Course acceptance criteria and review: 

 

The Faculty is required to make sure below elements are completed and respected. HoD may wish 

to implement internal mechanism of verification of the same (specific form for example): 

 

17.1 Course overview and information: 

17.1.1 An overview is provided for the course.  Learners know how to navigate and 

what tasks need to be completed. 

17.1.2 Learning outcomes/objectives are clearly stated for each course and each 

class, measurable and aligned to learning activities and assignments.  

17.1.3 There is a listing for all activities/expectations in each class.   

17.1.4 Sources for materials used in the course must be cited. This requirement 

applies to instructor-created materials, textbooks, images, tables, videos, 

audios, websites, and other forms of media.  

17.1.5 Instruction is inherently inclusive for all learners, i.e., alt text, written 

transcripts for videos/auditory clips; visual or tactile equivalents for sound. 

17.1.6 Learners can contact the instructor, department, and program. 

17.2 Course Technology & Tools: 

17.2.1 Required Course Materials are evident and available, as well as any 

instructions needed for access. 

17.2.2 Any additional technology needed is identified with directions on how to find, 

access, and/or use. 

17.2.3 Technology tools meet accessibility standards. 

17.3 Design and Layout 

17.3.1 The course is easy to navigate, and components are easily identified and 

accessed. The same do follow KIC and departmental level 

template/component (where applicable) 

17.3.2 The layout of the content is easily viewed. 

17.3.3 Instructions are clear and well-written 

17.3.4 The syllabus is available and updated. 

17.3.5 A title and summary description accompany all multimedia, tables, charts and 

diagrams. 
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17.3.6 Text is formatted with titles, headings, and other styles to enhance readability.   

17.4 Content and activities 

17.4.1 Course Assignments are linked within the course. 

17.4.2 Course quizzes, checklists or self-assessments are linked in each course. 

17.4.3 The course offers a variety of resources that facilitate communication and 

collaboration and support course learning outcomes. 

17.4.4 The course encourages critical thinking and analysis. 

17.4.5 The course offers real-world applications. 

17.5 Interactions 

17.5.1 There are opportunities for teacher-student and student-student interaction. 

17.5.2 Discussions are added to every course/component. 

17.5.3 Learners have an opportunity to get to know the instructor.   

17.6 Assessment review 

17.6.1 Quizzes and exams are set up  

17.6.2 Grading Policy and rubrics are reflected in the syllabus. 

17.6.3 Self-Assessments can be revisited multiple times. 

17.6.4 Tips for taking a Quiz/Exam in BlackBoard are included in the Quiz/Exam 

Introduction area 

17.6.5 Assessments are aligned to learning objectives.   

17.6.6 The course uses multiple methods to assess the degree to which stated learning 

goals are met. 

 

18. Student Assessment  

 

18.1 Course assessment 

KIC uses course assessment methods and instruments which meet the course learning 

outcomes, suitable for distance learning. Recognizing differences between courses, 

different assessment methods may be used across different courses, such as individual 

and group projects, open-book examinations, online presentations and case studies, etc. 

  

18.2 Online proctored assessment 

Online proctored assessment, in a similar fashion to a typical examination with an 

invigilator, will be necessary for some courses. In preparation for online assessments, 

students must download the Responds Lockdown Browser to a desktop or laptop 

computer with either a Windows or Mac operating system. Tablets or mobile device may 

not be used. Students will also need either a built-in camera or a separate USB webcam. 

On-line exams are also subject to identity verification at the beginning of the exam 

session (via interactive tools such as GoogleMeet or BB Collaborate). Students have to 

maintain their Camera On during the assessment. Assigned invigilator to exam sessions 

has to make sure that any non-respect of the exam rules is reported as per KIC rules and 

regulations. 

 

18.2.1 Technical and Organizational Aspects: On-line exams, unless specified 

differently in the course syllabus, will be during the regular (as per the academic 

calendar) exam period. The schedule is published by the Admissions & 

Registration Department and disseminated to students by the Student Affairs 

Department Exams, will be, in general, conducted using the Open LMS 

BlackBoard platform.  A video on how to use the platform is prepared by the 

ITS department and is made available to all students. Teacher will arrange 

dummy exams to test the implementation and let the students be familiar with 

the platform.  Exam duration will be the same as the regular exam, however 

extra 15 minutes will be given for identity authentication process.  
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Students are requested to join the online platform/exam session during the first 

15 minutes. The exam will start immediately after those 15 minutes and any 

student joining the session after 15 minutes will not be allowed to pursue the 

exam. During the Exam session, if student got disconnected and do manage to 

rejoin within 5 minutes, he will be allowed to continue the exam. Such is 

allowed only once. If student you get disconnected and could not manage to 

reconnect within 5 minutes, he should send an email to the teacher and the Head 

of Department with appropriate details and justification and the case will be 

discussed and looked into by the related committee as per KIC rules and 

regulation in order to grant the student the possibility to retake the exam during 

the allocated period for the same. During the first 15 minutes, students must 

activate their camera for authentication purpose and keep it on during the entire 

exam period. Usage of Lockdown Browser or any proctoring/monitoring tool 

approved by the college is compulsory and all exam sessions are to be recorded 

by the faculty member but are not to be published or shared. 

 

General KIC rules and regulations for exam and students’ behavior apply during 

the online exams. Students should use their camera and keep it on during the 

full exam session. In case a student does not activate the camera (female student 

or student claiming not having a camera on the used device), the student will be 

allowed to continue and submit the exam. The exam answers are to be graded 

as normal and then the faculty member must submit a report to PMC with a 

recommendation on whether to accept the exam or not based on the extent to 

which he/she was able to verify the student's identity (egg by computer 

connection, voice, level of grade compared to previously obtained grade, 

student general behavior, etc...). If GoogleMeet is used in addition to 

BlackBoard, the session must be recorded and all records for exam sessions 

must be properly labelled and stored in a secure space under the control of the 

HoDs. Copy of the records should be available with Admission Registration 

Department.  

 

BlackBoard attendance log is also to be recorded and copy is to be kept with the 

Head of Department, Admission, Registration Department and teachers. 

 

Log of attendance are to be recorded in BlackBoard and in Google Meet (by 

screenshot) and on an exam attendance sheet is to be filled in by the instructor 

and kept by instructors, HoD, and Admission Registration Department. Graded 

exams (soft copies) - whether graded automatically fully/partially or manually 

- are to be kept safe in the BlackBoard environment with a copy available with 

HoDs. Additionally, the ITS department has to make sure same is extracted from 

BlackBoard and recorded as a backup copy to use in case of any technical issue 

with the BlackBoard platform. 

 

Post Moderation (internally) must be carried out in line with KIC policies and 

procedure with appropriate adjustments to enable the process to be done online 

(i.e. moderator should be given access to the sample of exams to be moderated 

and submit the moderation form accordingly, moderation form revisited to 

accommodate on-line exam additional verification of clarity, etc.).  

 

HoDs are responsible for ensuring that the post-moderation process is carried 

out. Post Moderation (internally) must be carried out in line with KIC policies 

and procedure with appropriate adjustments to enable the process to be done 

online. 
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In all cases, students complying with the attendance rules should be allowed to 

undergo their final exam. If any non-compliance from the student is noted, 

faculty member must use appropriate forms and submit a report to the HoD and 

PMC for appropriate consideration and final decision. 

18.3 Grading policy 

Courses are subject to the usual KIC letter grading system and the GPA and CGPA 

calculations. 

18.4 Oral assessments 

All oral examinations, presentations, capstones and thesis defence will be required to be 

presented virtually by the students. 

18.5 Other assessments 

Any of the following additional assessment tools may be employed in distance learning 

courses: 

18.5.1 Online time-controlled quizzes, with multiple choice and/or open-ended 

questions: conducted in a specific session and for a specific duration, students 

must complete within the assigned time.  

18.5.2 Online group work, discussions and assignments are leading to the submission 

of a group report by the end of the session.  

18.5.3 Individual or group projects, assignments and other tasks to be submitted at a 

specific date via the appropriate platform.  

18.5.4 Simulations, practical session, and/or recorded experimentation. 

 

19. E-learning/blended learning Infrastructure, Technology and Tools 

 

19.1 Security 

19.1.1 SSL Digital Certificate Service: SSL Certification for Public or External facing 

use can be obtained for identifying trusted websites and servers for both 

internal and external use. 

19.1.2 KIC User ID and accesses are provisioned automatically when the users 

(students/faculty member or staff) records are updated in the HRS System, or 

SIS academic records are updated in the student Information System." 

19.1.3 End Point Protection - Antivirus and Antimalware: All the KIC owned 

computing devices are protected with Antivirus solutions. The endpoints 

security software is installed to secure and protect endpoints against zero-day 

exploits, attacks.  

 

20. Blended Learning Support Software  

 

The Information Technology Service department (ITS) is responsible of making sure 

appropriate needed software are available for course delivery. KIC has a clear process of 

Software requisition and installation. The process is initiated by the faculty member, needing 

the approval of the HoD and VPAA in order to purchase, install and maintain the needed 

Software. Needed/used Software are clearly mentioned and referred to in the course Syllabi. 

Additionally, the ITS department is responsible of maintaining and assuring the functionality 

of the following bon-line/blended learning software:  

 

 Open LMS BlackBoard: Open LMS BlackBoard Learn is the official Learning Management 

System for KIC, an application for online teaching, learning, community building, and 

knowledge sharing. It is a tool that allows faculty to add resources for students to access online, 

enhancing the teaching and learning experience.  

 BlackBoard Collaborate: Cloud-based virtual classroom and online teaching solution powered 

by BlackBoard and Integrated with Backboard Learn. 

 Respondus Lockdown Browser: LockDown Browser is a custom browser that locks down the 

testing environment in BlackBoard Learn. When students use LockDown Browser to take a 
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BlackBoard test, they are unable to print, copy, go to other websites, access other applications, 

or close a test until it is submitted for grading. Tests created for use with LockDown Browser 

cannot be accessed with standard browsers. 

 Labster's virtual labs: A Solution to engage students with science and enabling laboratory 

courses to move on-line with virtual labs in various frilled and more than 150 simulations 

(Chemistry, Biology, Science, Medical related fields, etc.). KIC integrated Lobster with its LMS 

for usage by faculty members and students. Computer Labs: ITS provided general (open) and 

specialized (instructional) computer labs for academic computing needs.  

 SafeAssign Plagiarism Detection: SafeAssign is a plagiarism detection service that allows the 

Faculty to check the assignments or Exercises. Faculty/student can submit their paper through 

Open LMS BlackBoard to check the similarity to avoid plagiarism. 

 eBooks with LMS Integration: eBooks are offered by bookstore/library, and ITS provides 

support for the integration appropriate links of eBooks into BlackBoard 

 Computer Labs: ITS provided general (open) and specialized (instructional) computer labs for 

academic computing needs.  

 General Classroom Technology: General classroom technology to facilitate the teaching and 

presentation in the classroom. 

 English Placement Test Portal: English placement test are delivered using Open LMS 

BlackBoard in a fully on-line mode. 

 Student Information System: PeopleSoft Student Information System is the official electronic 

system for students’ records at KIC. The system allows students to benefit from various 

registration services such as Admission, Registration, Enrollment, Official Transcripts, Final 

exam schedule, etc. 

 MS Office Desktop applications: All KIC computers are pre-installed with the latest available 

versions of MS Office desktop applications such as Word, Excel, PowerPoint, Outlook 

 Office 365: KIC has an institutional subscription for Microsoft Office 365 Education plan which 

provides services such as cloud-based Email & Calendar, One Drive, One Note, SharePoint 

Online, Teams and many more. 

 Googled rive: GoogleDrive is the Google cloud service that is delivered as part of the Google 

suite available for KIC employees and students for content storage and collaborative work and 

sharing. 

 GoogleMeet: GoogleMeet is a real time meeting solution provided as part of the Google Suite 

solution that enables instant messaging, audio and video calling, rich online meetings, mobile 

experiences, and extensive web conferencing capabilities. 

 Video Conference: Dedicated video conferences facility in meeting rooms allows users for a 

one-to-one to connect with their colleagues in other campuses and conducting virtual meetings. 

 VOIP Telephone Services: All Faculty and staff are provided with Desk phones using VOIP 

technology to make the calls internal within the KIC Office or Externally (based on the access 

levels) 

 Backup/Recovery/Archival: ITS provides data backup, archival and recovery services for 

Servers, Storages, Application, Databases, Email. 

 

21. Security and Academic Integrity  

During the On-line/Blended learning, KIC academic department and in collaboration with the 

Students affairs departments conducted various activities focusing on three main areas: 

 

21.1 Raising Awareness: 

At the beginning of each semester, all faculty members are dedicating the first-class 

session to guide the students and raise their awareness about the academic integrity and 

the college guidelines in that regard. KIC revised its academic integrity guideline to 

include appropriate guidance as well as clear penalty scheme in order to make sure 

students adhere to best academic practices. 



 

E-Learning/Blended Learning Manual 

 

 Page. 15 

The student affairs department run awareness campaign and do disseminate at various 

moment of the academic semester messages to increase student awareness about the 

same. As matter of fact an Anti-Plagiarism Guideline Summary in both English and 

Arabic Language is shared with KIC students. Additionally, academic departments 

schedule various sessions of tutorials and orientation to help the students adhering to the 

anti-plagiarism guideline and use appropriate similarity detection tools.  

21.2 Prevention and Deterrence: 

In preparation for final examinations, the following initiatives are taken to prevent and 

detect any violation: 

o KIC used the software of Lockdown Browser through BlackBoard and GoogleMeet 

to provide camera-proctored exams. 

o Sending emails in English and Arabic Languages to all KIC faculty and staff 

regarding the final examinations and the related issues, including highlights of most 

important topics relevant to the final exams and academic integrity including: 

 Online Exam Guideline in Arabic 

 Online Exam Guideline in English 

21.3 Compliance with the Academic Integrity Guidelines: 

Each reported case of violations undergoes a thorough adjudication process in 

accordance with the relevant KIC rules and regulation. The malpractice, mitigation & 

appeals committee is responsible of looking into the various cases and to recommend 

final decision/penalty according to KIC rules and regulations. The process includes the 

following: 

 Receiving reports of the violation/s and requesting supporting documentation, 

 Collecting and analyzing the evidence, 

 Holding discovery phase meeting with the student if necessary, 

 Holding the first committee meeting to evaluate the evidence and reach a decision, 

 Holding appeal committee meeting, where applicable, to reevaluate the evidence 

and review the decision of the first committee, 

 Submitting certain cases to Senior Management for special considerations, when 

applicable, and 

 Conduct all the necessary communications to the concerned parties. 

 

23 Compliance with the Academic Integrity Guidelines 

 

Each reported case of violations undergoes a thorough adjudication process in accordance with the 

relevant KIC rules and regulation. The malpractice, mitigation & appeals committee is 

responsible of looking into the various cases and to recommend final decision/penalty according to 

KIC rules and regulations. The process includes the following: 

 

23.1 Receiving reports of the violation/s and requesting supporting documentation, 

23.2 Collecting and analyzing the evidence, 

23.3 Holding discovery phase meeting with the student if necessary, 

23.4 Holding the first committee meeting to evaluate the evidence and reach a decision, 

23.5 Holding appeal committee meeting, where applicable, to reevaluate the evidence and review 

the decision of the first committee, 

23.6 Submitting certain cases to Senior Management for special considerations, when applicable, 

and 

23.7 Conduct all the necessary communications to the concerned parties. 
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24 Attendance and student responsibility 

 

Students are responsible for: 

24.1 Attend all mandatory online learning preparatory training sessions. 

24.2 Attend course sessions in the same way as conventional face-to-face sessions. Students 

should connect at the start of the session and should remain connected, with adequate 

engagement and participation for a minimum of 75% of the session duration. If technical 

difficulties or exceptional circumstances prevent the student from complying with the 

attendance rule, the student should send an email to the faculty member no later than 24 

hours after the session, including any relevant proofs or explanation.  

24.3 Ensure an adequate internet connection. Students should be in a quiet environment 

conducive to allowing them to focus on the session. Students' digital devices must be able 

to perform the required tasks/activities during the session.  

24.4 Awareness of, and adherence to, the KIC Code of Conduct as per the Student Handbook 

and adherence to all other class rules and regulations. Any student misconduct is to be 

reported by the faculty member and is subject to standard KIC policies and procedures 

regulating student behavior. In particular, in a distance learning environment student shall 

not:  

24.4.1 Engage in any one-on-one or sub-group discussions or messages in any topic 

not related to the course topic. 

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

 

25 Faculty responsibility 

 

Faculty members are responsible for:  

25.1 Attend all mandatory online teaching training sessions, as well as attending any optional 

training sessions deemed desirable and/or relevant to the subject, college, or identified need. 

25.2 Prepare course materials to be used during distance delivery. The material will be either 

KIC-approved course content and material or appropriate external material relevant to the 

course content.  

25.3 Observe and abiding by KIC rules and regulations related to academic integrity and 

intellectual property rights.  

25.4 Maintain familiarity and currency with all technical tools, software and techniques adopted 

by KIC to support distance learning.  

25.5 Conduct all course sessions as per the official KIC schedule.  

25.6 Enforcing appropriate conduct and discipline rules and maintaining order throughout all 

course sessions, and reporting any student misconduct, in line with KIC rules and 

regulations.  

25.7 Applying all KIC teaching rules as per traditional delivery mode, and observing the Code of 

Conduct as outlined in the Faculty Handbook.  

25.8 Evaluate and monitoring student engagement/active participation in the session, which is a 

compulsory component in considering attendance for distance learning.  

25.9 Ensure that any material required for teaching and learning is made available for the students 

promptly, either during the session or before the session. 

 

26 Copyrights and Intellectual Property Polices 

 

The KIC intellectual property policy covers Intellectual Property (IP) and the methods available to 

inventors to protect their inventions, support the commercial development of Intellectual Property 

(IP) produced at Khawarizmi International College. It governs the IP rights and responsibilities of 

KIC employees, students and external persons and entities utilizing KIC facilities and resources. It 

establishes general guidelines of disclosure, defining ownership and protection of work, and the 

allocation of benefits between the parties. The policy supports KIC to achieve its institutional 

mission by contributing to the United Arab Emirates (UAE) strategic national priority to develop a 
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mature knowledge-based economy underpinned by innovation and commercialization of 

intellectual property to support economic growth. For more details, refer to the intellectual property 

policy. 

 

27 Legal aspects and regulations  

 

The section on dispute resolution of the KIC intellectual property policy covers the aspects of how 

to resolve disputes and regulation for the use of digital content.  In the first instance, the 

creator/inventor and the College will enter into a written agreement to settle disputes via arbitration. 

In the event of a dispute between the College and academic or non-academic personnel and/or third-

parties concerning intellectual property and the implementation of this policy, parties to the dispute 

will engage in the arbitration to seek resolution at the Abu Dhabi Commercial Conciliation and 

Arbitration Centre. 

 

28 Technical issues and special cases 

 

KIC IT Service department applies ticketing system for IT Help-Desk. It provides visibility and 

central control in dealing with IT issue to ensure that students and employee requests are attended 

appropriately. The application covers, incident management, problem management, self-service 

portal and reporting and other scope included in the service delivery model of ITS.  On the rare 

occasion that ITS encounters complex issues, ITS also have tiered escalation from normal support, 

senior administration, operation managers to vendor external engagement in problem resolution.  In 

the event of audit or investigation related to integrity, a request is received from the HoD before 

submitting the report or evidence from the system logs. The documentation for Learning 

management System (LMS) and lockdown browser, and other IT tools related to e-learning/blended 

learning are in general made available to all stakeholders through various link embedder in to the 

related applications. The ITS department develop also various video in both English and Arabic to 

provide additional support and assistance to KIC students when using various on-line/distant 

learning tools. 

 

During on-line exam period, the ITS publish specific time table where ITS dedicated personal is 

available through GoogleMeet link to support students in resolving any issue related to BlackBoard, 

LockDown Browser or Lobster. Additionally, and in coordination with the related Academic 

Department, Dummy exam sessions and training sessions are frequently scheduled and disseminated 

to all KIC students. During the Exam weeks, dedicated ITS personal is available for any on-call 

support, Additionally, ITS personal used to visit the GoogleMeet exam session to make sure that any 

technical issue faced by the student is immediately, in as much as possible, sorted out. 

 

For on-line course delivery, ITS provide support, orientation and guidance to all the academic staff 

and the usage of the ticketing help-desk system allow the ITS department to resolve any faced matter 

efficiently. 

 

29 Quality Assurance and Continuous Improvement  

 

KIC’s IE Manual describes KIC’s approach to assessment of core indicators and identifying areas 

for improvement in order to facilitate continuous progress in all areas of activity. college, and 

program levels.   With regard to course evaluation, KIC’s survey activity is described in the IE 

Manual which has details concerning mechanism to evaluate implementations and cycle for 

continuous improvement. Since the introduction of online delivery, focused questions were used in 

departments in Spring/Summer and are being introduced in a KIC-wide manner from Fall 2020-21. 

 

The overarching principle guiding distance learning at KIC is that curricula for the College's distance 

education courses are cohesive, comparable in academic rigor to courses offered in traditional 

instructional formats and are appropriate to KIC's mission and goals. 
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Courses have well-articulated learning goals, expectations and requirements, clear methods of 

communication with the instructor, and reflect best practices in terms of course organization and 

design. 

 

All courses delivered through distance education utilize appropriate learning management systems 

and relevant technologies for the provision of both synchronous and asynchronous learning 

activities, including but not limited to such formats and tools as simulation, discussion boards, virtual 

team meeting platforms, videoconferencing, etc. 

 

All distance learning courses adhere to KIC's Credit Hour Policy and academic quality standards.  

 

Faculty assume primary responsibility for, and have oversight over, the delivery of day-to-day 

distance learning instruction, ensuring the quality of instruction and the rigor of course curricula. 

Faculty appropriately and effectively evaluate student success in achieving course and program 

learning outcomes. 

 

Faculty presence is an integral component of quality instruction, and all distance learning faculty 

must maintain regular office hours to accommodate students. Faculty make clear to students in 

distance learning courses the days and times that students can expect the instructor to be present and 

accessible through various modes of synchronous online communication. 

 

KIC standards for the provision of academic advising and support apply in equal measure to distance 

education. The institutional focus on student retention, progression and graduation is maintained, 

with the delivery of both traditional academic study skill guidance as well as the addition of 

assistance for students in developing practical online study skills. 

 

Khwarizmi International College distance learning courses are expected to produce achievement of 

the same learning outcomes as comparable face-to-face courses and programs.  

 

KIC will evaluate the effectiveness of its distance education programs and courses, including the 

extent to which the program and course goals and learning outcomes are achieved, and use the results 

of its evaluations for the implementation of continuous improvement measures and enhance the 

holistic student educational experience. 

 

KIC is committed to ensuring that academic quality is maintained throughout our distance learning 

programs and courses, and to providing instruction and programs that meet the diverse learning needs 

of our students and offer a holistic student experience equivalent to that of face-to-face KIC teaching 

and learning. 


