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Faculty and Professional Staff Role Policy 

1 Faculty Responsibilities 

This section outlines the main teaching and learning techniques used at Khawarizmi 

International College. Faculty members are required to follow these guidelines, but not necessarily restricted to them. Faculty 

members are encouraged to use additional relevant techniques after informing the college management for approval. 

A. The Course Plan 

 The course plan helps the faculty members planning their courses in a structured manner. It also helps in 

communicating their plans to the relevant Heads of academic department/Program leaders and students. 

 The course plan must be prepared at least one week before the start of each semester. It is a requirement that faculty 

members prepare and produce their plans for every course they teach. These plans have to be re-produced every 

semester. Prior to the start of the semester the relevant Head of academic department/Program leader must approve 

the course plan. 

 The course plan must be given to each student attending the course on the first day of teaching the course. The 

student needs the course plan in order to track the course progress and for preparation. 

 The course plan must indicate how the faculty is going to cover the syllabus week by week. The semester is usually 

15 weeks with a minimum of 3 teaching hours per week per course delivered using lectures only, 4.5 teaching hours 

per week per course delivered using lectures and labs, and 6 teaching hours per week per course delivered using labs 

only. 

 The coursework assignments, projects, and short exams should be stated in the course plan. A note at the bottom of 

the plan should inform students to expect surprise quizzes. The ratio of the final exam to coursework weightings, for 

example (75% final exam, 25% coursework) should also be mentioned. 

 Faculty members teaching courses for the first time may refer to course plans previously prepared by faculty 

members for the same course. A copy of the updated course plan must be maintained in the course folder. 

B. The Lecture Plan 

 The lecture plan helps the faculty members to preparing their courses lesson by lesson. Lecture plan will demonstrate 

lesson teaching contents plan. 

 The course is usually delivered in one and half hour lecture. The lecture plan should have the format shown in  

 Faculty members will prepare their lecture plans properly well before lecture delivery. Although the 

Lecture plan is expected to take the faculty about 5 minutes to complete, it has proven to be very effective in 

structuring the course delivery, and avoiding inconsistency problems. 

 The relevant Head of academic department/Program leader and the will check with their faculty members their 

lecture plans as part of their overall audit of the course delivery. 

 In case any faculty member is teaching the course twice in the same semester (morning and evening) then two 

separate lecture plans are necessary. This helps the faculty to track the progress of each class separately. 

C. Structured Teaching Techniques 

The structured teaching technique practiced at KIC is one of the many distinctive features of the college has. Faculty 

members are required to follow this technique whenever it is possible. 

Some guidelines for structured teaching are: 

 Leave all your problems and worries behind you before entering the lecture room. 

 Mention the lecture title and main topics to the students. These should also be written in the lecture plan. 

 Start by displaying objectives, topic review and summaries from the last lecture to refresh students' memories. You 

may have to start with a short quiz. 
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 Attract and maintain students’ attention throughout the lecture. You must make sure that you have the students' full 

attention before you start explaining the topic. An average person speaks about 110 to 160 words per minute, but 

thinks at a rate of 400 to 500 words per minute. Use visual aids to bridge this gap. 

 Use effective communication skills when explaining the topic. Good communication skills are explained in the next 

section. Give meaning to words not clearly understood and make use of visual aids. 

 You must give students enough time to read topics on the projection and copy their own comments and notes. Do 

not start explaining the topic while students are copying. 

 Graphically illustrate a complex concept. It has been rightly said “a picture worth a thousand words” for a reason. A 

visual is three times more effective than words alone. Words and pictures together are six times more effective than 

words alone (ref: Pike, Robert W. Creative Training Techniques (Second Edition, Minneapolis; Lakwood Books, 2003) 

 You must satisfy yourself that most of the students have understood this topic. This can be done by asking some 

questions, giving them an in-class assignment, or giving them a quiz. Please note that asking students whether they 

understand or if they have any questions is not enough. In fact, when students nod their heads indicating that they 

understand, most of the time they do not. 

 If you feel that many of the students did not understand, you should stop and think again about the best way to 

explain the topic. Perhaps you should explain it with the aid of an example, which the students are familiar with. You 

should not simply repeat your explanation. 

 Move to the next topic of your lecture in a structured manner 

 When you finish explaining the last topic, you should give a short summary of the lesson. 

 Complete the remarks' section in the lecture plan. Did you explain the lecture fully? Are there any topics you did not 

have time to explain? Did you promise the students to come back to them? 

D. Good Communication Skills 

Faculty members are expected to do their best to explain the topic in the most effective way in order to save time and achieve 

best results. Good communication skills include, but are not limited to the following: 

 Your voice should be loud enough and clear. 

 Use active voice where the subject of your sentence initiates the actions. This will create impact with your words. 

 Use accurate verbal communication including grammar, positive language, and pronunciation. 

 Move around the room; do not keep still during the lesson. 

 Change voice pace by slowing down during difficult material and speeding up during transitions. 

 Varying voice pitch through inflection keeps students’ attention. 

 Use supportive non-verbal communication such as eye contact, gesture, and posture. Maintain eye contact with all the 

students, not at any particular one. 

 Make good use of body language and show facial expressions. 

 Do not talk if students are not paying full attention. 

 Make sure that the room is free from distractions. 

E. Students’ Class Presentations 

KIC adopts student presentations as one of its core techniques in delivering its educational programs. Presentations help the 

student in many ways: 

 Obliges the student to search the library and other resources for suitable references. 

 Students have to refine their understanding of the topic before they present it. The best way to learn something is by 

teaching it. 
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 Improves the student’s personality and builds self-confidence. 

 Prepares students for job interviews. 

 Prepares students for a career in sales or in teaching or any other relevant field. Giving presentations is part of the 

coursework assignments. Every student must give at least one five-minute presentation per Course. However; for 

English, Critical thinking, Programming Project, internship courses several presentations have to be made (or a major 

one) by each student. 

In some cases, the teaching staff should arrange for major presentations to be attended by students from other classes, the 

relevant Head of academic department/Program leader, and other faculty members. 

Students should be encouraged to make multimedia presentations whenever possible. 

The teaching staff should give students immediate feedback on their performances in the presentations, first the positive 

points, then the weak points. 

The faculty should guide students on good communication skills as mentioned above 

F. Practical Approach 

One of the main features of KIC programs is their applied nature. The course should be delivered is in a practical context whenever 

applicable. 

This is achieved by, but not limited, to the following: 

 Examples and a large proportion of case studies should be based on real-life situations and taken from the UAE 

environment and international practices. 

 Teaching Staff should whenever applicable set coursework assignments that require students to visit local firms, 

showrooms, media houses, hospitals/medical centers, exhibitions, and other places of interests. 

 Students should be trained to demonstrate their skills and get actively involved in interactive learning paradigm for 

better learning experience. This should be covered in the relevant Course by asking students to attend practical 

demos, workshops, seminars and invite guest speakers from the industry. 

 Students are familiarized with the local business and technological industry, job opportunities, and be trained on how 

to prepare their CVs. 

G. Independent Learning 

One problem inherited from secondary schools is, the dependence of students on their faculty member for the whole learning 

process as they expect faculty to teach them everything in the course. To minimize this problem, the faculty should ask students 

to read certain material on their own. 

Another problem is that students do not expect to enhance their learning experience using other reference material. They 

expect the textbook to cover the whole syllabus, and they do not expect the faculty to set any questions outside the textbook. 

Faculty members should give the students a list of recommended books to read as reference books for each course. This should 

be done at the beginning of each semester. Then faculty members should make it very clear that a few questions may be set 

from outside the textbook. 

The faculty members should give students assignments that require them to search for books in the library or browse the 

Internet to encourage independent learning. 

H. Creative Thinking 

The faculty should lead the course in such a way that students understand the course, not memorize the textbook. The faculty 

should leave students with enough time to read and comprehend, not simply copy notes from the white board or wall screen. 

The faculty should always motivate students to think by encouraging them to participate in discussions, ask questions, write 

essays, and compete for extra marks awarded for original ideas. 

The faculty should inform students that extra marks are awarded for students who produce course work that introduces new 

ideas not covered in class. 

Whenever possible, the faculty should explain the steps that a certain technique went through until it reached its current state. 

This should provoke students thinking about developing the technique even further, and coming up with their own ideas. 

I. The Library Resources 
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Faculty are expected to make themselves familiar with the resources available in the LRC and to advise students on the 

availability of these resources. 

The faculty should always update themselves with the current knowledge of their topics through searching the Internet, visiting 

bookshops, computer stores, and book fairs in order to look for new resources that can be useful for the program. The faculty 

should inform the relevant Head of academic department/Program leader about such resources so that they can be added to 

the library’s resources. 

Faculty members should place special emphasis on relevant multimedia resources. 

Faculty members should also advise students about useful Internet sites containing good reference materials.  

J. The College Website 

Khawarizmi International College was one of the very first institutions to use the Internet in the UAE. The management views 

the Internet as a vital tool in achieving its goals and objectives. The college internet and intranet facilities have three main 

objectives: 

 Provide accurate and up-to-date information about the College and its programs to prospective students. 

 Provide an effective method of communication between staff members and students by assigning an email account 

to each staff member and student in the College. 

 Provide additional support for the learning process by having an entry for each course through the College portal 

system “KADS” and “Moodle” system. The Course entry includes the Course syllabus, Course plan, lecture notes, past 

examinations papers if available, coursework assignments, tutorials, and sample questions and answers. 

Faculty members are required to keep this information up-to-date and inform students about any changes to the contents. 

Perhaps the most important feature of this approach is the question and answer section. Faculty members should encourage 

students to send their questions through the Course website so that all students can benefit from the answers. Every semester 

the Course website should become a rich source of information for students. 

K. Class Policies (Attendance and Absences) 

Students are required to attend all lectures and practical sessions. The program is designed in a way to be offered as a full-time 

course (i.e. not by correspondence or distant learning). Most courses have coursework components and some courses are 

assessed by coursework only. Therefore, faculty members are required to take attendance at every lecture. Students must sign 

against their names. 

Faculty members must encourage students to attend all lectures. It is feasible to inform students that about 10% of the 

coursework mark will be given for contribution during lectures. Students must attend to contribute in class discussions. The 

faculty can inform students that lower marks will be given for students who miss classes without a proper excuse. 

The KIC policy regarding students’ attendance is when a student misses more than 30% of the classes for a course he/she 

potentially will be automatically fail that course. Therefore, students need to pay attention to their attendance and absence 

percentages. 

The faculty is required to insert attendance in the College’s Student Information System and deliver the hardcopy of the signed 

attendance sheets to the registration office. 

L. Academic Advising Policy 

POLICY STATEMENT 

 Each full-time faculty member, at any grade, is to carry-out the duties of an academic advisor. 

 Each student must have a designated academic advisor at the admission stage and throughout his/her study period at the 

College. 

 The College takes all possible actions to maintain that the same academic advisor for a student for as long as the student 

is an active student in the College. 

 The Head/Deputy Head of Department selects the academic advisor at the admission phase. 

 The Head/Deputy Head of Department can change the designated academic advisor of a student in any of the following 

cases: 

o The faculty member has left the College. 

o The student was in-active for a period of time and got re-enrolled. 
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o Based on repetitive complaints from the student against his/her academic advisor. 

o To balance the load of academic advising on different faculty members. 

o The student change the program in which he /she is enrolled in.  

o Other cases are left to the Head/Deputy Head’s discretion.  

 The academic advisor’s duties include the following: 

o Follow-up periodically on student progression in their program throughout their study period. 

o Discuss academic matters and issues that the student is facing and try to resolve these issues through the appropriate 

channels. 

o Meet the student three to six times per semester and keep records of these meetings and what was discussed in them. 

o Advice the students on the proper courses to register every semester to assure smooth progression of the student in 

his/her study. 

o Share the updates and changes in institutional policies. 

o Follow-up on students’ attendance and meet them to discuss their attendance issues. 

o Any other duties identified by the Academic Advising Guidelines. 

 Student’s duties in relevance to academic advising are as follows: 

o Attend meetings with the academic advisor regularly. 

o Approach the academic advisor when facing any issues. 

o Accept the advisor’s guidance related to proper progression and courses to register. 

o Any other duties identified by the Academic Advising Guidelines. 

 Academic Advising Guidelines to be issued by the VP for Academic Affairs Office to regulate the procedures, requirements, 

and details of academic advising. These guidelines should be reviewed annually. 

M. ACADEMIC DOCUMENTS RETENTION POLICY 

 POLICY STATEMENT 

o Student files are to be kept at the registration office in a secure area with proper access control. 

 When the students become inactive, due to graduation or suspension of study, the student file is shifted 

to the archive storage area. 

 Student files are not to be disposed of and are to be kept indefinitely. 

o Student coursework assessments must be retained for one semester beyond the semester in which the course was 

conducted. 

 These documents include midterm exam scripts, assignments, projects, quizzes, and any other course 

assessment conducted within the semester. 

 Samples that are included in the course folders are not subject to point 3.3. These samples are governed 

by section Course Folders (here below). 

 This coursework is to be maintained in the faculty member’s office. When a faculty leaves KIC, they must 

deliver these documents to the Head/Program Leader. 

o Course folders, after internal and external moderation, for the past 4 semesters must be retained. 

 At the end of each semester, and after the conclusion of internal and external moderation, course folders 

are to be delivered by the concerned Head of Department to the SRA. 

 Course folders are to be maintained by the SRA in a space that is specifically dedicated for that purpose. 

 Electronic versions of course folders, implemented in Spring 2016/2017 onwards, are to be retained 

indefinitely through Google Shared Drive, Moodle, or any other technology seen necessary. 

o Final exam scripts are to be maintained indefinitely by the SRA, in a space dedicated for that purpose. 

o Students’ Academic Requests are to be retained by the Head of Department/Deputy Head/Program 

Coordinator/Program Manager for one year. 

 These requests are to be filed according to semester to make it easier to trace. 

 The original forms should not be handed over to students, other departments, or any other person. The 

decision is to be communicated to the affected department through email only. 

o Students’ drop requests are to be retained at the Registration Office indefinitely. 

 These requests are to be filed according to semester to make it easier to trace. 

o Student Registration Forms are to be retained by academic advisors who have implemented the registration 

request for the period of 2 semesters. 
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o Late registration requests are to be retained by the student relations office for 2years. 

o Minutes of meetings held in departments to be retained in electronic format indefinitely. 

o Communications with local regulatory bodies (CAA, ADEK, MoE, etc.) to be maintained in electronic format at the 

President’s Office indefinitely. 

o Minutes of Academic Council Meetings and College Council Meetings to be retained at the VP for Academic Affairs 

Office in electronic format indefinitely. 

o Minutes of Coordination meetings, external examiners reports and related responses are to be retained with the 

Head/Deputy Head of Department in electronic format indefinitely. 

N. CROSS-CAMPUS ACADEMIC COORDINATION POLICY 

 POLICY STATEMENT 

o Students enrolled in the same program are expected to receive comparable academic experiences across all KIC 

campuses. 

o Policies and procedures related to academic quality, course delivery, academic conduct, and academic operations 

are to be applicable at all campuses without discrimination. This includes, but not limited to, internal and external 

moderation, credit-hour, class visits, course syllabus, course drop, and academic impropriety. Exceptions can be 

made to fees, and policies related to programs that are not offered in all campuses. 

o Course materials, course syllabus, course plan, home or class assignments, projects, final exams, and any 

assessment components that weighs 20% or more of the total mark must be identical in both campuses. 

o To maintain comparable academic experience, for each offered course, the Head of Department assigns a Course 

Leader to each course offered. The main duties of a course leader are: 

 The course leader is in-charge of preparing the course material, course plan, assignments, projects, and final 

exams in collaboration with the other campus’s counterpart, if the course is offered in more than one campus. 

 Quizzes and midterms are conducted independently, and each lecturer (course leader or counterpart) prepares 

his/her own version of these assessments. However, cross-campus moderation of question papers can be done. 

 The course leader is responsible for preparing the course folder. 

 Any other course-relevant duty assigned by the Head of Department. 

o To maintain the cooperative relationship between course leaders and counterparts, two coordination meetings are 

held in each regular semester. In each coordination meeting, the whole team of one campus moves to the other 

campus for a full day. Within these meetings, smaller meetings are held between individual course leaders and 

their counterparts.  

 The first coordination meeting happens before the midterms to discuss assessments and delivery. 

 The second coordination meeting is held before preparing the final exams to discuss and create an initial final 

exam version. 

 Coordination meetings also might include workshops or other department-level meetings to discuss further 

collaboration. 

o Course folder audits and coursework internal moderation is to be conducted at the other campus. Course folders 

with coursework samples to be sent to the other campus prior to the beginning of Final exams. 

o Final exams samples are blind-second-marked across campuses. Photocopies of samples are taken before marking 

and sent to the other campus for second marking. 

o All faculty members from all campuses must attend the Exam Board meeting to discuss the marks and capture any 

anomalies in marks distribution. 

o Exam board meetings must address discrepancies between marks of different components for courses offered 

across both campuses. 

o Head of Departments and/or Program Leaders can impose additional departmental measures to assure that 

students’ experiences are comparable across campuses. 

 Coordination Meetings 

o The coordination meeting is to be held twice in every regular semester. 
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o All faculty members are required to attend both coordination meetings. 

o Coordination meetings are preferably scheduled before finalizing the mid-term exam papers, and the final exam 

papers. This is to assure that adequate sharing and review of exam papers is done. 

o Coordination meetings are done to maintain consistency in the educational experience of the students across 

campuses, and to maintain the collaboration between faculty members. 

o Coordination meetings include group meetings among the department’s faculty in addition to one-on-one 

meetings between course-leaders and counterparts. 

o Minutes of meetings are to be recorded for group and individual meetings. 

2 Course management requirements 

A. Office Hours 

Faculty members are required to indicate on the course plan free office hours when students can find him/her in case they 

have questions. 

B. Course Syllabus 

Faculty member prepares the course plan at least one week before the start of each semester. It is a must that each faculty 

produces this/her plan for every course that he/she is teaching and the plan has to be re-produced every semester. Prior to the 

start of the semester, the relevant Head of academic program/Program Leader must approve the course plan. 

The course syllabus and the course plan must be given to each student attending the course on the first day of the course. The 

student needs the course plan and the course syllabus in order to track the course progress and read ahead. 

C. Examination Duties 

Faculty members must read these guidelines carefully and adhere to them when setting and marking coursework assignments, 

and final examination papers. 

If the faculty wishes to follow a different approach in assessing or marking a course, then he/she must first get prior approval 

from the Head of Department and the VP for Academic Affairs 

D. Preparing Students for the Final Exam: 

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

a) Total marks breakdown (Coursework & Final Exam) 

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

student performance and learning outcomes matrix. 

c) Each student will receive a copy of the course plan which consists of: 

d) The final exam structure: Each question paper 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%. 

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

efficiently. 

2. Lecture Notes & Revision Sheets: 

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

b) They are in clear and simple English (or Arabic for courses taught in Arabic), and reflect the order in which topics 

were addressed during the lecture 

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

d) 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: 

a) 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 course material. 
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b) Time management is practiced for this purpose, using past examination questions and model answers which can 

be compared to their own efforts. 

E. 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 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 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 paper would ideally 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. 

1. The wording of questions is crystal clear and unambiguous. 

2. 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, similar questions might reasonably be used. 

3. 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 

4. All documentation relative to final examinations is delivered to the appropriate Head of academic program/Program 

Leader no later than 8 weeks from the start of the semester. A checklist of what is required in this respect is available 

with the Head of academic program/Program Leader. 

3 Grading and Marking duties 

A. Marking coursework 

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 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. 

All coursework is marked within one week of submission. Course leaders return coursework properly marked with helpful 

comments and suggestions. At least, 10% of the moderated work is selected by the Head of academic program/Program Leader 

or the VP for Academic Affairs - incase the Head of academic program/Program Leader has teaching load- then it is copied and 

retained for auditing purpose; normally examples reflecting outstanding, average and failed performances.. 

B. Marking Final Exams 
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a. The course leader prepares a mark sheet for the final exam and enters the marks scored given for each question 

(or part of a question) on this sheet. Course leaders write the marks on the margin provided for that purpose in 

the answer script. This is to allow “blind” re-marking of the answer script in case of student appeals. 

b. The course leader uses the marking sheet format shown in the Faculty Handbook. 

c. The course leader marks one question at a time, not one script at a time. This is to ensure comparability of 

marking. 

d. The course leader double checks the marks given for each question, and makes sure that all the parts of the 

question were scored. 

e. The course leader is allowed to annotate the script and comment only on those parts of the script that were not 

answered properly. 

C. Security of Examination Material 

In all aspects of security of examination, it is the course leader who is responsible for the integrity of the examination paper 

and for its security at all times. The following guidelines can be considered as a minimum: Course leaders do not leave any 

examination material unattended at any time, this includes both hard and electronic copies of examination papers or related 

material 

a. Course leaders do not leave any examination material unattended at any time, this includes both hard and 

electronic copies of examination papers or related material 

b. When the course leader prepares a new exam paper, he/she does not make hard copies, and does not save it on 

hard disc. He/she makes only one copy on a storage media (flash memory) saved with a password, which is locked 

inside a drawer. 

c. The front cover of the exam paper has a field for the student’s name and student's number. 

d. The final exam paper is printed or photocopied personally by the Head of academic program/Program Leader on 

the morning of the day of the exam and not before. The number of photocopies is restricted to the number of 

candidates plus two. 

e. Students are asked to write their names on the front cover of the exam paper as soon as they receive it. The 

invigilator makes sure that all students have done so. 

f. At the end of the exam, each student places e the exam paper inside the answer script before leaving the exam 

room. 

g. At the end of the exam, the course leader makes sure that every answer script has an exam paper inside it, and 

collects any missing paper from the student(s) concerned. 

h. When marking the final exam, the course leader destroys all exam papers inside the answer scripts. There are only 

two copies left, one inside the course file, and the other with the course leader for the use of the external 

examiner 

i. The storage device that contains the electronic copy of the used final exam is kept by the Head of Admission & 

Registration. 

4 Meetings and coordination duties: 

D. Faculty Meetings 

Teaching staff meetings take place three times each semester (on Saturdays). 

The first meeting is usually held one week before the start of the semester. The second meeting is held two weeks after the 

start of the semester, and the third meeting is held three weeks before the end of the semester. Faculty members can suggest 

additional meetings (to the relevant Head of academic program/Program Leader) if they feel that this is necessary. The exact 

dates of these meetings will be indicated on the academic calendar. 

The purpose of these meetings: 

 Exchange of ideas among staff. 

 Exchange of ideas between management and staff. 

 Identification of problems and discussion of ways in solving them. 

 Suggestion of new ideas about developing the programs or the KIC in general. 

The last item is usually neglected in such meetings. The management of KIC welcome ideas and very much appreciates the 
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contribution from teaching staff on how the program can be developed. In fact, special gifts and bonuses can be given for 

original ideas. 

All faculty members are required to attend several meetings. Some of these meetings are held at the departmental level like 

“Department Meeting”, or at institutional level such as “Coordination Meetings”. Each faculty must be prepared for the meeting 

and should take notes. In case a faculty member is unable to attend, he/she must give a written excuse for not attending the 

meeting. 

E. Liaison with Teaching Staff in Al Ain and Abu Dhabi 

KIC takes all necessary actions to assure that students in both campuses receive comparable educational experience. 

Faculty members in Abu Dhabi and Al Ain coordinate and communicate across the two campuses regarding all courses’ issues 

through regular meetings. Faculty members are encouraged to maintain telephone and e-mail contact with their counter parts 

to share resources and experiences in a better way. 

Faculty members are required to exchange coursework assignments and case studies with their counter parts. Final papers are 

jointly set, therefore, the faculty members of both the campuses must make sure (before setting a paper) that they have 

covered the same material. 

F. Cross-Campus Coordination Meetings 

1. The coordination meeting is to be held twice in every regular semester. 

2. All faculty members are required to attend both coordination meetings. 

3. Coordination meetings are preferably scheduled before finalizing the mid-term exam papers, and the final exam papers. 

This is to assure that adequate sharing and review of exam papers is done. 

4. Coordination meetings are done to maintain consistency in the educational experience of the students across campuses, 

and to maintain the collaboration between faculty members. 

5. Coordination meetings include group meetings among the department’s faculty in addition to one-on-one meetings 

between course-leaders and counterparts. 

6. Minutes of meetings are to be recorded for group and individual meetings. 

G. External Examiners 

External examiners from reputable local and international universities who have in-depth academic experience are periodically 

appointed to validate, monitor, and report on the standards set by the College for its awards in the subject area concerned and 

to confirm that they are appropriate for qualifications at this level and in this subject. They also review and comment, in 

advance, on examination question papers and final assignments. They will attend all meetings of the Board(s) of Examiners of 

which he/she is a member and at which decisions may be taken about awards to students and to endorse the decisions reached. 

Faculty members are encouraged to contact these external examiners through the VP for Academic Affairs. 

H. Faculty Committees 

The Course Review Committee meets once at the end of each semester. The purpose of the meeting is to discuss difficulties 

encountered during the previous semester and suggest ways of improving the course and program in general. 

The tentative date for this meeting is indicated on the academic calendar. 

All faculty members are required to prepare their suggestions in writing for this meeting for each Course taught separately. 

In case a faculty member is unable to attend the meeting, a form is to be filled for each course and given to the relevant Head 

of academic program/Program Leader at least one day before the meeting. 

5 Role of faculty in governance 

KIC management encourages its staff and faculty to participate and play an active role in the overall College governance and takes 

their considerations, suggestions and views seriously in different areas where there are matters of concern. 

It is therefore, the policy of the KIC to keep its faculty engaged in College governance, planning, areas of development of curriculum 

and policies to achieve the College mission and objectives. This participation and engagement is spread all over the College main 

functions which are listed below but not limited to the following: 

1. Faculty members have important role in the recruitment and appointment process of new staff. Some senior staff 

members attend the new staff presentation and accordingly assist in making the necessary recommendations. 
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2. All full-time faculty members participate actively in the academic planning, curriculum development, courses 

review, academic advising and the institutional effectiveness system. 

3. Another important role for the faculty members is their participation in the annual evaluation either as a member 

of the evaluation committee or in the self-assessment process which is required by all faculty members. 

4. Faculty members enjoy full freedom to research and publicize their outcomes in a way that doesn't affect their 

academic duties and helps the College meet its mission and goals as per the college's "Patent Policy". 

5. All faculty members need to continuously develop their professional skills as long as they stay with KIC. Their 

involvements in these activities equip them with professional knowledge and skills and help the College achieve 

its mission and objectives. 

6. Staff members are also involved in some of the standing committee constituted to look at areas of dispute and 

some issues like; academic dishonesty, staff disciplinary hearing, students personal mitigating 

circumstances,….etc., 

6 Academic Freedom 

In order to achieve its goals, objectives and mission, KIC finds it vital to declare that: 

 Teaching staff enjoy full freedom to research and publicize their results in a way that does not affect their academic 

duties and in accordance with current research strategy; however, research, which involves financial returns, should 

be coordinated in advance with the College management as per the college's "Patent Policy" found in section 2.3.2 

of this document. 

 Teaching staff enjoy full freedom to discuss their subjects in classroom as long as they do not introduce irrelevant 

matters during the discussion. 

 Staff members are employees of an educational institution and hence they are expected to speak and behave in ways 

that honor their profession as teaching staff. They are obligated to show full respect to other s' point of views, cultures 

and religions of the local community members. 

7 Organizational and Reporting Relationships" 

Faculty members report directly to their functional managers (the relevant Head of academic department/Program Leaders) 

who in turn report to the VP for Academic Affairs/Executive Vice President for Academic Affairs. Every faculty member is 

expected to lead the taught units (courses) by conveying the main information units and guide them on how to develop their 

study skills in order to learn independently. The chart below shows the organizational and reporting relationships that faculty 

members follow: 

8 Principles of Ethics for the Faculty Members 

All staff members must treat each other with respect. They should not say, do, or hint anything, which may belittle other members 

of staff. 

All staff members must deal with students in a friendly manner; the College thinks of students as customers. However; students 

must not take advantage of this fact, they must show respect for the College, its staff and regulations. 

Staff members are expected to conduct balanced, open, and professional relations with all students. In case, a staff member has 

a relation with a student (relative, home visits, going out) he/she must inform the VP for Academic Affairs/Executive Vice President 

for Academic Affairs or the president of the nature of such relationship. 

Staff members are not allowed to accept gifts of any kind from students and their relatives. Greeting cards are exceptions. Staff 

members are highly restricted to maintain confidentiality of work secrets, examinations material, results of examinations prior to 

their official release, etc. 

Staff should not behave in public places in a way that may disgrace the College. Staff members are committed to show respect for 

the UAE culture, UAE law, and UAE leadership. Staff members must show respect for all religions and must not say, do, or hint 

anything, which may hurt the feelings of followers of other religions. 

Staff members are obligated to show respect for other cultures and nationalities, they must not say, do, or hint anything that 

may hurt the feelings of staff/students from a different culture or nationality. 

Principles of Ethics Regarding the Education of the Students: 

All students who join Khawarizmi International College can rightly expect that both staff and administrators of the college will 

provide them with conducive learning environment. Students also should be aware of their right in inquiry and speech as far as 

they are done in a sensible and respectful manner. 
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Since violating the laws of the country will bring about legal penalties, everyone is urged to respect and comply with the UAE 

laws and regulations. In addition, everyone should follow the established policies and regulations of the college. Violating the 

rules of the College may lead to penalties like probation, suspension, and dismissal as per the staff disciplinary procedures. 

Following are some examples on the meant violations: 

 Misuse of the college property (furniture, vehicle, etc.,) 

 Acts of dishonesty like cheating, plagiarism, or intentionally passing fake information to the administration or faculty in 

the college. 

 Falsifying, or misusing the college official records. 

 Releasing of examination material. 

 Producing deliberately unfair assessment of a student’s work. 

 Having an illegal sexual (or too personal) relationship with a student. 

 Stealing, or damaging deliberately of any property, whether it belongs to the college, to a member in the college, or a 

visitor. 

 Threatening or repeatedly attacking or endangering any individual’s health or safety. 

 Abuse of IT resources (explained in IT Policy) 


