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Grading and Assessment Policy 

1 Grade Classifications 

Aggregate mark for classification purposes and will be computed as follows: 

Grading and Merits in Arabic Grading and Merits in English AGPA ( out of 4 ) 

 Excellent with honor 4.00 –3.80 

 Excellent 3.79 –3.50 

 

 

Very Good 3.49 – 3.00 

 Good 2.99 – 2.50 

 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+ 2.5 

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 only RM = 

Repeat Module/Course 

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

b. The average (GPA) is calculated by dividing the sum of the weighted course marks for all courses by the 

number of credit hours. 

c. The calculation does not include the units for which the student gets credit due to exemption based on 

admission with prior learning, but 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. 

2 Guidelines for Faculty in setting coursework and final exams 

Guidelines for Setting Coursework Assignments 

It is incumbent on the faculty to set a diet of assessments for each course which covers the stated learning 

outcomes of that course. The nature of the assessments is a matter of individual judgment. Innovation in 

assessment pedagogies is encouraged, provided the principle of learning outcome coverage is adhered to. Faculty 

members must provide students with proper guidelines on academic honesty and the important steps to prevent 
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plagiarism and collusion. It should be mentioned on the cover page of every assignment that KIC will not tolerate 

any case of proven academic impropriety and there will be serious penalties that vary from grading zero in the 

course component to a complete expulsion from the College. Students should be instructed to refer to section-5 

“Academic Dishonesty” of the Students Handbook for further details. 

The assessment components may consist of some or all of the following: 

1. In-class assignments: These are short pre-planned assignments or tests, which take place in class, and 

are used to ensure that students have absorbed certain key topics or skills. They are used, for example, 

to ensure students competence in solving certain mathematical problems, performing accounting 

procedures, demonstrating specific computing skills, etc. Such assignments are necessary to monitor 

individual learning of key skills and concepts 

2. Independent study assignments: These tend to be longer than in class assignments and require research 

including the use of library and / or internet resources. The aim is to get the student form the habit of 

self-learning and widening his perspective. The faculty ensures that the individual student(s) has done 

the work submitted and did not receive any help from outside professionals. This type of assignment 

can be structured on an individual or group basis. Each structure has limitations and potentials for 

learning 

3. Quizzes: These are short tests of between ten to fifteen minutes duration. Students are asked to answer 

one or two questions only. Their objective is to ensure students are “up to speed” with their revision, 

have absorbed previous knowledge, and are able to recall it instantly on demand in an unplanned 

situation. 

4. Oral Presentations: These are short oral discourses, often with subsequent associated discussion, 

allowing students to demonstrate clarity of thought, eloquence of presentation and ability to argue / 

defend a position or argument 

5. Projects/Major assignments: These may be a major piece of work, requiring students to write an 

extensive and detailed assignment on a specified topic. At the commencement of the course, students 

are advised on the format of any project to be undertaken. It is designed to assess student’s ability to 

research and synthesize academic literature and report the results in a concise and precise manner. 

6. Mid-semester/End semester exams: These are time constrained tests set under examination conditions 

(1.5 hrs for Mid-semester and 2 hrs for end semester), designed to establish the degree to which the 

student has attained the defined course learning outcomes. The precise nature of the examination may 

vary, as dictated by the learning outcomes, but may include knowledge retrieval and analysis / 

application to specific problem solving scenarios. 

In addition to the defined coursework components, the course leader may also wish to set aside a small 

proportion of marks for each individual’s contribution in class and / or for the neatness and completeness of 

lecture notes taken during lessons. This stratagem is designed to encourage students to join in group discussions 

and take extensive and accurate notes during lectures. However, the maximum percentage for these components 

never exceeds 10% of the coursework total. 

The course leader indicates at the beginning of any course via the course plan, what coursework components are 

going to be used and how marks are going to be allocated. A possible, purely indicative, breakdown of the total 

coursework mark might be: 

Quizzes 20% 

Mid-semester Exam 30% 

In-class assignments 15% 

Open Assignments 15% 

Presentations 10% 

Class Contribution 10% 
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Course leaders undertake, as part of their professional duties, to expedite the marking of all assessed work and 

normally return it with comments and suggestions to students within one week of submission. 

General Points considered when setting an in-class or open assignment: 

1. The level of literacy is sufficient to allow the meaning to be conveyed 

2. The assignment satisfies all levels of student ability. 

3. The complexity of problems are gradual; hence part A = 50%, Part B = 40% part C = 10%. 

4. They cover all or part of the stated learning outcomes for the course. 

5. Scheduling ensures a sufficient time for handing in the work. 

6. The assignment cover page must include the following: 

a) Completion metrics are defined at the outset. These might include: no. of 

pages/words/font/presentation (stapled, folder, etc.) 

b) Assessment criterion for every piece of work is clearly stated. 

c) Warnings related to cheating, plagiarism and collusion are clearly stated. 

d) A declaration of originality and authorship has to be included 

e) Written feedback in the form of comments and suggestions are given to the student. 

Guidelines for Setting Exam Papers 

 Preparing Students for the Exam: 

1. Important points that the students need to be aware of: 

 Total marks breakdown (Coursework & Final Exam) 

 The Course plan which each student receives at the beginning of the semester, which contains the 

evaluation of student performance and learning outcomes matrix. 

 Student should have access, electronically or otherwise, to the course plan which consists of the final 

exam structure: Each question consists of three main sections; the first section (A)  is concerned with 

fundamental knowledge transfer as defined in the lecture notes and accounts for 50% of the total 

marks. The second section (B) is for students who have put in additional efforts in studying the lecture 

notes, and have a thorough understanding of them and counts for 40% while the final section (C) is for 

students who have done significant additional reading and study outside the lecture notes. This counts 

for the ultimate 10%. 

 Final examinations are normally of two hours duration, so it is incumbent on students to manage their 

time efficiently. 

2. Lecture Notes: 

 Lecture notes provided to the students are divided into sections as per the course outline. 

 They are in clear and simple English, and reflect the order in which topics were addressed during the 

lecture 

 Each set of course notes has its own cover sheet with contents and stated learning outcomes. 

 At the end of the lecture notes, there is a summary of contents, together with questions and 

/ or exercises. These may later be used as revision sheets. 

3. Final Exam preparation: 

 It is vital that students have the opportunity to practice answering examination questions, within a 

time constrained scenario, rather than simply asking them to revise from the Lecture notes. 

 Time management is practiced for this purpose, using past examination questions and model answers 
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which can be compared to their own efforts. 

 Setting the Final Exam papers: 

1. The final exam tests the extent to which the course learning outcomes have been met. It focuses on 

measuring overall achievement of learning outcomes of the course and not necessarily testing the text 

book, chapter wise. Normally questions cover the complete syllabus allowing students of differential 

ability to be tested to the full. Please see the learning outcomes assessment form attached in the faculty 

handbook which should be used to ensure that the course learning outcomes have been met while 

setting questions. 

  2.   The normal duration for the final exam is 2 hours, however this is not fixed, but a guideline. 

3. The normal total mark is 100, but again this is not fixed, simply a guideline 

4. If there is to be a degree of multiple choices within the examination paper, the recommended format is 

a choice of five from seven questions; all questions are to be of similar level of difficulty, and roughly 

requiring the same time input from the student. 

5. Each question has an equal total sum of marks available on completion, which is stated on the paper. In 

the example set out in 4 above, where students have a choice; say answer any five from the seven 

questions, if each question carries 20 marks, then the total mark 100. 

6. Each question can have three parts to it, nominally called, A, B, and C. Part A is relatively simple and can 

answered by all students who have attended all lectures, part B is more difficult and can answered by 

those students who attended and thoroughly understood all the lecture content. Part C is answered only 

by those students who have fully understood the lectures, and have done some external independent 

reading from the recommended textbooks. 

Part (a) is given about 50% of the mark, say 10 out of 20. 

Part (b) is given about 40% of the mark, say 8 out of 20.  

Part (c) is given about 10% of the mark, say 2 out of 20. 

However, the above are guidelines only and questions may have more parts, or slightly different 

distributions of marks, as individual course leaders see fit. 

7. The wording of questions is clear and unambiguous. 

8. The course leader does not use any question in the final exam which is identical to the one given to the 

students during the semester as part of the coursework or revision. However, reasonably similar 

questions might be used. 

9. The course leader provides a model answer paper and marking scheme, explaining the allocation of 

marks to various points, and the learning outcomes met by each question 

10. All documentation relative to final examinations is delivered to the appropriate Head of academic 

Department/Program Leader no later than 10 weeks from the start of the semester. A checklist of what 

is required in this respect is available with the Head of academic Department/Program Leader. 

3 Procedures for the late submission of Coursework 

a. Detecting Plagiarism& Collusion: 

Students must submit their project work or assignments in softcopies and must provide evidence of originality of 

the submitted work. A report of originality is normally generated from recognized similarity detection software 

such as Turnitin.com. This report should be included as one of the main requirements with the submitted work 

for further verification by the faculty member. 

b. Late Submission 

A coursework extension is typically granted by the course leader. However, if an extension is required for more 

than one course, then the Head of academic Department/Program Leader assesses the situation with the course 

leaders, and sets appropriate extensions for each coursework under consideration. It is required for the student 

to provide documentary evidence to justify the extension; e.g. a doctor’s note for illness, letter from the manager 
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for inability to attend due to job work load, etc. 

The coursework extension request is given to the student as a completed form that details the name of the 

course, the coursework identifier (number or name), the reason for the extension and the new deadline date. 

The form is signed, as an agreement, by either the course leader or the Head of academic program/Program 

Leader and the student. The duration of a coursework extension is typically considered to be in days rather than 

in weeks, although the size of the coursework and the circumstances are used to decide on an appropriate 

extension of time. 

If it is felt that the student may have missed too much of the course and will not be able to complete the 

coursework satisfactorily, then a Personal Mitigating Circumstances (PMC) form, discussed further below, may 

be more appropriate. If a course leader is unsure about the extension of time to be granted, then the Head of 

academic Department/Program Leader is consulted. If the student misses the extended deadline, then it is 

assumed that the coursework is delayed and an appropriate penalty is given. It is normal that a student gets 

lower marks or zero for a late submitted coursework. It is essential that the students be aware of this penalty as 

it is published in the Student Handbook. 

The late submission penalty is 20% of the assessment mark for each working day late submission. 

 


