44
daaaladl ;;-.sn ius
23,L0 & Aealo

SKYLINE UNIVERSITY COLLEGE

SUC CONSOLIDATED

POLICY & PROCEDURE MANUAL
AY 2012-2013

University City of Sharjah
P.O. Box- 1797, Sharjah, U.A.E.
Tel: 06-5441155 Fax: 06441166 / 066441661

22

S VEARS DF ACADEMIC EXCELLENCE 353

Page 1 of 607




SV EORS OF ACADEMIC EXCELLENCE

SKYLINE UNIVERSITY COLLEGE

Contents

INT RODUCTION

ADMINISTRATION POLICIES ... reme e 4
COMPUTING DEPARTMENT POLICIES

CENTER FOR PROFESSIONAL DEVELOPMENT POLICIES

ENGLISH LANGUAGE CENTRE POLICIES

FINANCE DEPARTMENT POLIC IES

HUMAN RESOURCES DEPARTMENT POLICIES

STAFF POLICY & PROCEDURES

LIBRARY DEPARTMENT POLICIES

MARKETING & REGISTRATION DE PARTMENT POLICIES

SPORTS DEPARTMENT POLICIES.

Page 2 of 607




S ERRS OF ACADEMIC EXCELLENCE I

dsaalall 3-8Y1 dlus
23,01 2 2aal A2yl

SKYLINE UNIVERSITY COLLEGE

INTRODUCTION

This Consolidated Policy and Procedure Manual provides all stake holders of Skyline
University College with the information on all the policies and procedures required for
execution of the University operations. These policies have been established by the Head of

Departments in consultation with the Quality Assurance Office.

The policies have been broadly classified into registration policies, administrative policies,
examination policies, Human Resource Policies, Financial policies, policies for use of
learning resources like Library and technological resources, sports policies, policies related
to student affairs and activities, student accommodation, safety and security, Marketing

policies, Institutional Research and Quality Assurance Policies.

Further amendments to this manual can only be done through the Quality Assurance Office. An
annual review of all policies is done towards the end of the Academic Year and updates are made
with respect to any structural or functional changes in the respective Institutional Units.
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l. INTROD UCTION

The Administration & Examination Department is a vital unit of Skyline University College
(SUC) that keeps updated records of students; provides timely and accurate information for
decision-making to the faculty, management, parents and other external agencies; ensures
smooth operation of classes; provides adequate safety and security for students, staff and
SUC infrastructure; ensures prompt services to the students and assists the Academics,

Academic Support Unit & Management in implementing the policies and procedures.

GOALS

a. To facilitate and plan the operations of academic and academic support services
as per MOHSER guidelines and SUC policy & procedure.

To maintain student records accurately & confidentially and provide academic
and administrative services to students, faculty and other operational
departments.

To ensure non-discriminatory learning environment and to maintain discipline,
safety & security within the campus.

To plan and conduct examination, release results and other related information
accurately and timely for students, faculty and departments.

To submit plans and reports as per schedule for understanding the progression of
academic and academic support services activities to develop and improve the
system based on he feedback from the reports.

ACADEMIC YEAR

The BBA Program is structured for four -years of study divided into 8 semesters. SUC
normally operates Fall and Spring semesters in an academic year. However a student
with 2.5 and above CGPA [conditions applicable] in first 3 semesters can opt for an
accelerated program during the summer semester.

The MBA Program is structured for 18 months of study.

PROGRAMS

a. SUC offers 4 years BBA program in Marketing, Travel & Tourism Management,
Information Systems, Intern ational Business & Finance.
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b. SUC offers 2 years MBA program emphasis on Marketing, Finance & Human
Resource Management
c. SUC offers BBA [only International Business] & MBA program on weekends.

V.  BBA CURRICULUM
a. BBA PROGRAM - OVERVIEW

Skyline University Col lege conducts a program leading to the award of Bachelor
of Business Administration degree with different majors which is equipped to
meet the needs of dynamic national, regional and global business environments.
A student studying Bachelor Business Admini stration will be exposed to all fields
of business education that includes General Education, Information Systems,
Business and Management Education.

BBA PROGRAM - RATIONALE

The Gulf Business and UAE in specific, has witnessed tremendous growth in
business activities in the recent years.
i ndustries, which underpin the countrydd
tourism have become the key engines of growth. The United Arab Emirates
remains one of anicepowerkkogsesy dedpie the global slow-
down. Its plentiful hydrocarbon resources and successful diversification drive
makes it an economy with strong medium -term prospects. As a member of the
Gulf Cooperation Council (GCC), the UAE participates in the w ide range of GCC
activities that focus on economic issues. These include regular consultations and
development of common policies covering trade, investment, banking and
finance, transportation, telecommunications, and other technical areas, including
protecti on of intellectual property rights
have now set up branch offices, and even changed headquarters to, the UAE.
Despite having the fourth largest oil reserves in the world, the oil sector accounts
for less than a thi r d of t he UAEO s GDP. Tr ade,
growing financial, manufacturing and services sector are key non-oil drivers of
the economy. Continuous economic growth coupled with increasing population
rate from more than 185 nationalities has given a substantial contribution to
business in the UAE.

This scenario calls for quality business education for developing human capital to
fulfill the needs of various business activities. One of the most important drivers

of any successful economy is itshuman resources and with the visible trends it is
imperative now to have international quality higher education in business
management, available in the UAE.

c. BBA GOALS
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To improve skills in effective business communication, problem solving,
decision making, computer skills and numerical capabilities.

To equip students with advanced business acumen that helps them
understand the key business functions and the links between them.

To stimulate higher order thinking skills among students required to
specialize in their respective areas of study.

To develop competitive skills and competencies of students through
meaningful industry interaction, thereby improving their employability.

To provide a conducive value based learning environment to the students
during t heir study and inculcate a habit of lifelong independent learning
for continuous growth and development.

d. BBA OBJECTIVES
Students will be able to:

Develop skills in communication, mathematics and computers to meet
business requirements.

Develop capacity for critical enquiry, logical thinking, and analytical
skills.

Comprehend various business functions and their relationships.
Demonstrate an understanding of the relationship between business,
culture, values & ethics and services to community.

Apply acquired knowledge in business environment.

Synthesize theory and practice within the sphere of their respective areas
of majors for effective decision making.

BBA CURRICULUM

SUC ensures that the BBA curriculum is distinctive and superior in nature. It
significantly extends the knowledge and nurtures intellectual maturity to probe
into the depths of knowledge to specialize its skills with a sense of creative
independence. The student is thus enabled to accomplish the goals as anticipated
in the program and tra nsfer them to the professional areas.

The BBA program is carefully planned and directly related and appropriate to
the mission and purposes of the institution as well as the goals and objectives of
the degree program. As far as the BBA program instruction is concerned, SUC
adequately supports and critically evaluates experimental and teaching methods
to improve instruction, ensures that each student enrolled in the course receives a
Course Delivery Package (CDP) on the first day of the class that includes the
following:

i. Syllabus
1. Credit hours
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. Pre Requisites
. Course description
. Learning outcomes
. Course contents
. Academic strategies
7. Course policies

ii. Class Schedule

iii. Mode of Assessment

iv. Information on core text

Moreover, SUC uses regular evaluation of all courses; instructional pedagogy,
feedback and results obtained from the various assessments effectively through a
well developed Institutional Effectiveness System to revise the curriculum in
order to ensure quality and excellence in both curriculum and instruction al

pedagogy.
BBA CURRICULUM REQUIREMENTS

The curriculum provides a student with General Education, core study in
Business Administration (business program requirements) and a major field of
study (major requirements).

All students pursuing a Bachelor Ad ministration (BBA) Program must
complete the following requirements:

General Education
Business Education
Majors

Total Requirements

AQAVEL & TOURISM INFORMATION\

MANAGEMENT SYSTEM

BACHELOR OF BUSINESS ADMINISTRATIC

WITH MAJORS IN

INTERNATIONAL
BUSINESS FINANCE MARKETING
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GENERAL EDUCATION
1. INTRODUCTION

The general education program at the BBA level is designed to develop a
well rounded personality. The courses aim at improving communication
& interpersonal skills along with instilling in students lifelong learning
attitude. An all inclusive knowledge base that is provided to the students
encompassing science, computing, humanities, and culture inculcates a
sensitive and scientific temper in the young professionals.

2. GOALS

a. To improve communication skills in English language.

b. To develop evaluations skills by using quantitative procedures
for logi cal thinking in business environment.
To develop an understanding of cultural diversity, social
responsibility and ethical values.
To develop a scientific temper among students by introducing
them to the basic concepts of natural sciences.
To enable students to use Information Systems tools in
business applications.
To develop well-rounded personalities in students enabling
them to pursue excellence in career.

3. OBJECTIVES
Students will be able to:

a. Develop skills in business communication.

b. Develop skills in problem solving through the application of
both critical thinking techniques and mathematical & statistical
tools.

Comprehend human civilization, culture, ethical values, and
religion, with a view to understanding of the global
community.

Develop understanding of the basic scientific principles for
application in decision -making.

Demonstrate skills of information technology in effective data
processing and analyzing.
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GENERAL EDUCATION COURSES

CODE COURSE CREDITS

CIS101 COMPUTER SKILLS

GEN101 GENERAL STUDY SKILLS

ENG101 ENGLISH COMPOSITION

ENG112 BUSINESS COMMUNICATION
GEN102 COMMUNITY SERVICES & SPORTS

HUM101 ISLAMIC CULTURE

CRITICAL THINKING & PROBLEM
SOLVING

MAT101 BUSINESS MATHEMATICS

HUM102

MAT112 BUSINESS STATIFICS

CIS211 COMPUTER SKILLSI

ADVANCED ENGLISH
COMPOSITION

HUM201 INTRODUCTION TO HUMANITIES

ENG211

SCI201 PHYSICS

Total credits required in General Education

BUSINESS EDUCATION

1. INTRODUCTION

The Business Education Program aims at poviding conceptual

background to the students in core business & management areas.
Program contents have been designed to expose students to the
functions of business, organization structure & design, finance and

legal aspects of business towards developng an attitude for

conducting and leading business enterprises effectively and

innovatively.
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To develop business competencies among students to meet the
challenges of business environment.

To develop conceptual clarity of business management

processes in the functional areas.

To develop business decision making skills through business

analytics

To develop research skills in understanding business trends

and practices.

To inculcate values and ethical behavior necessary for
conducting business.

3. OBJECTIVE
Students will be able to:

a. Gain knowledge of economics, finance, management,
marketing & business systems.
Demonstrate understanding of multicultural & ethical issues
in business and management practices.
Develop skills in business management and research
techniques.
Analyze micro and macro business environments for effective
decision making and formulating business strategies.
Relate best practices in industry through professional
interaction.

CORE COURSES
CODE COURSE CREDITS

ACC101 PRINCIPLES OF ACCOUNTING -I

ECO101 MICRO ECONOMICS

ACC211 PRINCIPLES OF ACCOUNTING -l

ECO211 MACRO ECONOMICS

FIN211 PRINCIPLES OF FINANCE

LAW201 BUSINESS LAW-I

MGM201 PERSPECTIVES ON MANAGEMENT

MKT221 PRINCIPLES OF MARKETING
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MGM311 ORGANIZATIONA L BEHAVIOR

MGM313 OPERATIONS MANAGEMENT

BUS413 INTERNATIONAL BUSINESS

BUS303 BUSINESS ETHICS

BUS311 BUSINESS RESEARCH METHODS
BUS412 DISSERTATION &1

PROTECTED COURSES
CODE COURSE CREDITS

BUS312 ENTREPRENEURSHIP(E,P) 3

OR

MGM312 CUSTOMER RELATIONS MANAGEMENT(E)

BUS411 INNOVATION(E,P)

CAPSTONE COURSES
CODE COURSE CREDITS
MGM412 STRATEGIC MANAGEMENT (C,S) 3

BUS414 INTERNSHIP / PRACTICUM (C,S)
Or Or
BUS425 INTERNSHIP PROJECT (C,S) *

ELECTIVES

CODE COURSE CREDITS

BUS304 CROSS CULTURAL COMMUNICATION(E) 3

MKT311 MARKETING MANAGEMENT(E) 3

LAW311 BUSINESS LAW-II(E) 3

MANAGEMENT OF HUMAN
RESOURCES(E)

MGM411

Page 14 of 607




22

» VEARS OF ACADEMIC EXCELLENCE

dsaalall 8y dids
25l Amalantl Azt

SKYLINE UNIVERSITY COLLEGE

UNIVERSIT

Total credits required in Business Education
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TRAVEL AND TOURISM MANAGEMENT MAJ OR
1. INTRODUCTION

The leisure and tourism industry is one of the leading global
economic activities, and the largest employer worldwide. The
WTTC (World Travel and Tourism Council) has, in its long -term
forecast predicted the number of international travel ers alone
doubling from 700 million to 1.6 billion, in 20 years.

The tourism sector in UAE is in the forefront of the entire Gulf and

the Middle East region. Tourism remains primary contributor to the

GDP. Tourism finds place of pride in long term strateg ic plans for
development of UAE. The country has made its mark as a safe
destination extending the traditio
destination attraction to 506S0 whi
a major feature for the UAE visitors.

Tourism Major produces skilled manpower which meets the
exponential growth in the air -transport, accommodation, tour
operation, MICE and retail sectors in the region & worldwide.

2. GOALS

a. To develop conceptual knowledge of tourism impacts for an
appreciation of sustainable development.

b. To develop an overall understanding of the dynamics of
tourism sector.
To develop understanding of travel and tourism marketing,
planning and policy perspectives at national and international
levels.

3. OBJECTIVES
Students will b e able to:

a. Comprehend concepts of tourism systems and its impacts on
economy, culture and environment for tourism development.

b. Apply skils of management for managing various
components of tourism industry.
Evaluate the implications of policy and planning pertaining to
tourism destination management.
Integrate Information Communication Technology in travel,
tourism & hospitality for effective operations and
management.
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e. Plan and organize travel & tour operations.

CORE COURSES

CODE

COURSE

CREDITS

TAT301

FOUNDATIONS OF TOURISM

TATA412

IMPACTS OF TOURISM

TAT303

TRAVEL AGENCY OPERATIONS & TOURS

TAT401

MANAGEMENT OF TOURISM ENTERPRISES

PROTECTED COURSES

CODE

COURSE

CREDITS

TAT302

AIR TRAVEL OPERATIONS (P)

3

CAPSTONE COURSES

CODE

COURSE

CREDITS

TAT414

TOURISM POLICY PLANNING & DEVELOPMENT(C,S)

3

ELECTIVES 6 CHOOSE ANY ONE

CODE

COURSE

CREDITS

MKT413

MARKETING SERVICES(E, P)

3

TAT415

MANAGEMENT OF HOSPITALITY INDUSTRY(E)

3

TATA423

E 8 TOURISM(E)

3

Total credits required in major

INFORMATI ON SYSTEMS MAJOR

1. INTRODUCTION

The role of IT enabled applications in various Business Enterprises is
growing consistently over the years. Increasing number of
organizations are adopting various Intelligence systems in their

processes. This scenario is epected to provide job opportunities in

IT related services in UAE. Also, many multinational companies

have started looking to UAE as one of their strategic options in their

expansion plan.
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I nformation Systems major is desig
business, to effectively use it for decision making and efficient
running of the business in a competitive environment. This program

is intended to utilize the emerging concepts in Information System.

GOALS

a. To develop understanding of Information Systems in major
business functions and processes.

b. To develop understanding of uses and designs of Information
systems in an organization
To develop business decision making skills by applying
various Information Systems methods
To develop understanding of ethical use of Information
Systems.

3. OBJECTIVES
Students will be able to:

a. Understand emerging trends in Information Systems.

b. Comprehend organizational settings in which Information
Systems are used, including major business functions and
processes.

Demonstrate understanding of Information systems, business
intelligence systems and application of Information systems
project management.

Apply web programming, computer networking, data base
management systems skills for business operations

Analyze the system requirements for IS adoption in
organizations.

Evaluate impacts of internet security .

CORE COURSES
CODE COURSE CREDITS

CIS301 | INTRODUCTION TO INFORMATION SYSTEMS 3

CIS313 | PROGRAMMING 3

CIS402 | INFORMATION SYSTEMS PROJECT MANAGEMENT

CIS302 | DATABASE MANA GEMENT SYSTEMS

CIS401 ESSENTIALS OF COMPUTER NETWORK
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CAPSTONE COURSES
CODE COURSE CREDITS

CIS424 | OBJECT ORIENTED ANALYSIS & DESIGN(C,S) 3

ELECTIVES 8 CHOOSE ANY ONE
CODE COURSE CREDITS

ClS416 BUSINESS INTELLIGENCE(E, P) 3

Cl1S413 E-COMMERCE(E) 3
CIS415 | WEB DESIGN AND DEVELOPMENT(E) 3

Total credits required in major

iv. INTERNATIONAL BUSINESS MAJOR

1. INTRODUCTION

The UAE by virtue of its location between Asia major and African

continents provide crucial advantage for exports and re -exports
from this region. In addition to the location advantage the

economic policies on imports and exports and free zone facilities
extended to manufacturing, trading and logistics for products and

service sector has led to an exponential growth in foreign direct
investments and foreign trading activities. To understand and

operate international business transactions and to participate in
strategic management decision process, qualified manpower in
this field is required. This major provides the details of operatio ns
and management of international business in its various
dimensions & contexts and equips the students to execute their
responsibilities. The major in International Business gives students
an opportunity to focus and understand how business is
conducted on a global scale, and how it is different from a
domestic enterprise.

2. GOALS

a. To develop an understanding of international business
operations.

b. To enable students understand the role of direct foreign
investments, international monetary  agencies  and
inter national trade organizations.
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c. To provide awareness of the best practices in international
business decision making of the functional areas of
management including business projects.

d. To develop an understanding of issues in international
business strategiesand multicultural influences.

3. OBJECTIVES
Students will be able to:

a. Comprehend operations of international trade organizations.
b. Comprehend techniques of logistics & supply chain
management.
Demonstrate skills in managing clients and customer
relationship s globally.
Apply functions, tools and techniques of international
business operations.
Apply knowledge and skills in the areas of project planning,
scheduling, budgeting and controlling.
Evaluate policies and formulate appropriate strategies for
internati onal business organizations.

CORE COURSES
CODE COURSE CREDITS
IBS302 PRINCIPLES & PRACTICES OF EXPORTING 3

IBS311 ECONOMICS OF INTERNATIONAL BUSINESS

MKT401

3
IBS411 INTERNATIONAL FINANCE 3
3

LOGISTICS AND SUPPLY CHAIN MANAGEMENT

PROTECTED COURSES

CODE

COURSE

CREDITS

BUS323

IBDM 8 QUANTITATIVEMETHODS(P)

3

CAPSTONE COURSES

CODE

COURSE

CREDITS

IBS424

INTERNATIONAL MANAGEMENT(C,S)

3

ELECTIVES 6 CHOOSE ANY ONE

CODE

COURSE

CREDITS

IBS412

BUSINESS PROJECT MANAGEMENT(E)

3

IBS403

INTERNATIONAL BANKING (E)

3

MKT413

MARKETING SERVICES(E,P)

3

Total credits required in major
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v. MARKETING MAJOR
1. INTRODUCTION

The UAE is significantly moving away from oil dependent economic
activities in the recent past and it is making its presence felt
extensively in the fields of brand management, marketing research,
advertising, retail trading, retail and investment banking, travel and
tourism industry, events management, logistics and supply chain
management and marketing of various other services products. All
these sectors require qualified and trained manpower in the rele vant
fields of Marketing.

The major in marketing is intended to prepare students to
comprehend basic marketing concepts in the initial phase. As it
progresses, it is aimed at students understanding various facets of
marketing in the ever-changing, modern business environment. This
major infuses pragmatism into the theory. The purpose of this
program is to empower students to continue higher academic
pursuits in marketing as well as to utilize the co ncepts in their work
contexts.

2. GOALS

a. To develop an understanding of various dimensions of
marketing concepts to analyze national & international market
situations.

To develop skills to communicate with target markets.

To develop understanding of marketin g processes and
operations of distribution & supply chain management to
effectively reach the customers.

To develop analytical thinking, evaluating and solving
marketing management problems.

3. OBJECTIVES
Students will be able to:

a. Comprehend concepts of principles and theories of marketing
functions.

b. Demonstrate marketing skills, tools and techniques for
problem solving in marketing operations.
Apply marketing concepts and research techniques to analyze
market trends.
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d. Plan, analyze, implement and evaluate the marketing
programs under various situations of businesses.

CORE COURSES
CODE COURSE CREDITS

MKT312 | CONSUMER BEHAVIOUR
MKT412 | RETAIL MARKETING

MKT314 | MARKETING RESEARCH

MKT313 | MARKETING COMMUNICATION

MKT401 | LOGISTICS AND SUPPLY CHAIN MANAG EMENT

CAPSTONE COURSES
CODE COURSE CREDITS

MKT414 | INTERNATIONAL MARKETING(C,S) 3

ELECTIVES
CODE COURSE CREDITS

MKT413 | MARKETING SERVICES(E, P) 3

MKT415 | ADVERTISING MANAGEMENT(E) 3

MKT416 | SALES PLANNING(E) 3

Total credits required in major

vi. FINANCE MAJOR
1. INTRODUCTION

The Bachelor of Business Administration program with major in
Finance is designed to develop the understanding of the functional
and operational areas of finance. It emphasizes the role of
information technology in developin g problem solving, decision -
making skills in effective discharge of responsibilities. Accounting
and finance being an important area of business with multiple
stakeholders, the importance of ethical behavior is adequately
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emphasized in this major. With U AE becoming a financial hub, the
program is intended to address the requirement of skilled labor in
the area of accounting and finance atthe regional and global level.

. GOALS

a. To develop understanding of accounting function and process
of ethical financial decision making.

b. To develop understanding of the function and role of financial
markets & financial institutions.

c. To develop understanding of corporate fin ance and portfolio
investments.

d. To develop understanding of Islamic Finance.

3. OBJECTIVES
Students will be able to:

a. Understand the structure and functioning of financial system
including Islamic Finance.

b. Comprehend the importance of ethics in discharging
accounting and finance functions.
Demonstrate skills of preparing, presenting and analyzing
financial statements.
Demonstrate the use of technology in the areas of accounting.
Analyze financial management issues with respect to the
organizational perspective.
Evaluate investment decisions, capital structure and working
capital management.

CORE COURSES

CODE

COURSE CREDITS

FIN 311

FINANCIAL MARKETS & INSTITUTIONS

FIN 312

FINANCIAL STATEMENT ANALYSIS

FIN 313

CORPORATE FINANCE

FIN 411

RISK MANAGEMENT

FIN 412

FUNDAMENTALS OF INVESTMENT
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CAPSTONE COURSES

CODE COURSE CREDITS

FIN 416 | APPLIED PROJECT IN FINANCE 3

ELECTIVE COURSES

CODE COURSE CREDITS

FIN 413 | ACCOUNTING INFORMATION SYSTEM (E,P) 3
FIN 414 | DERIVATIVES (E) 3
FIN 415 | ISLAMIC FINANCE (E) 3

Total credits required in major

MBA CURRICULUM
a. MBA PROGRAM JOVERVIEW

MBA program is designed with an academic and practical rigor to ensure that
students acquire key managerial knowledge, attitude and skills to meet the
challenges of the present business scenario in an appropriate social and ethical
manner. The program bridges and integrates regional, cultural, and domestic
business practices with the global business ethos, so as to carve future managers
for local and global businesses.

MBA PROGRAM & RATIONALE

The focus of Gulf Region and UAE in specific on non oil sectors for developing
its economy is a commendable strategy. Hence, there has been rapid growth in
the contribution to GDP from areas like manufacturing, food, retail, real estate,
automobile, airlines, ports, hospitality, medical, educational, financial and other
service sectors to name a few. The efforts of government of UAE resulted in the
placement of many of its educated manpower in different positions in
government, s e mi government, and privat
period wherein the participation of the workforce has increased substantially.
This young Arab population along with the first and second generation expats
groomed in the region is soon to become the managerial workforce at various
organizations and hence need to be given a strong base n management
knowledge and skills. SUC MBA is pursuing the ambition and goal to serve and
educate the manpower of the Gulf region through well structured and developed
academic MBA program that focuses on knowledge as well as skill and attitude
delivery to groom the future managerial professionals of the region.
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c. MBA PROGRAM 0 GOALS
The following are the goals of the MBA program:

i. Develop professional managerial skills in problem solving and decision
making
Instill leadership skills and professional attit ude
Develop ethical managerial orientation to conduct business in a socially
responsible manner
Develop acumen towards formulating, implementing and evaluating
business strategies

d. MBA PROGRAM 06 OBJECTIVES
Students will be able to:

Comprehend theories, tools and technigues in business management
Develop leadership skills and competencies for effective management of
organizations.

Formulate , analyze and evaluate business strategies

Evaluate ethical business practices aml its implications on business.
Synthesize theories and practices for solving managerial issues

Core Courses 24
Major Courses 9
Capstone Course 3
Total Requirements 36

/ MARKETING FINANCE \

MASTEROF BUSINESS ADMINISTRATION

WITH EMPHASIS ON

HUMAN RESOURCE

\ MANAGEMENT
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MBA - CURRICULUM

SUC ensures that the MBA curriculum is distinctive and superior in nature. It
significantly extends the knowledge and nurtures intellectual maturity to probe
into the depths of knowledge to specialize its skills with a sense of creative
independence. The student is thus enabled to accomplish the outcomes as
anticipated in the program and transfer them to the professional areas.

The MBA program is carefully planned and directly related and appropriate to
the mission and purposes of the Institution as well as the goals and objectives of
the MBA degree program. As far as the MBA program inst ruction is concerned,
SUC adequately supports and critically evaluates experimental and teaching
methods to improve instruction, ensures that each student enrolled in the course
receives a Course Delivery Package (CDP) on the first day of the class that
includes the following:

i. Syllabus
1. Credit hours
Pre Requisites
Course description
Learning outcomes
. Course contents
. Academic strategies
7. Course policies
Class Schedule
Mode of Assessment
iv. Information on core text

SUC also uses regular evaluations of all course; instructional pedagogy,
feedback and results obtained from the various assessments effectively through a
well developed Institutional Effectiveness System to revise the curriculum in

order to ensure quality and excellence in both curriculum and instruct ional

pedagogy.
CORE COURSES
i. INTRODUCTION

The Master in Business Administration requires analytical and decision
making skills in solving problems in key functional areas of the
management. To acquire these skills it is imperative to understand the
fundamentals of the core areas of businessd Managerial Accounting,
Quantities Methods for Business Decision making, International Business,
Corporate Information Strategy & Management, Managerial Economics,
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Financial Management, Human Resources Management, Marketing
Management, and Strategic Management.

SUC offers MBA program which equips students with in -depth
understanding of various core disciplines of business. Apart from this

students would take additional emphasis courses in any three areas of
their in terest.

SUC MBA program offers with the Marketing, Finance and Human
Resource Management emphasis

GOALS

1. Develop an understanding about the basic concepts and constructs
of modern management theories and its applications.
2. Instill analytical thinking tha t enhances problem solving and

decision making.
3. Develop understanding of successful global management techniques

and practices.
OBJECTIVES
Student will be able to:

Integrate knowledge in the fields of managerial economics, finance
& accounting, human resource management, marketing
management & business management systems fo managing
business operations.

. Comprehend ethical values and practices for conducting business.

. Analyze business problems and take strategic decisions.
Evaluate business scenarios with help of appropriate tools and
techniques.
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CODE

COURSES

PRE REQUISITE

CREDITS

ACC601

Managerial Accounting

NIL

w

BUS601

Quantitative Methods for Business
Decision Making

NIL

BUS602

International Business

NIL

CIS601

Corporate Information Strategy and
Management

NIL

ECO601

Managerial Economics

NIL

FING6O1

Financial Management

NIL

MKT601

Marketing Management

NIL

MGM601

Human Resources Management

NIL

MGM713

Strategic Management (C)

All 600 level courses

WWWWW| W W W

TOTAL CREDITS REQUIRED IN CORE COURSES

N
~

g. EMPHASIS ON MARKETING

i. INTRODUCTION

MBA with emphasis on marketing can be a rewarding prospect for an
aspiring student oriented towards building a career in marketing. The

marketing major encompasses
understandin g mar ket s,

the fundamental
mar ket

approaches in
competition

in developing marketing programs. The emphasis courses cover a wide
spectrum of marketing functions such as advertising, consumer behavior,
supply chain management and international communications . The course
gives an in-depth understanding about different marketing strategies
using effective cases and application methodologies that focus on
developing practical and analytical skills related to actual marketing
scenarios involving rivals, and diffe rent competitive marketing strategies.

GOALS

Equip students with skills, knowledge and understanding of roles of
marketing professional in the competitive business environment.
2. Develop understanding of techniques in analyzing marketing

processes

3. Expose students to best practices in marketing operations
4. Develop ethical and strategic marketing orientation in students.

iii. OBJECTIVES

Students will be able to:
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. Comprehend competitive mark eting strategies and approaches.

. Analyze consumer, business & government markets and effectively
manage logistics and supply chain process.
Develop marketing plans appropriate to target markets and
geographic market segments.
Evaluate cultural perspectives and their impacts on marketing
activities.

CODE

COURSES PRE REQUISITE CREDITS

MKT711 | Marketing Communications MKT601 3

MKT712 Consumer Behavior MKT601

MKT713 | Supply Chain Management MKT601

3

3

MKT714 | International Marketing Strategy MKT601 3
TOTAL CREDITS REQUIRED IN EMPHASIS ON MARKETING 9

h. FINANCE EMPHASIS

IN TRODUCTION

The MBA Emphasis in finance equips students to acquire specialized
skills and knowledge in understanding, and analyzing financial
transactions and related activities of an organization as well as to make
effective and ethical financial decisions related to the same. The purpose
of this emphasis is to enable students to understand and analyze theories
in corporate finance, investment and portfolio management. A focus on
financial institutions and international finance domain enable students to
keep abreast with the various changes and challenges operating in
international business scenarios.

GOALS
1. Develop theoretical & practical knowledge of, and skills in finance .
2. Equip students with decision making and analytical skills.
3. Develop an understanding of the operations and structures of
various financial systems.
4. Develop ethically ori ented financial professionals.
OBJECTIVES

Student will be able to:

1. Understand the theoretical framework in corpo rate and financial
institutions.
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. Comprehend various ethical practices and its implications in
regional and global financial institutions.

. Apply the principles, tools and techniques for financial decisions.

. Analyze risk and return for investment decisions .
Evaluate government regulations and its effects on corporate,
capital market and banking environment.

CODE COURSES PRE REQUISITE CREDITS
FIN 711 Corporate Finance ACC601, FIN601 3
FIN712 Mapag_ement of Banks & Financial
Institutions

ACC601, FIN601

3

FIN713 International Finance ACC601, FIN601 3
Investment and Portfolio 3
9

FIN714 Management (SAPM) ACC601, FIN6O1

TOTAL CREDITS REQUIRED IN EMPHASIS ON FINANCE
i. HRM EMPHASIS

i. INTRODUCTION

The Human Resources Management Emphasis prepares students to play

an important role in managing the human resource requ irements of an
organization. Students completing this emphasis would be able to
understand and develop skills related to international human resource

best practices like human resource planning, recruitment, selection and
placement, training & development, compensation management and
performance management. An understanding of UAE labor laws would

equip the students to make adequate decisions related to this
environment and compare t heinterrmatpnab n o s
labor practices.

HR emphasis MBA would develop confidence among the students in
analyzing HR and employment policies and practices and managing
equality and diversity issues within the organization. An emphasis on
understanding training & development, compensation& benefits and
performance management would prepare the students to take key
positions in organizations.

GOALS

1. Develop knowledge and skills in Human Resource Management
processes, tools, systems and techniques

2. Develop skills in planning Human Resource activities within t he
organization

3. Orient students in understanding issues related to diversity and
equal employment opportunity and critically analyze the
application of tools and techniques of HR to successfully solve them.
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4. Expose students to new trends in Human Resource Information

Technology.
iii. OBJECTIVES

Student will be able to:

Demonstrate an understanding of current processes and practices in

Human Resource Management

. Comprehend legal aspects of Human Resource Management
Design systems, tools & technigues of human apital management
Manage challenges of diversity and equal employment opportunity

. Analyze and Evaluate human resource issues and challenges

CODE

COURSES

CREDITS

HRM711

PERFORMANCE AND COMPENSATION MANAGEMENT

3

HRM712

LEGAL ASPECTS OF HUMAN RESOURCES

HRM713

MANAGING DIVERSITY

HRM714

STRATEGIC HUMAN CAPITAL MANAGEMENT

TOTAL CREDITS REQUIRED IN EMPHASIS ON HRM

3
3
3
9

PROTECTED COURSES

Following are the courses that are to be taken at SUC and no TOC can be accepted for these

courses.

CODE

COURSE

CREDITS

FIN601

Financial Management

w

MKT714

International Marketing Strategy

BUS602

International Business

MKT711

Marketing Communications

MKT712

Consumer Behavior

MKT713

Supply Chain Management

BUS601

Quantitative Methods for Business Decision Making

FIN711

Corporate Finance

FIN712

Management of Banks & Financial Institutions

FIN713

International Finance

FIN714

Investment and Portfolio Management (SAPM)

Wlwlwlwlwjwjwjlwjw|w

CAPSTONE COURSES

CODE

COURSE

CREDITS

MGM713

Strategic Management

3
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PRE 68 MBA PROGRAM

A student who is seeking admission with a BBA degree obtained from a non -
business discipline is required to undergo the MQP by taking the following seven
courses. In case student has already taken any of the MQP courses, may be
exempted from such courses provided an official transcript for evaluation at the
time of admission is submitted by them. However, the decision for the exemption
will be made jointly by the Program Coordinator and DEAN upon carefully
reviewing the course contents as per SUC TOC policy.

The following are the courses that are chosen to establish the required knowledge
for a student to cope up with the MBA program curriculum as these courses
provide the basics for a non business student:

CODE COURSES

MQPACCO01 Accountin g Principles & Practice
MQPECO02 Economics Principles & Practice
MQPMATO03 Business Statistics

MQPFINO4 Principles of Finance
MQPMGMO05 Perspective on Management
MQPMKTO6 Principles of Marketing
MQPMATO7 Quantitative Methods

All these courses are equvalent to 3 credit hours at BBA level. These credits
cannot be used for replacing any of the MBA level courses as these will be treated
non credit bearing courses only for the purpose of MQP and no transcript shall

be issued. Most of these courses are offred at the SUC BBA program enabling
the aspirants to pick up any of these courses during the regular semesters of the
BBA program. If the courses are currently not offered at the BBA program, they

will be exclusively planned and scheduled for the purposes of MQP provided

there are a minimum number of students who have opted to take a course in a
given semester and if it is found operationally viable.

With regard to the planning and scheduling of the MQP, typically a student with

a non-business degree backround will take minimum of one or maximum of
two semesters to complete the program. However, hypothetically, a student who
has studied in engineering discipline might have completed a course in
guantitative methods and/or statistics and/or management. In  this scenario,
student may be exempted from the requirements of those courses at the MQP
level; hence, a student of this scenario may be able to complete the MQP in one
semester.
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VII. PROJECTED SEMESTER WISE PLAN

a. BBA

PROJECTED SEMESTER-WISE PLAN FOR STUDENT S OF 2012 INTAKE

SEMESTER WISE
CODES COURSES SPRING FALL SPRING

ACC101 | Principles of Accounting -l
CIS101 Computer Skills |

GEN101 | General Study Skills

ENG101 [ English Composition

GEN102 | Community Services & Sports
MAT101 [ Business Mathematics
ECO101 | Micro Economics

ENG112 [ Business Communication
HUM101 | Islamic Culture

HUM102 Critic_:al Thinking & Problem
Solving

MAT112 [ Business Statstics

ACC211 | Principles of Accounting Il
ECO211 | Macro Economics

HUM201 | Introduction to Humanities

MGM201 | Perspectives on Management
SCI201 Physics
CIs211 Computer Skills |1

ENG211 | Advanced English Composition

FIN211 Principles of Finance
LAW201 [ Business Law |
MKT221 [ Principles of Marketing
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PROJECTED SEMESTER-WISE PLAN FOR STUDENTS OF 2012 INTAKE

INTERNATIONAL BUSINESS

CODES

COURSES

SEMESTER WISE

FALL

SPRING FALL

SPRING

BUS311

Business Research Methods (P)

MGM311

Organizational Behaviour

MKT311

Marketing Management(E)

IBS311

Economics of International
Business

BUS312

Entrepreneurship *(E)

LAW311

Business Law II*(E)

MGM312

Customer Relation Management*

BUS304

Cross Cultural
Communication(E)

BUS303

Business Ethics

MGM313

Operations Management

IBS302

Principles &  Practices  of
Exporting

IBS323

IBDM - Quantitative Methods (P)

MGM411

Management of Human
Resources(E)

BUS411

Innovation(E,P)

BUS412

Dissertation |

MKT401

Logistics & Supply Chain
Management

IBS411

International Finance

MKT413

Marketing Services *(E,P)

BUS414

Internship/Practicum 'C' or
BUS425Internship Project (C,S)*

BUS413

International Business

MGM412

Strategic Management '(C,S)'

IBS424

International Management '(C,S)’

IBS403

International Banking(E)

IBS412

Business Project Management*(E)

# "COURSES IN OFFER"
* "CHOOSE ANY 1 FROM 300 LEVEL COURSES AND ANY 1 FROM 400 LEVEL
COURSES"
E 0 Elective; C- Capstone Course; S Senior Status; Pd Protected Course;
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PROJECTED SEMESTER-WISE PLAN FOR STUDENTS OF 2012 INTAKE

TRAVEL & TOURISM MANAGEMENT

SEMESTER WISE
CODES COURSES FALL SPRING FALL SPRING

BUS311 | Business Research Methods
MGM311 | Organizational Behaviour
MK T311 | Marketing Management(E)
TAT301 | Foundation of Tourism
BUS312 | Entrepreneurship *(E)

LAW311 | Business Law II*(E)

MGM312 | Customer Relation Management*

BUS304 | Cross Cultural Communication(E)
BUS303 | Business Ethics (P)

MGM313 | Operations Management
TAT302 | Air Travel Operations

TAT303 | Travel Agency Operations & Tours
Management of Human
MGM411 | Resources(E)

BUS411 Innovation(E,P)

BUS412 | Dissertation |
Management of Toursim
TAT401 | Enterprises

TAT412 | Impacts of Tourism

MKT413 | Marketing Services *(E)

BUS414 | Internship/Practicum 'C' or
BUS415 | Internship Project (C,S)*

BUS413 | International Business

MGM412 | Strategic Management '(C,S)’
TATA423 E-Tourism(E)

Tourism Policy Planning &
TAT414 | Development(C,S)

Management of Hospitality

TAT415 | Industry*(E)
# "COURSES IN OFFER"
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* "CHOOSE ANY 1 FROM 300 LEVEL COURSES AND ANY1 FROM 400 LEVEL
COURSES"

E 0 Elective; C- Capstone Course; S Senior Status; Po Protected Course;

PROJECTED SEMESTER-WISE PLAN FOR STUDENTS OF 2012 INTAKE

INFORMATION SYSTEMS

CODES

SEMESTER WISE

COURSES FALL

SPRING

FALL

SPRING

BUS311

Business Research Methods

MGM311

Organizational Behaviour

MKT311

Marketing Management(E)

CIS301

Introduction to Information

BUS312

Entrepreneurship *(E)

LAW311

Business Law II*(E)

MGM312

Customer Relation Management*

BUS304

Cross Cultural Communication(E)

BUS303

Business Ethics

MGM313

Operations Management

CI1S302

Database Management Systems(P)

CIS313

Programming

MGM411

Management of Human

Resources(E)

BUS411

Innovation(E,P)

BUS412

Dissertation |

CIS401

Essentials of Computer

C1S402

Information
Management

Systems  Project

BUS414

Internship/Practicum 'C' or

BUS425 Internship Project (C,S)*

BUS413

International Business

MGM412

Strategic Management '(C,S)'

CIS413

E Commerce(E)

CIS424

Object  Oriented
Design (C,S)

Analysis &

CIS415

Web Design and Development*(E)

CIS416

Business Inteligence *(E)
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PROJECTED SEMESTER-WISE PLAN FOR STUDENTS OF 2012 INTAKE

MARK ETING

CODES

COURSES

SEMESTER WISE

FALL

SPRING FALL

SPRING

BUS311

Business Research Methods

MGM311

Organizational Behaviour

MKT311

Marketing Management(E)

MKT312

Consumer Behaviour

BUS312

Entrepreneurship *(E)

LAW311

Business Law II*(E)

MGM312

Customer Relation Management*

BUS304

Cross Cultural Communication(E)

BUS303

Business Ethics

MGM313

Operations Management

MKT313

Marketing Communication

MKT 314

Market Research

MGM411

Management of Human
Resources(E)

BUS411

Innovation(E,P)

BUS412

Dissertation |

MKT401

Logistics &  Supply Chain
Management

MKT413

Retail Marketing

BUS414

Internship/Practicum ' C' or

BUS415

Internship Project (C,S)*

BUS413

International Business

MGM412

Strategic Management '(C,S)'

MKT413

Marketing Services(E)

MKT414

International Marketing (C,S)

MKT415

Advertising Management* (E)
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# "COURSES IN OFFER"
* "CHOOSE ANY 1 FROM 300 LEVEL COURSES AND ANY 1 FROM 400 LEVEL
COURSES"
E & Elective; C- Capstone Course; S Senior Status; Pd Protected Course;

PROJECTED SEMESTER-WISE PLAN FOR STU DENTS OF 2012 INTAKE

FINANCE

CODES

COURSES

SEMESTER WISE

FALL

SPRING FALL

SPRING

BUS311

Business Research Methods

#

MGM311

Organizational Behaviour

#

MKT311

Marketing Management(E)

#

FIN311

Financial Markets & Institution s

BUS312

Entrepreneurship *(E)

LAW311

Business Law II*(E)

MGM312

Customer Relation Management*

BUS304

Cross Cultural Communication(E)

BUS303

Business Ethics

MGM313

Operations Management

FIN312

Financial Statement Analysis

FIN313

Corporate Finance

MGM411

Management of Human
Resources(E)

BUS411

Innovation(E,P)

BUS412

Dissertation |

FIN411

Risk Management

FIN412

Fundamentals of Investment

BUS414

Internship/Practicum 'C' or

BUS415

Internship Project (C,S)*

BUS413

International Business

MGM412

Strategic Management '(C,S)'

FIN415

Islamic Finance(E)
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‘ FIN416 ‘ Applied Project in Finance (C,S) ‘ ‘ ‘ ‘ #
# "COURSES IN OFFER"
* "CHOOSE ANY 1 FROM 300 LEVEL COURSES AND ANY 1 FROM 400 LEVEL
COURSES"
E & Elective; C- Capstone Course; S Senior Status; Pd Protected Course;

MBA

PROJECTED SEMESTER-WISE PLAN FOR STUDENTS OF 2012 INTAKE

SEMESTER WISE

FALL SPRING | SUMMER
ACC601 Managerial Accounting #
ECO601 Managerial Economics #
MGM601 Human Resource Management #
MKT601 Marketing Management

FIN601 Financial Management

BUSE01 Qua_nt_itative Methods For Business
Decision Making
BUS602 International Business

CIS601 Corporate Information Strategy &
Management
MKT712 Consumer Behavior
MKT713 Supply Chain Management
MKT714 International Marketing Strategy
FIN711 Corporate Finance

FIN713 International Finance

FIN714 Investment And Portfolio
Management
MGM713 Strategic Management
Performance and compensation
Management
HRM712 Legal Aspects of Human Resources
HRM713 Managing Diversity

CODES COURSES

HRM711
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VIII. ADMISSION REQUIREMENTS

SUC follows a non-discriminatory policy to admit all such students, who have completed
the General Secondary School Certificate of UAE or its equivalent as per International Grade
Conversions published by the World Education Services Inc. (www.wes.org ), subject to
availability of seats. The Administration Department plans for the number of seats for each
major and the Committee of the Head of Departments (COHD) approves the proposed plan

of seats at he beginning of each academic year.

a. ENTRY REQUIREMENTS
i. BBA DEGREE PROGRAMS

An applicant seeking admission for BBA program is required to fulfill the
following conditions:

1. High School Grade

a. Prospective student should have 60% marks in the secondary
school of UAE or its equivalent as per the International Grade
Conversions published by World Education Services Inc.
(www.wes.org ). Student having any equivalent qualification
from an institution in UAE must get the documents attested by
the Ministry of Education and Youth. For qualifications
obtained from abroad, attestation is required from the relevant
authorities of that country.

Seven subjects of IGCSE/GCSE/GCE(CLev el ) with
or above (ASLevel) wi t lor agovea(d-eevel) with

g

ad

grade 6E® or above. Al documentls

competent authorities.

Holders of UAE Secondary School Certificate who have scores
below the required level (minimum of 60%), and do not meet

the regular admission requirements, may go through the

Foundation Program to prepare themselves for higher studies

in their chosen field.

i. On passing t he Foundati on

Certificate will be recognized and attested by the
MOHESR. This may be used for progression to Higher
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Education within the institution offering the
Foundation Program, or for entry to other receiving
institutions, provided the student meets the admission
requirements set for specific programs at that
institution.

English competency required as the exit standard is
TOEFL 500 (or IELTS 5.0) for those intending to enter
Higher Education programs delivered in English, and
TOEFL 400 (or IELTS 4.0) for those intending to join
programs offered in Arabic. Note that Institutional
TOEFL is NOT ACCEPTABLE.

The Foundation Program does not apply to students
who hold High School Certificates from other systems
of Education (British GCE / IGCSE or American
Diploma). Students falling under this category will
need to meet the minimum admission requirements set
forth in t he Ministerial Decr e 06s
133/2005.

d. Provisional Admission

The Dean reserves the right to admit a student on Provision
(e.g. special cases where the student may not have satisfied all
the admission requirements). In such a case, the studentmust
have an average of not less than 60% marks in the secondary
school level of UAE or its equivalent.

Provisional admission is not applicable to UAE board students
holding certificates after 2006 having less than 60% marks.

i. The number of students admitted on provision may not
exceed 15% of the total intake. If a student is admitted
on provision, he or she must obtain a Grade Point
Average (GPA) of 2.0 on a scale out of 4.0 upon
successfully completing 12-15 credits taken during the
first semester of his/her study as well as not failing in
any of the courses taken in the first semester of study,
otherwise the SUC reserves the right to cancel the
student 6s admi ssion.

If any student is admitted under provisional status and
at the same time failed in the Mathematical ability
placement test of the SUC, may not be allowed to have
simultaneous progression in the BBA program, in this
scenario, student is required to complete the Numeracy
preparatory course prior to progressing in BBA

Page 41 of 607



22

S\ ERRS OF ACADEMIC EXCELLENCE

SKYLINE UNIVERSITY COLLEGE

program. Moreover, provisiona lly admitted students
will not be granted TOC for the courses, which are in
offer in the first semester.

Exception: Students holding diploma from any accredited
institution in UAE having 50% and above in the secondary school
level of UAE or its equivalent will be admitted to the SUC. However
such students will be required to undergo the English Language
proficiency test as per the SUC norms.

Placement Requirements

All candidates seeking admission to SUC BBA curriculum must take
and pass proficiency examination in English and Mathematics.

a. English Language Proficiency (TOEFL Exam)

Prospective Students having English as their first language are
not required to appear for TOEFL.

A BBA applicant without English as their first language is
required to fulfill any one of the following requirements for
admission:

i. A minimum score of 500 out of 677 on Institutional Test
of English as Foreign Language (TOEFL) or a
minimum score of 61 out of 120 on the Internet Based
Test (IBT) of TOEFL or a minimum score of 173 m the
Computer based TOEFL.

A minimum score of 5.0 on International English
Language Testing System (IELTS- Academic)

b. Mathematical Ability

An applicant is required to score a minimum of 500 on SAT -1
or 60% passing score of SUC Mathematics placement tds

3. Transfer Admission
SUC accepts student ds wh o ar e
licensed institution in the UAE, or a foreign institution of higher
learning based outside the UAE and accredited in its home country,
are eligible for transfer admission; after fulfilling the following

requirement / conditions:

a. Documents Required:
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The official transcripts,

Detailed syllabi(Credit Value, Level, detailed course
content, learning outcomes/objective and indicative
learning resources)

An official letter from the previous institution

All  documents mentioned in the registration
requirements

Processing fee of as applicable must be submitted for
evaluation. Transfer of credit is granted under the
following conditions:

Conditions Applicable:

i. They must pass the Emglish and Mathematics
proficiency requirement.
The course contents mentioned in the CDP of the
previous institution should match a minimum of 75%
of the SUC Syllabus of the corresponding course.
The student must attend a minimum of 50% of the
credit hours of their study plan at SUC in other words,
only up to 50% of the courses can be transferred to the
program.
The credit hours completed must be equivalent or
higher to the corresponding courses offered at SUC.
Mu s t have passed the co0oCGbd
grade or equivalent.
Maximum credits awarded for transfer admission will
be limited specified courses at SUC. In case credits
earned at the original institution are less than those at
SUC, the lower credits will be awarded as transfer.
No transfer can be awarded for Capstone and protected
courses of SUC.
Once TOC is granted and the Graduation plan is signed
by the student, the student cannot challenge the TOC
decision during the progression of course.
A student is placed in the Senior Level status only after
completing all the balance courses till the junior level.
Incase student changes the major area of study the
student will have to re -apply for TOC.
Students of SUC may be permitted to pursue courses
outside only in extreme circumstances with prior
approval from Adm inistration and Dean . Students
pursuing their studies at SUC are generally not granted
TOC for courses offered at SUC.
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Prohibit accepting credit twice for substantially the
same course taken at two different institutions.

The result of transferred courses will not be included
whil e calculating the studenf 0:¢
(GPA).

Non-refundable SUC TOC processing fees (as per
applicable fee structure)

Transfer admission students will not be included in the
toppers list.

TOC will be awarde d to students of Higher College of
Technology diploma holders on the following
conditions. (This provision is made available as per the
Ministry of Higher Education & Scientific Research
(MOHESR) circular no.1 (amended) dated 11th March
2006)

1. The 12th standard Certificate should not be less
than 50%.

2. His/her diploma should be accredited and
attested by MOHESR or its equivalence
certificate for those who graduate outside UAE.

. To check the validity of the certificate issued by
HCT and make sure thatitis authentic.

. CGPA should be 2.0 and above.

. The student should get C g
the following subjects:
(a) English (b) Maths (c) Computer

. Any other conditions followed by the
institutions. Once the acceptable transfer of
credits are decided, the student is informed and
can then proceed for registration. Appropriate
fee reduction is given for the courses granted
transfer of credit.

c. Procedure For Finalizing Institutions For The Purpose Of
Transfer Of Credits

Quialification

SUC will accept transfer of credits only from the Institutions
under the following categories:

i. Accredited by the MOHESR, UAE.

ii. Accredited by the Central or Regional accreditation
bodies in the United States of America.
Accredited by the UGC Grants Commission of India.
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Accredited by the HEC Grants Commission of
Pakistan.

Approved by the Quality Assurance Agency in
Education, U.K.

Accredited/recognized by the Ministry of Higher

Education for all other countries from where the
student is seeking admission.

MBA DEGREE PROGRAMS

An applicant seeking admission for MBA Program is required to fulfill the
following conditions:

1. Qualification

a. A Bachelords degree in Business
institution in the UAE or its equivalent or

b. A Bachel or 8ds d e ghusness disgipline twii ber
accepted but the applicant is required to undergo a Pre MBA
program of SUC.

2. English Proficiency Requirement:

A TOEFL score of 550 on the PapeiBased, 213 on the Computer
Based, or 79 on the InternetBased test, or the equivalent score on
another standardized test approved by the Ministry of Higher
Education & Scientific Research (MOHESR), such as IELTS score of
(6.0), is required for admi ssi on
following exceptions:

a. A native speaker of English who has completed his/ her BBA
education in an English medium institution in a country where
English is the Official language.

A student admitted to and graduated from an English medium
institution that can provide evidence of acquiring a minimum
TOEFL score of 500 on the PapefBased test, or its equivalent
on another standardized test approved by the MOHESR, upon
admission to his/her BBA program.

. GPA Requirement
A cumulative Grade Point Average (CGPA) of 3.0 (on a 4.0 point

scale or its established equiva | e nt ) in the applic
program is required for admission to MBA programs.
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4. Probationary Admittance:

Students with CGPA 2.5 to 2.99 in the applicants BBA degree along
with the following:

a. TOEFL score of 550 on the PapeBased test, 213 on ke
Computer-Based, or 79 on the InternetBased test, or the
equivalent score on another standardized test approved by the
Ministry of Higher Education & Scientific Research
(MOHESR), such as IELTS score of (6.0) may be admitted to
t he Mast er 0 sectporthe fpltowsing: s u b j

i. May take a maximum of nine credit hours in the first

semester of study.
Must achieve an overall grade point average of 3.0 on a
4.0 scale, or its established equivalent, in the first nine
credit hours of credit-bearing courses studied for the
MBA program.

iii. If either provision is not met the student will be
dismissed.

b. TOEFL score of 530 on the papetbased test, 197 on the
computer-based, or 71 n the internetbased test or its
equivalent using a standardized test approved by MOHESR
may be admitted to the MBA program subject to the following:

i. Must achieve a TOEFL score of 550, or equivalent, by
the end of the student's first semester of study;
May take a maximum of six credit hours in the first
semester of study, not including intensive English
courses;
Must achieve an overall grade point average of 3.0 on a
4.0 scale, or its established equivalent, in the first nine
credit hours of credit-bearing courses studied for the
Master's program.
If either provision is not met the student will be
dismissed.

c. Students with CGPA 2.0 to 2.49 in the applicants baccalaureate
degree and meets the English competency requirements as per
SUC policy (both business and non business discipline) may be
admi tted to the Masterds progr a
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To qualify for MBA program admission a student must
compl ete seven <courses of
grade or take challenge exam (only for business
graduates) in any of the seven courses and score
mi ni mum 6B®d grade.

Incase s/he has already taken any of the MQP courses
with the grade of &6B6 or
may be exempted from such courses provided an
official transcript for evaluation at the time of
admission is submitted by the student and subject to
approval as per SUC TOC Policy

Meets the English competency requirements as per
SUC policy.

Must achieve an overall grade point average of 3.0 on a
4.0 scale, or its established equivalent, in the first nine
credit hours of credit-bearing courses studied for the
Master's program.

If either provision is not met the student will be
dismissed.

NOTE: Admission to the above category of students is limited to a
maximum of one third (1/3) of the total enrollment in the MBA.

MATURED ENTRY ADMISSION

Student s

M

abo

with CGPA 2. 0 bdcaalauPeatd degréeandt h e
meets the English competency requirements mentioned in section B (both
business and non business discipline):

1. Business Graduates

a. Must have 5 years of work experience after completion of
baccalaureate degree.

b. Such students will have to face a preenrollment personal
interview with a designated committee to assess level of
academic aptitude for joining the MBA Program
Meets the English competency requirements as per SUC policy
Must achieve an overall grade point average of 3.00 ona 4.0
scale, or its established equivalent, in the first nine credit hours
of credit-bearing courses studied for the Master's program.

2. Non Business Graduates

a. Must have 5 years of work experience after completion of
baccalaureate degree.
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Meets the English competency requirements as per SUC
policy.

Must complete the MQP requirement as per SUC policy.

Must achieve an overall grade point average of 3.0 on a 4.0
scale, or its established equivalent, in the first nine credit hours
of credit-bearing courses stidied for the Master's program.

TRANSFER ADMISSION

SUC accepts studentds who are transf
institution in the UAE, or a foreign institution of higher learning based

outside the UAE and accredited in its home country, are eligible for transfer
admission.

A maximum of 12 credit hours can be accepted as transfer into the BBA
Program of SUC provided these credit hours are adequate to meet the
requirements for Transfer of credits (TOC) procedures. All the courses in
the curriculum are protected except the following courses that can be
replaced by accepting TOC from any accredited MBA level program:

S. No Course Code Course Name
CIS601 Corporate Information Strategy & Management
ACC601 Managerial Accounting
ECO0601 Managerial Economics
MGM601 Human Resources Management
MKT601 Marketing Management

Transfer admission students have to fulfill the following requirements
/conditions:

1. Documents Required:

a. The official transcripts,

b. Detailed syllabi(Credit Value, Lev el, detailed course content,
learning  outcomes/objective and indicative learning
resources)

An official letter from the previous institution

All documents mentioned in the registration requirements
Processing fee of as applicable must be submitted for
evaluation. Transfer of credit is granted under the following
conditions:

i. They must pass the English proficiency requirement.
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The course contents mentioned in the CDP of the
previous institution should match a minimum of 75%
of the SUC Syllabus of the correspnding course.

The student must attend a minimum of 50% of the
credit hours of their study plan at SUC in other words,
only up to 50% of the courses can be transferred to the
program.

The credit hours completed must be equivalent or
higher to the corresponding courses offered at SUC.

Mu s t have passed the course
grade or equi val ent and
scale of ©64.00.

Maximum credits awarded for transfer admission will
be limited specified courses at SUC. In case credits
earned at the original institution are less than those at
SUC, the lower credits will be awarded as transfer.

Once TOC is granted and the Graduation plan is signed
by the student, the student cannot challenge the TOC
decision during the progression of course.

A student is placed in the fourth semester status only
after completing all the balance courses till the third
semester.

Students of SUC may be permitted to pursue courses
outside only in extreme circumstances with prior
approval from Adm inistration and Dean . Students
pursuing their studies at SUC are generally not granted
TOC for courses offered at SUC.

Prohibit accepting credit twice for substantially the
same course taken at two different institutions.

The result of transferred courses will not be includ ed

while <calculating the studenf

(GPA).
Non-refundable SUC TOC processing fees (as per
applicable fee structure)

2. Procedure for Finalizing Institutions for the purpose of Transfer

of Credits

Qualification

SUC will accept transfer of credits only from the Institutions under
the following categories:

a. Accredited by the MOHESR, UAE.
b. Accredited by the Central or Regional accreditation bodies in
the United States of America.
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Accredited by the UGC Grants Commission of India.
Accredited by the HEC Grants Commission of Pakistan.
Approved by the Quality Assurance Agency in Education,
U.K.

Accredited/recognized by the Ministry of Higher Education
for all other countries from where the student is seeking
admission.

b. REGISTRATION REQUIREMENTS (BBA )
i. LOCAL STUDE NTS OR STUDENTS WITH OWN VISA

1. 6 Passport size colored photographs (not Polaroid).

2. Passport Copy with minimum six months va lidity .

3. Attested copy of High School Certificate along with marks sheet (as
applicable).

a. UAE 12th standard High School certificate students should
submit the attested copy by the school and Ministry of
Education, UAE.

Students from foreign schools operating in UAE approved by
the Ministry of Education, UAE should submit attested
certificate by the school & private Department in Ministry of
Education, UAE.

Students from overseas school certificate should submit
attested copy by the school, Ministry of Education, Ministry of
Foreign Affairs and UAE Foreign Embassy from the country of
origin.

. The following fees must be paid at the time of admission:
(A total of AED 6,0004)

a. Application Fee (non-refundable)  AED 1,000/ -

b. First Installment Fee AED 5,000/ -
[Non -refundable after commencement of classes, even if the student
did not attend any class].
In case of incomplete submission of documents provisional
admission will be granted with an undertaking that the required

details will be submitted within the stipulated time.

ii. LOCAL STUDENTS SEEKING SUC VISA
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. 15 Passport size colored photographs (not Polaroid) with white
background passport Copy with minimum eight months validity

. Attested copy of High School Certificate along with marks sheet (as
applicable).

a. UAE 12th standard High School certificate students should
submit the attested copy by the school and Ministry of
Education, UAE.

Students from foreign schools operating in UAE approved by
the Ministry of Education, UAE should submit attested
certificate by the school & private Department in Ministry of
Education, UAE.

Students from overseas school certificate should submit
attested copy by the school, Ministry of Education, Ministry of
Foreign Affairs and UAE Foreign Embassy from the country of
origin.

3. The following fees must be paid at the time of admission:
( AED 31,550f)

Application Fee (Non -refundable) AED 1,000/-
Registration Fee (Non-refundable) AED 5,000/-
- 1st Cheque Payment of AED 11,300/-
3 year Visa Fee AED 5,500/ -
[Fully Non -refundable once visa is filed]
Passport Guarantee AED 2,500/-
[Refundable at the time of visa cancellation]
TOEFL Exam Fee AED  500/-

. TOEFL Book AED  400/-

. Three post Dated Cheques of each AED 11,300/-
Hostel Deposit AED 1000/-
[Refundable]

4. In case of incomplete submission of documents provisional
admission will be granted with an undertaking that the required
documents will be submitted within the stipulated time as agreed.

. Student Personal details form wit h the Country residence telephone
number.

iii. VISA STUDENTS (OVERSEAS)
1. 15 Passport size colored photographs (not Polaroid) with white

background.
2. Passport Copy with minimum eight months validity
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. Police clearance certificate

. Attested copy of High School Education Certificate along with
marks sheet (12th Standard -certificate attested by Ministry of
Education, Ministry of Foreign Affairs and UAE Foreign Embassy
from country of origin) .

. The following fees must be paid at the time of admission:
(USD 7,170+

a. App lication fee & 1st Installment fee USD 3,250/-
(Non-refundable)
b. 3year Visa Fee USD 1,510/-
[Fully Non -refundable once visa is filed]
Passport Guarantee USD 685/-
[Refundable at the time of visa cancellation]
TOEFL Exam Fee USD 140/-
TOEFL Book USD 110/-
1st Semester of Hostel Fee USD 1,200/-
Hostel Deposit USD 275/-
[Refundable]

In case of incomplete submission of documents provisional
admission will be granted with an undertaking that the req uired
documents will be submitted within the stipulated time as agreed.

. Student Personal details form with the Country residence telephone
number.

iv. ADDITIONAL REQUIREMENTS FOR STUDENTS WITH TRANSFER
ADMISSION

1. Official Transcript of records

2. Full Course Syllabus [Credit Value, Level, Detailed course content,
Learning outcomes/objectives & Indicative learning resources

3. Letter from College/University certifying that the student attended
there

4. TOC processing fee of AED 300/-

c. REGISTRATION REQUIREMENTS (MBA)
i. LOCAL STUDENTS OR STUDENTS WITH OWN VISA
1. 5 Passport size colored photographs (not Polaroid).
2. Passport Copy with minimum six months validity

3. Attested copy of Bachel or dsmaBegr e
sheet (as applicable).
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Students from UAE Universiti es certificate should be attested
by the university and Mi nistry of Higher Education, UAE.
Students from foreign Universities operating in UAE and
approved by the Ministry of Higher Education, UAE,
certificate should be attested by the University & private
Department in Ministry of Higher Education, UAE

Students from overseas Universities, certificate should be
attested by the University, Ministry of Higher Education,
Ministry of Foreign Affairs and UAE Foreign Embassy from
country of origin.

. The followi ng fees must be paid at the time of admission:
(AED 6,0004)

a. Application Fee Non -refundable AED 1,000/ -
b. First Installment Fee AED 5,000/ -

Non-refundable after commencement of classes, even if the student
did not attend any class.

In case of incomplete submission of documents provisional
admission will be granted with an undertaking that the required
documents will be submitted within the stipulated time as agreed.

. Student Personal details form with the Country residence telephone
number.

ii. LOCAL STU DENTS SEEKING SUC VISA

1. passport size colored photographs (not Polaroid) with white
background passport Copy with minimum eight months validity

2. Attested copy of B a cateealomgrwithbs mafRse g r e
sheet i.e.

a. Students from UAE Universities, certificate should be attested
by the university and Ministry of Higher Educat ion, UAE.

b. Students from foreign Universities operating in UAE and
approved by the Ministry of Higher Education -UAE, certificate
should be attested by the University & private Departm ent in
Ministry of Higher Education 8 UAE.

Students from overseas Universities, certificate should be
attested by the University, Ministry of Higher Education,
Ministry of Foreign Affairs and UAE Foreign Embassy from
country of origin.

3. The following fees must be paid at the time of admission:
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a. Application Fee AED 1,000/ -
[Non -refundable]
First Installment Fee AED 5,000/ -
[Non -refundable]
1st Cheque Payment AED 11,500/-
3 Year Visa Fee AED 5,500/-
[Fully Non -refundable once visa is filed]
Passport Guarantee AED 2,500/ -
[Refundable at the time of visa cancellation]
TOEFL Exam Fee AED 500/ -
TOEFL Book AED 400/ -
Three post Dated Cheques[hostel] AED 4350/
Hostel Deposit AED 1000/-
[Refundable]

4. In case of incomplete submission of documents provisional
admission will be granted with an undertaking that the required
details will be submitted within the stipulated time as agreed.

. Student Personal details form with the Country residence telephone
number.

iii. VISA STUDENTS (OVER SEAS)

1. 10 Passport size colored photographs (not Polaroid) with white
background.
Passport Copy with minimum eight months validity
. Police clearance certificate
.Attested copy of B a cateealomyrwithbs mafRse g r e
sheet i.e.

a. Students from UAE Un iversities, certificate should be attested
by the university and Mi nistry of Higher Education, UAE.

b. Students from foreign Universities operating in UAE and
approved by the Ministry of Higher Education, UAE,
certificate should be attested by the University & private
Department in Ministry of Higher Education, UAE
Students from overseas Universities, certificate should be
attested by the University, Ministry of Higher Education,
Ministry of Foreign Affairs and UAE Foreign Embassy from
country of origin.

5. The following fees must be paid at the time of admission:
(USD 8,420F)
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. Application fee & 1st Installment fee USD 4,500
[Non -refundable]
3 Year Visa Fee USD 1,510/-
[Fully Non -refundable once visa is filed]
Passport Guarantee USD 685/-
[Refundable at the time of visa cancellation]
TOEFL Exam Fee USD 140/ -
TOEFL Book USD 110/-
1st Semester of the Hostel Fees USD 1,200/-
[3 months @ USD 400f per month (Inclusive of water &
electricity charges)]
Hostel Deposit USD 275/-
[Refundable]

In case of incomplete submission of documents provisional
admission will be granted with an undertaking that the required
details will be submitted within the stipulated time as agreed.

. Student Personal details form with the Country residence telephone
number.

iv. ADDITIONAL REQUIREMENTS FOR STUDENTS WITH TRANSFER
ADMISSION

1. Official Transcript of records .

2. Full Course Syllabus [Credit Value, Level, Detailed course content,
learning outcomes/objectives & Indicative learning resources .

3. Letter from College/Univers ity certifying that the student attended
there.

4. TOC processing fee of AED 300/-.

d. ADMISSION TO STUDENTS NOT QUALIFYING FOR BBA ADMISSION

i. ACADEMIC IELTS PREPARATORY COURSE 0 BBA:

The Academic IELTS preparatory course (AIPC) and mathematics
preparatory courses are designed for students whose proficiency levels are
inadequate to be accepted for admission into the BBA Program of SUC.
Preparatory courses are offered to those students who could not qualify
placement test of SUC. The placement of the student in IELTS or
Mathematics preparatory course is determined on the basis of grades

obtained in placement exams. The qualifying score for admission is 5.0
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out of 9.0 bands for BBA Program. Students who fail to obtain above
qualifying scores are admitted into the preparatory courses as explained
below. (Scenarios 1, 2 and 3 help to understand the principle for placing
a student in the IELTS preparatory program):

Exceptions:

1. A native speaker of English who has completed his / her
baccalaureate education in an Engish medium institution in a
country where English is the Official language.

A student admitted to and graduated from an English medium
institution that can provide evidence of acquiring a minimum
TOEFL score of 500 on the PapeiBased test, or its equivalernt on
another standardized test approved by the MOHESR, upon
admission to his/her baccalaureate program.

In case the student does not clear the English proficiency
requirements as mentioned above, will be admitted to the AIPC
which is designed and conducted for facilitating students to get
admitted into BBA Program of SUC. The placement of the
student in the course is determined on the basis of grades
obtained in the TOEFL exams. The categories mentioned below
will determine their placement in the AIPC. (Cat egory A, B & C
help to understand the principle for placing a student in the

IELTS preparatory program):

Scenario 1: If Student falls short of qualifying score in both English and

Maths: In this scenario, the student will undergo the AIPC and maths
preparatory course to improve the skills in English and Mathematics
respectively. The students in this scenario will not be allowed to join
freshman level of BBA program (for details on levels of placement, please
refer to categories mentioned in preparation for English language skills

section and scenario 3 forMathematics requirements).
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Scenario 2: If Student falls short of qualifying score in English but obtains
qualifying score in Maths: In this scenario, the student will undergo AIPC
to improve English lang uage skills towards meeting the admission
requirements and will be exempted from taking mathematics preparatory
course (for details on levels of placement, please referto categories mentioned

in preparation for English language skills section).

Preparation for English Language Skills - Academic IELTS Preparatory
Course (AIPC):

For students who have passed the Mathematical ability test but have failed the

English language proficiency test, the below mentioned categories will

apply. However, prospective students who score below 350 in TOEFL are
rejected by SUC.

1. Category A: Students who have scored between 351 and 424 in
TOEFL (ITP) or between 2.0 and 3.5in IELTS (Academic), will
undergo a preparatory course in IELTS (Academic) for a
period of one semesta of Basic d AIPC (total of 190 contact
hours) and at the end of the course students will appear for
IELTS (Academic) Exam. Their maximum number of contact
hours will be dedicated towards preparation for IELTS
(Academic) during the semester. This is a non credit course.
Category B: Students who have scored between 425 and 499 in
TOEFL (ITP) or between 4.0 and 45 in IELTS (Academic) will
be admitted into preparatory course in IELTS (Academic) for a
period of one semester Advanced & AIPC (total of 120 contact
hours). At the end of the course students will ap pear for IELTS
(Academic) Exam. Such students will be allowed to enroll in
BBA with a 3 credit hour course of freshman level (as shown

in the table below). AIPC is a non credit course.

CODE COURSES CREDIT S
CIS101 Computer Skills -1 3
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GEN101 General Study Skills
GEN102 Community Services & Sports
HUM101 Islamic Culture
MAT101 Business Mathematics
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Category C: Students who cannot score a minimum of 5.0 in
IELTS (Academic) admitted as per category A & B they will be
allowed to re-register for AIPC (Basic or Advanced based on
band) semester again. In this category, students can enroll into
the freshman level (BBA) with an available 3 credit hour course if

they score 4.0 and above in IELTS (Aademic).

Note - 1: If the students fail to acquire the required level
of English proficiency even after re-admission and wish to
exit SUC will be awarded a transcript for the completed

BBA level courses.

Note -2: Students who score between 475 and 499n the
entrance exam of TOEFL will be eligible to retake a
TOEFL test without attending any preparatory course if

they are confident of scoring 500 or above in the
subsequent TOEFL test. However, applicable TOEFL exam
fee will be charged. If students score 500 or above they
will be admitted into the BBA program. If they are unable
to score 500 in the latest attempt, they will be placed in
AIPC (Basic or Advanced) depending on the latest IELTS

(Academic) scores.

INTENSIVE ENGLISH LANGUAGE PROGRAM (IELP)

SUC offers IELP to those students whose competency in English language
skills are not adequate either to appear for TOEFL exam or to take up Basic /
Advanced AIPC. The registered students for IELP have an option to
undergo a general English course for one semester. This course is
categorized into four levels-Beginners, Elementary, Intermediate and

Advanced. Upon the completion of this course, based on their performance,
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students will be directed either to Basic AIPC or Advanced AIPC. On
successful completion of IELP, candidates will be issued proficiency

certificates.

Scenario 3: If Student falls short of qualifying score in math but obtains

qualifying score in English: In this scenario, the student will undergo
IELP (Academic IELTS preparatory course) to improve English language
skills towards meeting the admission requirements and she/he will be
exempted from taking mathematics preparatory course (for details on
levels of placement, please referto categories mentioned in preparation for

English language skills section).

In this scenario, students have to take the Mathematics preparatory course
(MATO01 - Numeracy) to improve the mathematical abilities. Such
students are eligible to be admitted into courses other than maths at the
BBA degree program on a Smultaneous progression with the Mathematics
preparatory course. Such students can progress up to Sophomore Level
until they pass the Mathematics preparatory course with 60% marks. The

courses available for provisional status admission are:

CODE COURSES

CIS101 Computer Skills -1
ENG101 English Composition
ENG112 Business Communication
GEN101 General Study Skills
GEN102 Community Services & Sports
HUM101 Islamic Culture
HUM102 Critical Thinking & Problem Solving

ACADEMIC IELTS PREPARATORY COUR SE & MBA:
The Academic IELTS preparatory course (AIPC) course is designed for

students whose proficiency levels are inadequate to be accepted foradmission
into the MBA Program of SUC. Preparatory courses are offered to those
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students who could not qualif y placement test of SUC. The placement of
the student in IELTS preparatory course is determined on the basis of
grades obtained in placement exams. The qualifying score for admission is
6.0 out of 9.0 bands for MBA Program. Students who fail to obtain above
gualifying scores are admitted into the preparatory courses as explained
below.
ENGLISH PROFICIENCY REQUIREMENT: A TOEFL score of
550 on the PaperBased, 213 on the ComputerBased, or 79 on
the Internet-Based test, or the equivalent score on another
standardized test approved by the Ministry of Higher
Education & Scientific Research (MOHESR), such as IELTS
score of (6.0), is required for admission to the MBA Program
with the following exceptions:
A native speaker of English who has completed his / her

baccalaureate education in an English medium institution in a

country where English is the Official language.

A student admitted to and graduated from an English medium
institution that can provide evidence of acquiring a minimum
TOEFL score of 500 on tke PaperBased test, or its equivalent on
another standardized test approved by the MOHESR, upon

admission to his/her baccalaureate program.

In case the student does not clear the English proficiency
requirements as mentioned above, will be admitted to the AIPC
which is designed and conducted for facilitating students to get
admitted into MBA Program of SUC. The placement of the student
in the course is determined on the basis of grades obtained in the
TOEFL exams. The categories mentioned below will determine
their placement in the AIPC. (Category A, B & C help to
understand the principle for placing a student in the IELTS

preparatory program):
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Category A: Students who have scored between 351 and
424 in TOEFL (ITP) or between 2.0 and 3.5 in IELTS
(Academic), will undergo a preparatory course in IELTS
(Academic) for a period of one semester Basic AIPC
(total of 190 contact hours) and at the end of the course
students will appear for IELTS (Academic) Exam. Their
maximum number of contact hours will be dedicate d
towards AIPC. This is a non credit course.

Category B: The students who have scored between 425
and 529 in TOEFL (ITP) will undergo a preparatory
course in IELTS (Academic) for a period of one semester
Advanced AIPC (total of 120 contact hours) and at the
end of the course students will appear for IELTS
(Academic) Exam. This is a non credit course.

Category C: The Students, who have scored between 530
and 549 in TOEFL (ITP), will undergo a preparatory
course in IELTS (Academic) for a period of one semeser
Advanced AIPC (total of 120 contact hours) and at the
end of the course students will appear for IELTS
(Academic) Exam. Such students will be allowed to
enroll up to 6 credit hours in the first semester. They
must achieve a semester average score of EGPA 3.0 -
4.0) in the credit courses taken to continue the MBA

program.

INTENSIVE ENGLISH LANGUAGE PROGRAM (IELP)

SUC offers IELP to those students whose competency in English
language skills are not adequate either to appear for TOEFL exam or to
take up Basic / Advanced AIPC. The registered students have an

option to undergo a general English course for one semester. This
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course is categorized into four levels-Beginners, Elementary,
Intermediate and Advanced. Upon the completion of this course, based
on their performance, students will be directed either to Basic AIPC or
Advanced AIPC. On successful completion of IELP, candidates will be

issued proficiency certificates.

PLACEMENT TESTS (TOEFL 8 ITP & MATHEMATICS):

All the students admitted into the BBA & MBA Programs are required to
appear for the Institutional TOEFL (Test of English as a Foreign Language)
exam and score a minimum of 500 out of 677, to meet the admission
requirements to enter in the BBA program and 550 out of 677 to enter into the
MBA Program or any of its equivalent as mentioned in Admission policy.

In addition, the BBA applicants have to undergo SUC administered
Mathematics Placement test and score a minimum of 60% marks to qualify for
admission. The duration of this test is One hour and the students are allowed
to use basic calculators.

TOEFL 6 TEST CENTER: SUC is an authorized ITP center which conducts
the TOEFL tests regularly according to the published calendar. The duration
of ITP TOEFL test is 1 hour and 55 minutes.BBA students take Mathematics
test before the TOEFL test. Generally, timings are 6:15PM& 7:15PM (Math
Test) and 7:30PM & 9:25 PM (TOEFL test). Students may opt for different
dates for appearing TOEFL and Maths tests.

INTRODUCTION & TOEFL: Test of English as a Foeign Language has 3
sections:

TEST STRUCTURE

Listening comprehension 50 questions 30-40 minutes

Structure and written expression 40 questions 25 minutes

Reading comprehension 50 questions 55 minutes
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1. TEST STRUCTURE
a. Section-1 (Listening comprehensio n): This section consists
of:

3-4 mini talks, 60-90 seconds long with 35
guestions each,
2-3 ex tended conversations, 6090 seconds
long with 3 to 5 questions each
3040 dialogues, 515 seconds long with 1
guestion each.

Listening measures the ability to understand English as it is

spoken in North America.

b. Section-2 (Structure and Written Expression): This section
consists of:
i. 15 multiple choice questions based on the

structure of the sentence.
35 questions -4 parts of the sentence are
underlined dincorrect one has to be chosen and
the corresponding letter to be written on the
answer sheet.

Structure measures the ability to recognize language that is

appropriate for standard written English.

Section-3 (Reading Comprehension): This section consists
of: 5 passages from academic texts, 25850 words each,
with 10 questions per passage.
i. Most of the questions are multiple choices.
ii. Make every effort to complete each section;
Data indicate that most candidates get higher

scores if they attempt all the questions.
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Reading measures the ability to understand short passages
similar in topic and style to academic texts used in colleges

and universities.

SCORING: Scores for the listening and structure sections range
from 31-68. For reading, the range is 3167. The aerage of the
three scores is taken and multiplied by 10, to give a total score of
between 310 and 677. The students are required to get 500 to be
eligible for the admission into BBA program and 550 for MBA
program of SUC.

a. The ITP TOEFL is a standardized st of English. To do
well on this test, the examinees should therefore work in
these areas.

They must work to improve their knowledge of the English
language skills that are covered on the paper version of
the TOEFL test.

They must understand the test taking strategies that are
appropriate for the paper version of the TOEFL test.

They must take practice tests with a focus on applying

their knowledge of the appropriate language skills and test

taking strategies.

3. PROCEDURE:

a. The students must report to the SUC on time. No one will
be admitted to the examination room after the test has
begun.

b. The students must not carry any food or drinks, no
disturbance will be permitted while test is in progress,
cellular phones and beepers must be handed over to the

common room, there will be no rest break during the test.
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Watch alarms, including those with flashing lights or alarm
sounds, are not permitted.

The students must not take books, dictionaries, bags,
recording and photographic devices, or note papers of any
kind into the testing room.

Each section of the test has a time limit. As per the
instruction of invigilator, during each time period, you
may read or work only on the section of the test you are
told to work on.

If one section is finished early, the students SHOULD NOT
go on to the next section unless told by the Invigilator.
Failure to follow this rule will be considered as cheating,
and the scores will be cancelled.

The students have to answer the test questions in areas
identified in sectionl, section 2 and section 3 on the answer
sheet.

The students are solely responsible for marking answers
properly on the answer sheet.

The students should not forget to write their Name,
Student Number, Date of Birth, Native Country Code and
Native Language Code in the answer sheet.

They have to completely fill the circle with a heavy, dark

mark.

4. IDENTIFICATION:

a.

Students must provide their original, valid and signed
passport in addition to their other I. D.

Students who wear the face covering are required to
uncover during the exam. The students face must be visible
at all times during testing.

If student does not have a passport, an official letter from
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the school he or she most recently attended is required,
and this letter must have student photo glued (not stapled)

to it, and the title, signature, and seal of the official who

issued the identification must overlap the photograph.

d. No other forms of identification will be accepted.

5. STATIONERY REQUIRED:
a. The students must carry 2 sharpened, medium-soft (#2 or
HB), black lead pencils.
The students should not use a pen, a pencil with colored
lead, or a liquid lead pencil to mark your answers.
The students must carry a good quality of eraser.

Pencils and erasers will not be supplied by the SUC.

6. CHEATING & UNACCEPTABLE BEHAVIOR : SUC has the full
right to cancel the paper of anyone who:

Takes a test book or answer sheet from the testing room.

a
b. Attempts to take the test for someone else.

Gives or receives assistance during the test.

Fails to follow instructions given by the Invigil ator

Makes any marks or underlines words in the test book or
makes notes in the test book or on the answer sheet.

Takes dictionaries, other books, notes or other devices into
the testing room.

Creates a disturbance or behaves inappropriately.

Copies test questions or answers.

Malpractices in any other way.

7. IELTS COURSE DELIVERY: The IELTS preparation program at
SUC is designed for two different levels:
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Advanced AIPC 120-hour Program: Students, whose score
is between 425 and 499 in TOFEL (ITP) or between £ and
4.5 in IELTS (Academic), will undergo an Advanced
Program.

Basic AIPC 190-hour program: Students, whose score is
between 351 and 424 in TOFEL (ITP) or between 2.0 and 3.5

in IELTS (Academic), will undergo a Basic Program.

viii. IELTS Testing Centre at SU C:

Prospective students of SUC or general candidates appearing for IELTS
Exam can register at ITC (IELTS Testing Centre) of SUC either in person
or through online. ITC of SUC operates in liaison with CES dCentre for
exam services. CES is an independent IETS Test CentreAE055 which
has been established under the auspices of British Council to facilitate
institutions. CES supports in developing the venue and its ancillary
services. It organizes IELTS tests (both Academic and General Training)

at regular intervals at SUC.

1. GENERAL REQUIREMNETS:
a. 2 passport photographs
b. A copy of valid passport / UAE National ID /UAE Labor
card issued by the Ministry of Labor and Social Affairs
along with a UAE driving license
i. Passport photo specifications:
a. Two identical passport size
photographs
Not older than six months,
Head should be fully shown -

looking straight at the camera and

Page 68 of 607




22

BV ERRS OF RCADEMIC EXCELLENCE

La;LA0 2 Amalod! Ayl

SKYLINE UNIVERSITY COLLEGE

without spectacles

Photos must have a blue or black
background

You have to sign on the reverse of

the photographs.

2. ACADEMIC /GENERAL TRAINING MODULES OF IELTS:
a. The total test time is 2hours and 45 minutes.
b. The Academic module of IELTS consists of four
components.

i. Listening: The students are expected to
listen to an audio recording produced by the
native speakers of English .They listen to
academic dialogues and monologues; non-
academic dialogues and monologues. They
are expected to answer the questions as they
listen. Ten minutes are given at the end for
the candidates to transfer the answers.
Academic Reading: The students have to
read 3 passaes on topics of general interest;
one of these texts contains a detailed logical
argument. They are expected to answer a
variety of questions. 40 questions should be
answered in one hour. No extra time will be

given to transfer the answers.
General Train ing reading texts are taken from notices,

advertisements, newspapers etc. Third section involves

reading more extended texts.
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iii. Academic Writing: This module consists of
2 tasks. In taskl, the students are expected
to look at a diagram or a graph and present
the information in their own words (150
words). In task 2, the students are assessed
in their ability to present a solution to the
problem, present and justify an opinion,
compare and contrast evidence and evaluate
and challenge ideas etc. They are expeied
to write in an appropriate style. (250

words).One hour is given for both the tasks.

General Training Writing : In task 1, candidates are
asked to respond to a given situation with a letter
requesting information or explaining the situation. In

task 2 andidates are presented with a point of view
and they are assessed on their ability to provide

general factual information and present a solution.

iv. Speaking: In this module, the student is
expected to introduce himself/herself in an
oral interview. Later he/she has to talk on a
particular topic for 2 minutes. The examiner
gives the topic (and one minute is given for
preparation).After that he/she has to
participate in a discussion for 4-5 minutes.
This module assesses the fluency, lexical
resource, grammatcal range, accuracy, and

pronunciation of the students.
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On the test day: Students should carry their original
passport /labor card to the examination centre, without
which they are not entitled to write the exam. The test
announcements start at 8 am. Reggtration starts at 8.15 am.
Exam starts at 9 am. Anyone who arrives late will not be

admitted to the test.

Results declaration: Test Report Form (TRF) is published
in a fortnight from the date of the test. Students can collect
the TRF from the administration department of SUC. They
can also check their results online using their candidate
number. The TRF is valid for two years from the date of the

test.

iX. ATTENDANCE POLICY -ELC

The SUC follows a strict policy on attendance. The students attending
courses at ELC have to meet the below mentioned attendance criteria:

1. Attendance is noted online for every class and students can view the
same on their portal.

. Attendance is mandatory in all classes held during the conduct of a
course.

. 70% attendance is mandabry to be eligible to write the exam.

. Attendance is reviewed every fortnight dthe students who fall below
the 70% will not be allowed to attend the classes for the next week.
The student is responsible for all materials covered and
announcements made during his/her absence. Students claiming
excused absence must apply in writing and furnish documentary
support of their assertion that absence resulted from one of the
above causes.

The attendance sheets for all students are available on the system,
which can be printed by the faculty concerned.

Under normal circumstances, no names are added by the faculty.
Any student attending the class without his/her name being
enlisted must report to administration.

The necessary reports are generated by the Administration
Department.
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GENERAL RULES & REGULATIONS

Action will be taken according to the rules and regulations of the SUC in
case of violation of the code of conduct as specified in the student
handbook. Some of the specific violations could be:

1. Any misbehavior or misconduct, which may distort the image of the
SuUC

Misconduct in classroom or with in the premises of the SUC

Any insult to faculty or staff members

Any damage to SUC&6s property
Any misconduct during exams

Moving around in couples

Dress code

Fighting and

Theft

CoOoNOGOAWDN

In order to make fair decisions on any misconduct / misbehavior or
violation of a student, a disciplinary committee called Disciplinary Action
Committee (DAC) is in place. The objective of this committee is to hear
from the student and oth er part involved in such an act in order to decide
the course of action to rectify such misbehavior / misconduct in the future.
The Administration Department will present the case to the Committee at
the time of meeting/hearing.

RESPONSIBILITY OF THE STUD ENTS:

1. Students shall conduct themselves with reasonable consideration for
all other persons within the SUC;
2. Students shall not indulge in any behavior likely to bring the SUC to
disrepute;
. Students shall comply with any reasonable instruction issued by any
member of staff of the SUC;
No student will tender false or deliberately misleading information;
Male and female students are not allowed to move together or sit
together in classrooms;
. A student shall not use, or incite others to use physical violence
while in the SUC premises;
. A student shall not damage, threaten to damage or incite others to
damage any equipment or property of the SUC while on premises;
. Students shall comply with the fees policy of the SUC;
. Students shall comply with all regulations p ertaining to the use of
l' i brary and other SUC6s faciliti
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. No student shall create excessive noise, write on walls, make rude
remarks, and use abusive or unreasonable behavior in the SUC
premises. Violators will be suitably punished.

. Malicious or willful damage to SUC property or the property of any
student or member of staff will lead to severe disciplinary action;

. Students are supposed to switch-off mobile phones in the
classrooms and handover to the security before entering for
examinations;

. Students should adhere to the class timings as per the rules &
regulations;

. Smoking is prohibited in SUC as per the UAE Law. Any violation
will lead to fines;

. Chewing of tobacco or any other form of betel etc is prohibited. Any
one found to be violating this will be penalized;

. Writing & drawing on desks is strictly prohibited. Any violation will
lead to fines;

. Eatables & drinks are not allowed in the classroom;

. Students using bus should strictly comply with the rules and
regulations of transport;

. Students shall not litter the campus;

. Students shall not remove, deface or damage the premises,
equipment or property belonging to the SUC;

. Students will be required to make good compensation to the
satisfaction of the Management of the SUC, if any damage is caused
to University property;

. The SUC is not responsible for any private property being lost or
damaged in the University premises;

. Students bringing vehicles shall observe car parking regulations in
force as well as the speed within the SUC boundaries;

. Students are not alowed to bring their friends / outsiders (except
parents) to the SUC. In case of emergency they may contact
Administration Department for approval;

25. Student must carry their University Identity Card when they are
inside the campus;
26. Playing cards in any form in the SUC campus is strictly prohibited.

xii. STUDENT DRESS CODE

Students are required to be dressed formally and follow dress codes in
conformity with norms of civil society in the United Arab Emirates.
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xiii. SERVICES ON THE PORT AL
Student can login the Skyline Portal to check the following:

Attendance

Information about the IELTS web sites suggested by the teacher
Updated news and events

Results

All requests

Car registration

All kinds of letters

Names of advisors

Room allocation

Class schedule

CoNoOOA~WONME

=
©

ADDRESSING GRIEVANCE

SUC realizes that it is very important to have a working system in place that
addresses and deals with student dissatisfaction. Efforts have always been
to ensure that problems, issues once reported do not occur again. The
problems under consideration could be in any area like services and their
quality, information, teaching, etc.

For any suggestion or complaint, a student is required to fill in a
complaint/suggestion form and submit to the Student Services
Department. The form is then duly fo rwarded to or discussed with the
concerned Department head. Any remedial action required, is taken
immediately and conveyed through a written reply to the student.

1. Student grievance/complaints & suggestions are also addressed at
t he CIl ass Rermeetngs dadtevety month.s 6

2. It is mandatory for the students to participate in various surveys
such as- tutor feedback, Academic Support Services survey, course
feedback, etc. wherein their concerns if any, are conveyed and
appropriate action is taken.
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PLACEMENT TEST FLOWCHART

MATHS AND TOEFL -ITP EXAM

MARKETING & REGISTRATIONS

\ 4

TOEFL - ITP/MATHS EXAM FORM
FORWARDED TO ADMIN ISTRATION

v

CONDUCT OF EXAM

MATHS & EXAM PAPER CORRECTION SEND TOEFL PAPERS TO AMIDEAST
FOR CORRECTION

RECEIVED RESULT

\ 4

WILL UPDATE THE RESULTS IN
PRELIMINERY STUDENT PORTAL
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IX.  ADMINISTRATION PROCEDURE

a. BBA & MBA

The following materials will be issued to students based on the entrance
examination result:

i. Admission Letters & Invoice
Once the student ds eddmihedisdire iis d srsfuif
Admi ssiond & 6l nvoicebd. St ud ecortirsg ton e e d
the Invoice issued.

Note:l't is the studentds responsibility
to the Admin Dept. within a maximum time frame o f one month after the
receipt of invoice.

Identity Cards

Students are issued with a SUC Identity card according to their admission
status (Provisional / Confirmed). Students need to carry their Identity cards
all the time while being in the SUC Campus. Id entity cards will be checked
randomly.

Portal ID

Every student is issued a portal ID and password through which they can
access their class attendance, assessments and the results online. The
academic profile, academic advisor and the events of the SUC an also be
accessed through the portal.

Graduation Plan
Every student is issued with the graduation plan, which will help them to
plan their studies accordingly.

b. LETTERS / MARKSO6 TRANSCRIPT FROM THE SUC

Appeal For Reinstatement from Suspension
Approval for Entering Campus (Outsiders)
BBA New Intake Form

Clearance Final Release of Passport Student
Course Withdrawal Form

Grade Improvement Form

Graduation Application Form

IELTS 6 Repeating Course Form

Mitigating Circumstances Form

Passport Withd rawal Form

Postponement Form
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xii. Program Transfer Form
xiii. Request Form
xiv. Student Appeal Against Marks
xv. Student Clearance
xvi. Student Leave Application
xvii. Student personal Data Update Form

Students willing to seek letters for various purposes from the SUC need to fill up
the requisition form available with the Administration Department. Any letter
requested by the student must clearly state the purpose and its application SUC
will issue the certificate or a letter when it is convinced. For issuance of any kind
of letter, the student has to abide by the following procedure:

i. Student should fill up the request through student portal

ii. An approval of the Finance Department is necessary before proceeding to
the next step. This is done to verify that the student does not have any
outstanding fee against his account
After due verification from the Finance Department the letter is prepared as
requested by the student
The original letter is given to the student and a copy is maintained in the
studentds personal file
In normal course the SUC issues the following letters upon the request of
students / confidential request from other university where the student is
applying for pursuing higher studies / employers / organization / court
orders / government authorities :

1. Bonafide student letter (In English or Arabic), Letter mentioning
dates of examination, Copy of course definitive document (CDD) for
course/s attended, Transcripts.

Normal time required for routine letters is:

Letter from SUC One working day

Course definitive doc ument (CDD) Three working days

Transcript One working day

LEAVE APPLICATIONS [BBA & MBA]
Student who wants to avail leave during the ongoing semester should fill the

leave request form available with the Administration Department. All leave
applied must be approved by the Registrar.
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CHANGE OF CLASS TIMINGS [BBA ONLY]

Students willing to class shift their classes from Morning to Evening or vice -versa
should fill up the request form available with the Administration Department
citing reasons along with the evidence. Such request will be approved only
according to the availability of the seat. The change of class shift will be
entertained only during the first two weeks from the commencement of the
semester and will be at solely subject to the avaihbility or judgment of the Head -
Admin & Exam Department.

POSTPONEMENT [BBA & MBA]

Student may postpone one semester in an academic year subject to approval only
under mitigating circumstances, by filling the postponement form available with
the Adminis tration Department and paying required fee to the Finance
Department. The final decision of accepting the request for postponement is
confirmed after approval from Dean & REGISTRAR On re-joining the semester
student will be allotted the course/s as per the operational schedule for that
semester and Admin will issue new fees structure with the graduation plan.

CHANGE OF MAJOR / EMPHASIS
[BBA]

Students may change their major by filling the transfer form available with
student portal along with the applicabl e fee.

i. Change of Major in the first semester d As per fees applicable
ii. Change of Major in the second & third semester 8 As per fees applicable
iii. Change of Major till fifth semester d As per fees applicable [Kindly note that
any additional courses taken will be charged as per the applicable course
fees during that period of time]

It is advised that the change of major should be done in the freshman year of
study. Under mitigating circumstances, the case can be considered in the
sophomore year of the study.

[MBA]

Students may change their Emphasis by filling the transfer form available with
student portal along with the applicable fee as follows.

i. Change of Emphasis in the 1st SEMESTER As per fees applicable

i. Change of Emphasis in the 2nd and 3rd SEMESTER 06 As per fees
applicable
Change of Emphasis in the 4th SEMESTER) As per fees applicable
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The procedure is as follows for both BBA & MBA:

The Administration department forwards the duly filled form to the
respective advisors [BBA] & mentor [MBA].

After approval from the advisors [BBA] & mentor [MBA], the form is then
forwarded to the administration department.

From the administration department it is forwarded to the finance
department for their remarks about any outstanding amounts etc.
Administration department will transfer the marks and the credit earned to
the status sheet applicable to the student.

The student needs to pay for the extra courses that he/she might be
required to do because of the change. The amended invoice will be handed
over to the student.

The profile of the student will then be updated with a new ID number. A
new ID card will be issued. The student needs to pay for the new ID card as
well.

g. ATTENDANCE POLICY
[BBA]

Attendance is mandatory in all the classes held during the conduct of a course.
Absence from classes prevents a student from getting full benefit of a course.
Accordingly, absence can result in lower grades due to missed assignments,
quizzes, exercises and examinations. e minimum attendance required for a
student to appear for the main final examination in a course is 75% of the total
credit hours.

The SUC acknowledges that individual circumstances may prevent a student
from attending class or classes. It
of students that result from the following causes: illness of the student, accident,
death in family, participating in University activities, at the request of University
authorities and compelling circumstances beyond the student's control. However,
the minimum attend ance required for a student to appear for the final
examination falling under any of this category cannot fall below70% of the total
hours allocated to a course with excused absence.

The student is responsible for all materials covered and announcements made
during his/her absence. Students claiming excused absence must apply in
writing and furnish documentary support of their assertion that absence resulted

from one of the above causes.

Enforcement of the class attendance policy lies with the faculty. How ever, the
decision of a faculty to withdraw a student from class due to poor attendance
must be approved by the Head - Admin & Exam Department .
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75 % attendance is a must to appear for the main final exam, exceptional
cases will be considered only on approval by the Dean & REGISTRAR
Maximum of 5% attendance is taken into consideration on the approved
proof which has to be submitted within 5 working days to the Head -
Admin & Exam Department.

Student having attendance between 5108 74% will be allowed to attend the
exam along with the resit examination subject to the Committee's decision;
however they are required to pay the resit exam fee and resit policy would
apply for grade.

Student having less than 50% are not eligible for the final exam or resit
exam and has to repeat the course.

The waiver for required attendance to the student falling under mitigating
circumstances due to some medical problem, death in the family, accident
etc, may be considered on approval from the REGISTRAR

Student can avail only one chance in an academic year for writing the re-sit
exam due to low attendance.

If the student is absent for continuous three weeks without any reason and
has not informed to the concerned authority, will qualify for removal of
name from the student roll and will be placed in pending status.

This pending name will be forwarded to their respective advisor & to SSD
for the final counseling and update the status accordingly.

Incase if there is no response from the student, the name could be placed in
temporary cancellation status for the particular semester and will have to
pay the required registration fee for the re -activation.

If the student is not reported to that particular semester his/her name will
be cancelled from the SUC and has to apply for the reregistration and
which case new academic policy (if applicable) will be applied.

5% of attendance is reserved to the academic advisory meeting with the
advisor.

[MBA]

Attendance is mandatory in all the classes held during the conduct of a course.
Absence from classes prevents a student from getting full benefit of a course.
Accordingly, absence can result in lower grades due to missed assignments,
quizzes, exercises and examinations. ie minimum attendance required for a
student to appear for the main fi nal examination in a course is 70% of the total
credit hours allocated to a course.

The SUC acknowledges that individual circumstances may prevent a student
from attending class or ¢l asses. It
students that result from the following causes: illness of the student, accident,
death in family, an official out station trip in which case proof to be submitted to
the SUC which includes copy of passport, air ticket and a letter from the
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company; participating in SUC activities, at the request of SUC authorities and
compelling circumstances beyond the student's control. However, the minimum
attendance required for a student to appear for the final examination falling
under any of this category cannot fall below 65% of the total hours allocated to a
course with excused absence.

The student is responsible for all materials covered and announcements made
during his/her absence. Students claiming excused absence must apply in
writing and furnish documentary support of their assertion that absence resulted
from one of the above causes.

Enforcement of the class attendance policy lies with the faculty. However, the
decision of a faculty to withdraw a student from class due to poor attendance
must be approved by the Head - Admin & Exam Department.

70% attendance is must to appear for the main final exam, exceptional cases
will be considered only on approval by the Dean & REGISTRAR

Maximum of 5% attendance is taken into consideration on the submission
of valid proof within 5 wo rking days to the Head - Admin & Exam
Department

Student having attendance between 5108 64% will be allowed to attend the
exam along with the resit examination subject to the committee's decision;
however they are required to pay the resit exam fee and rest policy would
apply for grade.

Student having less than 50% are not eligible for the final exam or resit
exam and has to repeat the course.

The attendance of a student falling under mitigating circumstances due to
some medical problem, death in the family, accident etc, will be considered
on approval from the REGISTRAR

Students can avail only one chance in an academic year for writing the re-sit
exam due to low attendance.

If the student is absent for continuous three weeks without any reason and
has not informed to the concerned authority, will qualify for removal of
name from the student roll and will be placed in pending status.

This pending name will be forwarded to their respective advisor & to SSD
for the final counseling and update the status accordingly.

Incase if there is no response from the student, the name could be placed in
temporary cancellation status for the particular semester and will have to
pay the required registration fee for the re -activation.

If the student is not reported to that particular semester his/her name will
be cancelled from the SUC and has to apply for the reregistration and
which case new academic policy (if applicable) will be applied.

5% of attendance is reserved to the academic meeting with the mentor.
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REPEATING COURSES [BBA & MBA|]

i. A student who scores | ess than O0ADd
repeat that course. In this case the better of the two gradesshall be used for
the purpose of CGPA calculation.

ii. A student is allowed to repeat the course only twice.

iii. Students who repeat the course will not be included in the toppers list.

WITHDRAWAL OF A COURSE [BBA & MBA]

Withdrawal of a course can be done within the first week of a semester without
paying any charges and the withdrawn course/s will not be ref lected in the
studentds transcript for that semester.
first week the withdrawal of the course will be reflected in his/ her transcript and

a repeating course fee of that particular academic year will be applicable

wh enever the student takes that course.

ADDING A COURSE [BBA & MBA]

If a student who wants to do any additional course, along with the regular course
will have to apply for the same within two weeks of the commencement of the
semester. For taking up an addtional course from another major, an additional
charge will be applicable to the student as per the policy. Maximum load will be
15 credits per semester for BBA & 9 credits for MBA.

OPEN HOUSE [BBA ONLY]

i. Yearly once during the spring semester parents are invited to review the
performance, attendance and class participation of the student.
An invitation is sent to the parents stating the date and time of the meeting.
A student profile sheet is made available to the parents containing the
marks of the Fall semest er, percentage of
comments.
After meeting the faculty, a copy of the profile sheet is given to the parents
and the original is kept in the student file for records.

v. Any remarks by the parents are recorded as feedback for ne@ssary action.

. CLASS ROOM ALLOCATION [BBA & MBA]

i. Administration department is authorized to allocate class rooms for any
purpose.
The class rooms are allocated by administration department for conduct of
classes based on the student strength, level of sidy & other infrastructural
requirements.

Page 82 of 607




22

S 1 VEARS OF ACADEMIC EXCELLENCE 3532

SKYLINE UNIVERSITY COLLEGE

The room allocation is communicated to all concerned departments like the
maintenance department and computing department for making sure the

necessary arrangements are made.

If any department or faculty who needs the class room for a purpose other
than conduct of normal classes, they should request the administration
department. The administration will then allocate the classroom

appropriately.

No other department has the authority to use the class rooms without th e
consent of the administration department

m. ATTENDANCE SHEETS [BBA & MBA|]

The attendance sheets for all students are available on the system which can
be printed by the faculty concerned on weekly basis.
Under normal circumstances, no names are added by the faculty; any
student attending the class without his name being there in the attendance
sheet, reports to administration.

iii. The necessary reports are generated by the administration department.

n. MONTHLY DEBITS FOR STUDENTS [BBA & MBA]

i. At the start of every month, the debit for each student for the month is sent
to finance department for collecting the installments.
A summary of collection report for the month is prepared & sentto COEC
on monthly basis.
Students who cancelled or pending status will be informed to finance
department with debit / credit system on monthly basis.

0. CANCELLATION [BBA & MBA]

i. Student who wishes to cancel registration should fill up the cancellation
form with the SSD after giving an exit interview.
The form is then forwarded to th e Academic Advisor /Mentor for their
comments.
The form is then forwarded to each of the following departments:
1. Marketing & Registration Department for their comments.
2. Finance department for checking w
cleared.
3. Library to check for any pending books to be returned.
Computing department will de -activate the portal and email
address.
Human Resource Department for the verification of the student
visa status.
. Administration department for the comments and pass credit note
if appli cable.
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7. Meeting is arranged with the Dean & Registrar
The form is then forwarded to the COEC for his review.
The form will then be returned to the administration department for
updating student database.
vi. In case of readmission applicable fee has to be pal for re-registration.

STUDENT RECORDS [BBA & MBA]

Aim

The aim of this policy is to provide necessary guidelines for creation,
maintenance, and disposal of documents and information pertaining to the
students.

Procedure
The documents being maintained in SUC will normally fall in three categories
viz:

i. Administrative records
ii. Academic records
iii. Financial records

Each of the above maintained separately.

Note: All the above documents will be maintained as student file till graduation
and thereafter the documents are converted into PDF file and stored in electronic
archive, hard copies of the documents will be completely destroyed after four
years from the date of graduation.

i. Administrative Records

Administrative records comprise of the personal profile of e ach and every
student of SUC and consist of the following:

1. Enrolment Form

Each student fills up the enrollment form at the time of

registration. The form lists the personal information, passport and

visa details, the major area of the program the student has opted
for, educational qualifications, work experience, registration

payments, the terms and conditions on which the admission is
given. Once the result of the entrance examination is available, the
administration department updates the file. This docu ment is
maintained only till the student qualifies for and attends the

graduation ceremony.
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Directory Information

The directory information consists of data regarding the address,
telephone number, mobile number, email address etc. This record
is stored electronically soon after the student is registered. It is also
available as a hard copy in the enrolment form. The record is
updated as and when the student informs of a change. Normally,
this information is also updated every year by floating an address
update form.

Record Of Entry Level Qualifications

A copy of the higher secondary school certificate is maintained in
the personal file of the student. While accepting this document, the
student is required to show the original certificate to SUC officia Is,
who verify and attest the copy of the certificate.

Results Of Personality And Interest Tests: (Optional )

A record of the results of the personality and interest tests are kept
in the Administration Dept. The record will be maintained till the
student graduates.

Record Of Discipline

In case the student has been involved in any incidents of
indiscipline, a record of
personal file.

Attendance Record
The student ds attendance
software.

Letter Of Admission:
A copy of the letter of admission and the fee payment schedule is
filed in the personal records of the student.

Copy Of Passport:
A copy of the passport along with the visa information is filed in
the personal record of the student.

Miscellaneous Documents:
Copies of letters issued to the student, proof of mitigation and any
other correspondence with the student, are also filed in the
personal file of the student.

. Graduation Information And Copies Of Transcript

Copies of all transcripts issued to the students, grade warnings,
letters of probation and suspension if any, and the graduation
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information forms a part of the academic profile, which is filed in
the personal file of the student.

11. Accessibility To The Records
Only the following personnel have an access to the records unless
specified by the student:

Founder President

The Dean

COEC

Head 8 Admin & Exam Department

Registrar

Administrative Officers

Filing Clerk in the Administration Department

ii. Academic Records

The Administration Department maintains the academic records of each
student. The records comprise of the following:

1. Curriculum Requirement
Students enrolled each year follow a particular curriculum The
administration department keeps a record of the applicable
curriculum. The record is transferred to the electronic archive after
the student graduates.

Details Of Transfer Of Credits

All documents related to the transfer of credits such as the

transcripts, course description, and the details of accepted

transfers, are kept with the administration department for each

such student. The details of transfer of credits accepted are
transferred to the studentds el ectfro

Details Of Courses Undertaken And The Grades Awarded

As and when the student takes the courses, and, appears for the
examinations, his/her profile is updated in the software. The

details of credits undertaken and the grades awarded, the GPA

and the CGPA of the student is available through the software.

The record is transferred to the electronic archive once the student
graduat es. These records are veryj i
performance and graduation depends on the accuracy of such

records. It is the responsibility of the Administration and
Examination Department to maintain accurate r ecords.
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Hard Copies Of Transcripts Issued, And, The Degrees Awarded

A grade report is issued to each student at the end of every
semester. A consolidated grade report is filed in the student file at
the end of the academic year. Official transcript will be issued only
with the Degree.

However a student may request for interim transcripts by paying

the necessary fees. A copy of every issued transcript is kept in the
studentds personal file. The hard
the administration de partment for a period of four years after the
student graduates from the SUC, thereafter, the copies are

destroyed.

Copies Of Coursework / Examination Scripts:

The Examination Department retains the examination scripts for a
period of one year after the declaration of the results after which
they are destroyed.

Accessibility To The Records
Only the following personnel have an access to the records unless
specified by the student:

Head 8 Admin & Exam Department

Dean

Founder President

Registrar

COEC

Academic Advisor [BBA] & Mentor [MBA] of the Student.
The Saff working in the Examination Department

Financial Records

Records of all financial affairs related to a student including the total fees
payable, installments paid, any fee reductions, scholarships awarded, and
the current balances are maintained by the Finance Department. The main
document related to the student is the ledger that is stored electronically
and transferred to electronic archives as a permanent record.

1. Accessibility To The Records
Only the following personnel have an access to the records unless
specified by the student:

a. Founder President
b. Dean
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COEC

Registrar

Head & Finance Department

Head 8 Admin & Exam Department
The Saff in the concerned department
MOHESR Officials

Method Of Keeping And Destroying Records

All physical documents related to students are kept in fire -proof
cabinets with proper locking system. All documents that need to
be destroyed are put through paper shredder.

Electronic Database And Backups

The student directory, course information, attendance, all
assessment records are kept in electronic records in a centralized
manner . The accessibility of t he
administrative staff with an access password. An automatic back-

up of the databasewill be taken on a semester basis on a DVD and

will be transferred to bank locker. These records will be kept for

an indefinite period.

g. POLICY ON DOUBLE DEGREE [BBA Only]

Students in good academic standing in the current program of study with a
Cumulati ve Grade Point Average (CGPA) of 3.0 or above, are eligible to earn a
second Majors degree. In order to earn double degrees, a student is required to
complete a total of 141 (120 + 21) credit hours.

Worked out example:

A student enrolled in Bachelor of Business Administration (BBA) program
specializing in Travel and Tourism Manag
the graduation requirements of BBA in Travel and Tourism Management
specialization upon completing 120 credit hours with a CGPA of 3.0 or above.

In this scenario, the same student could complete an additional 21 credit hours of
another major, per se in Marketing or in any other major(s) that is/are offered at
the time of petition for such an award, to become eligible to earn the second
degree at the SUC.

The total of 141 credit hours has the following breakdown:

General Education requirement 36 credit hours

Business Education requirement 63 credit hours
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Major requirements (for the first degree) 21 credit hours

Major requirements (for the second degree) 21 credit hours

Total requirements 141 credit hours

Petition for a Double Degree

i. Student should have a good academic standing (typically a CGPA of 3.0 in
the end of junior level or upon completion of a minimum of 90 credit hours
in the program) at the time of petition.

Student should obtain permission from the academic advisor and Dean in
the appropriate forms of petition.

Student will not be allowed to cross the limit of stipulated academic load in
a given semester for the purpose of campleting the additional credit
required for the award of double degree.

Students are required to meet additional financial liabilities pertaining to
this petition.

Students are required to maintain the CGPA level of 3.0 in the rest of
program till graduati on. In case student performance drops down below
CGPA of 3.0 at any point prior to graduation, the student is required to
meet the academic advisor, theDEAN and administrative personnel to seek
appropriate advise in the process of reviewing and improving the academic
standing and progression.

Any registration towards earning additional credit hours for the purpose of
obtaining a double degree will be permitted only upon completion of 120
credit hours of the main program in which he/she is currently progres sing.

PRIVACY POLICY [BBA & MBA]

SUC accords all rights of privacy to its students. SUC will not disclose any

information about the studentds academic
consent of the student. The exceptions could be the following:

i. Founder President, Dean& COEC.
i. CAA & MOHSER Officials
iii. Another University / College where student might be interested in joining,
on studentds request.
iv. Person(s) or organization(s) providing financial support
v. Accreditation Agencies
vi. Judicial Orders
vii. Academic Advisors/Mentors

Information regarding name, age, address, telephone number, date & place of

birth, major field of study, degrees awarded, and participation in extra -curricular
activities etc may be provided at the discretion of the SUC. A student may
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wit hhold the release of the above information through a written request to the
administration.

UPDATING STUDENT DATA

Any change in the student's personal details should be updated by filling up by
student data update form. This form is available in student portal upon student
request the data is updated in the computer as well as student personal file. The
students are solely responsible in providing the updated data. This data is mostly
used for the communication between SUC and the students. Dependent & Non-
Dependent students must submit the correct guardian details to the SUC.

SECURITY

Security in SUC looks after the SUC premises and ensures the safety of the
faculty members, staff and student. The Security personnel report to the Head -
Admin & Exam D epartment. The students are issued car stickers for the purpose
of security and parking. Cars will be checked upon entering the main gate.
Students are requested to have the stickers on the dashboard and follow security
guards direction at all times withi n the campus boundary.

The main functions of the Security Department in the SUC are:

Security At Gate

i. Registering all in/out visitors Odetails of the university in the register log
book.
Make sure that only faculty, student & staff car which is having s kyline
stickers is allowed to enter and stay inside the university premises.
Maintain strict timings for opening and closing the gate in the morning and
night
Note down properly the timings of infout of skyline transport
Inform administration on any dela y of transport
Guide proper parking place to the visitor

Security inside the premises

i. To ensure that all students in the SUC are attending classes, when classes
are in progress.
To keep a strict vigil in the campus by taking timed rounds of the
university.
To question students thoroughly whenever they are caught indulging in
indiscipline.
To check the id cards of the students randomly.
To report to the administration department any untoward incident which
takes place in the campus
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To ensure all movable and immovable assets of the university are well
protected.

To ensure student discipline is maintained at all times.

To ensure that students are not moving as couples

To restrict the speed and movement of vehicles in restricted area inside the
campus and enaure systematic parking systems.

To ensure authorized personnel and bonafide students only use the SUC
facilities. Conduct periodic checks of entire campus.

To control movement of student transports, as well as, safe embarking and
disembarking of students from buses.

To control the entry of students into examination rooms - collect relevant
entry slips.

u. SAFETY

It is imperative that the SUC provides a safe and conducive environment to everyone
working and studying in it or visiting it, besides ensuring sa fety of its records, documents

and moveable and immoveable property.

Protection Against Fire

In case of a fire, emergency, serviceable fire extinguishers have been positioned at
accessible locations. The SUC is well equipped with the automated fire alarm
system which is frequently monitored by the local fire department authorities.

DISCIPLINARY POLICIES & GENERAL RULES & REGULATIONS [BBA &
MBA ]

Any violation of the code of conduct as specified in the student handbook is
liable for punishment. Some of the specific violations could be:
i. Any misbehavior or misconduct, which may distort the image of the SUC.
ii. Misconduct in classroom, computer lab, or library.
iii. Any insult to faculty or staff members.
iv. Any damage to SUC property.
v. Any misconduct during exams.
vi. Movin g around as couples.
ii. Dress code
Fighting.
Thetft.
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In order to make fair decisions on any misconduct/ misbehavior or violation of a
student, a disciplinary committee called Disciplinary Action Committee (DAC) is
in place. The objective of this committee is to hear from the student and the
complainant involved in such an act in order to decide the course of action to
rectify such misbehavior / misconduct in the future. The administration
department will present the case to the committee at the time of meeting
/hearing. The DAC consists of:

i. Chairman of DAC Committee
ii. One faculty member teaching the student who has been called for hearing
iii. Dean
iv. REGISTRAR
v. The Advisor [BBA] & Mentor [MBA] of the student
vi. Class Representative
vii. Head 6 Admin & Exam Department

The decidons made by this committee is communicated to the student concerned,
copy of the written decision is filed
decided by the committee should be served by the student.

i. Levels Of Disciplinary Action, Responsible Autho  rity

Verbal warning - Admin

Written warning 8 Admin (Maximum 2 written warnings)

Depriving the student of some privileges d Admin (1 to 2 weeks)
Preventing the student from attending SUC & Temporary
Admin (Suspension not exceeding 7 working day s)

Suspending the student for more than 7 working days o DAC*
Permanent expulsion from SUC - DAC*

Canceling registration the academic degree given to the student
SUC Management can cancel the degree in case of any falsification
or deceit information or records is discovered after the completion
of degree

The level of disciplinary action will depend on the number of, and/or the
extent of violation. REGISTRAR carries the right to apply any level of
punishment depending on the seriousness of indiscipline a ct committed by
the student.

*Disciplinary Action Committee

Addressing Grievance
The SUC realizes that it is very important to have a working system in place

that addresses and deals with student dissatisfaction. Efforts have always
been made to ensure hat problems, issues once reported do not occur
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again. The problems under consideration could be in any area like services
and their quality, information, teaching, etc. Students of SUC who believe
they have been treated unfairly with respect to academic matters or are
convinced that they have been discriminated against in any matter on the
basis of race, color, handicap, religion, age, national origin or sex, may
discuss the issue with the SSD. The SSD will try to resolve the issues by
appropriately counse ling the students. If the matter is still not resolved, the
student may officially lodge the complaint.

To lodge a complaint, a student is required to fill in a complaint/suggestion
form and submit it to the SSD. The form is then duly forwarded to or
discussed with the concerned department head. Any remedial action
required, is taken immediately & conveyed through a written reply to the
student. Student grievance / complaints & suggestions are also addressed
at the Class Representymanhyesd meet.

Students can also convey their concerns through various surveys conducted
in the SUC such as the Faculty feedback, feedback on Academic Support
Services, etc. so that appropriate action can be taken.

The student grievance resolution procedures of the SUC are based on the
following principles:

1. That the procedures used to review and resolve complaints or
grievances are fair and must be seen to be fair;

2. Confidentiality will be respected, unless the use of the information
is authorized by law;
That Counselor who resolves the complaints or grievances will act
fairly at all times and ensure that conclusions will be based on a
fair hearing of each point of view;
There will be no reprisals or any disadvantage arising as a result
of a student making a complaint or grievance in good faith;
That complaints or grievances are handled in a timely manner
with achievable deadlines specified for each stage in the resolution
process;
The student who makes a complaint or grievance and any staff
member or student on whom the complaint or grievance has a
direct impact, is regularly informed of the progress of the matter.

Types Of Student Grievances
1. Academic Grievances

These are usually complaints or appeals against academic
decisions. They include but are not limited to:
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Academic progress decisions.

Assessment matters.

A decision of a member of academic staff that affects an
individual or groups of students.

Selection or admission decisions.

Content or structure of academic programs, nature of
teaching, or assessment.

Academic Support Services Grievances

These relate to decisions and actions associated with
administrative or academic support services units. They include
but are not limited to:

a. Administration of policies, procedures and rules by central
administrative and student support groups, faculties and
departments.

b. A decision by an administrative staff member that affects
an individual or groups of students.

c. Access to SUC resources and facilities

X.  ACADEMIC RULES & REGULATIONS
a. BBA

i. CREDIT HOURS

Credit hours refer to one lecture hour per week lasting for fifteen [15] weeks. Each
lecture hour is supplemented by two hours of practical study per week [laboratories,
training, workshop, etc.] Each academic year consists of two semesters and each
semester corsists of 15 weeks. The SUC may arrange for a summer semester, which
is a 12 weeks session. During the summer session, a student can earn a maximum of

12 credits.

1. Full Time Student
To be considered full-time, a student must carry a minimum
course load of 12 credit hours per semester with the average being
15 to 18 credit hours.

Accelerated Student

After three semesters the academic records of the student are
reviewed and those students who maintain 2.5 or above CGPA

without failing in any of the courses are offered to opt for the
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accelerated program whereby they can take maximum of 12 credit
hours during the summer semester. Even transfer admission
students need to maintain the above requirement in the courses
undertaken during the first three semesters at SUC where TOC
courses are not taken into account for calculation of CGPA.

i. PERIOD OF STUDY

Students enrolled for a BBA Program must complete their program within 180 credits. This
means a student can attempt a maximum of 180 credits to earn 120 credits equired for

graduation.

iii. STUDENT EVALUATION AND GRADING

Grade . :
Letter Grade Grade Range : Defining Points
Points

A 90-100 4 OUTSTANDING
B+ 85-89 3.5 EXCELLENT
B 80-84 3 VERY GOOD
C+ 75-79 2.5 GOOD
VERY
SATISFACTORY

65-69 . SATISFACTORY

60-64 1 PASS
Below 60 FAIL
Withdrawal

70-74

Incomplete

iv. GRADE POINT AVERAGE [GPA]

Grade Point Average is determined by dividing total grade points earned
by total hours attempted. GPA may be figured for each semester (semester
GPA), for all hours attempted at the SUC (cumulative GPA). All students
are evaluated at the end of each semester. A student is placed on probation
i f studentds GPA falls below 2.00
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GPA/SCGPA /CGPA Calculation

120
10.5
07.5
03.0
00.0
33.0

Grade Points x Credit Hours

GPA/CGPA /SGPA
SGPA Total Credit Hours

GPA/CGPA/SGPA

CGPA 22

GPA 6 Grade Point Average

CGPA 0 Cumulative Grade Point Average
SGPA 0 Semester Grade Point Average
ACADEMIC STANDING

All students enrolled at SUC shall be monitored very carefully for the
quality and quantity of satisfactory academic work completed du ring their
study at SUC. A student will be evaluated at the end of every spring
semester for the following:

1. Qualitative Requirements ( Quality Of Academic Work
Completed)

Credit Hours attempted Minimum CGPA
1630 1.50
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31845 1.70

46060 1.85

61 and above 2.00

Depending on the number of credit hours attempted, the student
is expected to maintain a cumulative grade point average as per
the above table

Quantitative Requirements  (Quantity Of Academic Work
Completed)

Student must complete at least 67% of all hours attempted.
Attempted hours are defined as any course that the student has
enrolled for the semester. Successfully completed hours refer to
the hours in which the student has received a letter grade of A, B,
C, or D. For Capstone courses, a student needs to receive a
minimum of "C" grade or above.

For calculating the completionrate of academi ¢ wor k, 0
calculated as not completed; however for the purpose of CGPA
calculations, the F grade will be taken intoacco u n't . OWO gr afide
be treated as attempted but not completed, however, it is not

counted for the purpose of CGPA calculations.

Probation / Warning

Student is placed on probation at the end of Spring Semester if
he/she does not meet the minimum requirem ents as per the
information provided in A & B [above] sections; the student is
expected to improve his academic performance during summer
and fall semesters. In case the student does not improve, he is
served with a final warning for the next semester to b e considered
as final probationary semester.

Suspension

In case the student is unable to improve the performance in spite
of the final warning on probation, he/she will be placed on

academic suspension. [suspensionl & suspension-2] suspension-1
means when student does not achieve during the suspension
status will be automatically placed in suspension-1; even after
being in suspensionl if the student does not improve the CGPA
then he will be placed in suspension-2 in the next semester.
Students on suspersion status are required to file an appeal with
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the administration department for allowing them to continue their
studies in the following semester. The Satisfactory Academic
Progression (SAP) committee may allow the students to take the
courses according to their academic profile with the following
condition:

SUSPENSION 1

Casel
Student is all owed
if his’/her CGPA greater than 1.5.

Case?2
Student is all owed
only], if his/her CGPA between 1 & 1.5.

Case3
Student is all owed
only], if his/her CGPA less than 1

SUSPENSION 2

Casel

Student is allowed to take 1 to
only], students in suspension-2 must improve their performance to
good standing otherwise again they will fall under suspension and

will not be allowed to enroll in classes for a period of one
semester. Such student needs to apply for provisional readmission
after the semester. However the SAP committee reserves all the
rights to take the decision.

Worked Out Example

The committee gives the student a chance to improve his CGPA by
taking up one or two repeating courses and also decides the
grades to be scored by the studat.

Case 1l

The student scores the above grades decided by the committee at
the end of this semester if the student achieves a good standing at
the end of this semester, he has to again appeal to the committee
and the above process will continue till he achieves the good

standing.

Case 2
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The student does not score the above grades decided by the
committee at the end of this semester the student will be
suspended for one semester and they may be provisionally re-
admitted to classes after one semester of sugension to improve
their CGPA. The student may take the courses in which they have
secured a 6Dd or an O6Fd grade.

Good Standing

Students will be placed on good standing once he/she achieves
the CGPA as per the above table by repeating the respective
courses and will be stated as normal student only once he/she
achieve the CGPA requirements as per the above table.

b. MBA
i. CREDIT HOURS
Credit hours refer to one lecture hour per week lasting for fifteen [15] weeks. Each lecture
hour is supplemented by two hou rs of practical study per week [laboratories, training,

workshop, etc.] Each academic year consists of two semesters and each semester consists of

15 weeks. The SUC may arrange for a summer semester.

PERIOD OF STUDY

Students enrolled for a MBA Program as a Full Time Student must
complete 36 credits for to secure the MBA Degree in 18 months time.

iii. STUDENT EVALUATION AND GRADING
iv.

Grade
Points
90-100 4.00
85-89 3.5

80-84 3.00
7579 2.5
70-74 2.00 PASS
60-69 1.00 FAIL
Below 60 FAIL
Withdrawal
Incomplete

Letter Grade Grade Range Defining Points
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GRADE POINT AVERAGE [GPA]

Grade Point Average is determined by dividing total grade points earned
by total hours attempted. GPA may be figured for each semester (semester
GPA), for all hours attempted at the SUC (cumulative GPA). All students
are evaluated at the end of each semester. A student is placed on probation
as per the academic standing and points A & B mentioned of this manual.
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GPA/CGPA Calculation

X

X

Grade Points x Credit Hours
GPA/CGPA

SGPA Total Credit Hours

GPA/CGPA/SGPA

0 Grade Point Average
0 Cumulative Grade Point Average
0 Semester Grade Point Average

ACADEMIC STANDING

All students enrolled in SUC shall be monitored very carefully for the
quality and quantity of satisfactory academic work completed during their
study at Skyline. A student will be evaluated at the end of every semester
for the following:

S. No. Credit Hours Attempted Minimum CGPA
01 1-9 2.50
02 10-18 2.60
03 19027 2.75
04 28 and Above 3.00

1. Qualitative Requirements (Quality Of Academi ¢ Work
Completed)

Depending on the number of credit hours attempted, the student

is expected to maintain a Cumulative Grade Point average as per
the above table.
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2. Quantitative Requirements ( Quantity Of Academic Work
Completed)

Student must complete at least 67% of all hours attempted. An
attempted hour is defined as any course that the student has
enrolled for in the semester. Successfully completed hours refer to
the hours in which the student has received a letter grade of A or B
or C. For Capstone courses, a student needs to receive a minimum
of 6B6 grade or above.

For calculating the completion rate of academic work, F grade is
calculated as not completed; however, for the purpose of CGPA
calcul ati ons, the F grade wiwill be
be treated as attempted but not completed, however, it is not
counted for the purpose of CGPA calculations.

Probation

Student is placed on probation at the end of a given semester if
s/he does not meet the minimum requirements as per the
informatio n provided in A & B [above] sections; the student is
expected to improve his academic performance during the next
semester. In case the student does not improve, he is served with a
final warning during the following semester, to be considered as
final pro bationary semester.

Suspension

In case the student is unable to improve the performance inspite of
the final warning on probation, he/she will be placed on academic
suspension. Students on suspension status are required to fill an
appeal with the adminis tration department for allowing them to
continue their studies in the following semester. The Satisfactory
Academic Progression (SAP) committee may allow the students to
take 1 or 2 courses according to their profile, accordingly they
have to improve their performance otherwise again they will fall
under suspension and will not be allowed to enroll in classes for a
period of one semester. Such student needs to apply for
provisional readmission after the semester. However the SAP
committee reserves all therights to take the decision

Worked out Example
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The committee gives the student a chance to improve his CGPA by
taking up one or two repeating courses and also decides the
grades to be scored by the student.

Case 1l

The student scores the above grades dcided by the committee at
the end of this semester, If the student achieves a good standing at
the end of this semester, he has to again appeal to the committee
and the above process will continue till he achieves the good
standing.

Case 2

The student does not score the above grades decided by the
committee at the end of this semester, The student will be
suspended for one semester and they may be provisionally re-
admitted to classes after one semester of suspension to improve
their CGPA. The student may take the courses in which they have
secured a O6D6 or an OFO0 grade.

Good Standing

Students will be placed on good standing once he/she achieves
the CGPA as per the above table by repeating the respective
courses and will be state as normal student only once he/she
achieve the CGPA requirements as per the above table.

XI. EXAMINATION PROCEDURE [BBA & MBA]
a. ASSESSMENT PROCEDURES

i. Mode of Assessment
A studentds performance is assessed
percent marks. Mode of assessment is dealed by faculty and specified in
the class schedule. It is communicated to students in the first day of the
class.

The marks awarded are then collated for 100% marks in a course. The pass
mark for BBA in a course is 60% marks or grade D for CAPSTONE course
70% marks or grade C is required.

The pass mark for MBA in a course is 70% marks or grade C for
CAPSTONE course 80% marks or grade B is required.

Students shall be required to submit themselves for formal examination at
times specified by the faculty and / or Head - Admin & Exam department.
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Absence or non-submission of assessments shall result in failure unless
valid acceptable reasons are made evident by the student with the help of
documents within stipulated time. No mitigation is normally accepted fo r
late assignment submission (Refer mitigating circumstances).

Exam Schedule

1. Semesterwise Mid -Term and Final Examinations schedules wiill
be announced by the first week of the start of each semester.

2. The schedules will be available on the Examination Notice Board
as well as on the student portal.

Assessment Reporting System

1. Tutor based.

2. Faculty will notify number and mode of continuous assessments
and hand over the dates for the same prior to the start of a course
to students and Examination Office in w riting.

Faculty members are required to specify the nature of midterm
and final examination (including re -sit final examination) prior to
the start of a course.

Eligibility For Appearing In An  Examination

The eligibility to appear for examinations is gui ded by the attendance
policy, monitored by the administration department.

Examination Arrangements

Examination arrangements will be done by the examination department,
examination schedule will be released prior to the start of the class based on
the student strength. Normally the conduct of exam will be as follows: 19 15
hrs to 2015 hrs & 2045hrs to 2145hrs.

Following are the exams conduct in a semester:
1. Mid -Term Exam[BBA Only]
2. Final Exam [BBA and MBA|]
3. Resit Exam[BBA and MBA]
vi. Mid -Term Examination [BB A Only]

1. Mid -Term examination will be based on syllabus-covered until the
week prior to the conduct of the mid -term examination.

2. These examinations will be conducted as per the prereleased
schedules and the same will be conducted for duration of 1 hr.
Any exception to this general rule will be notified to students.
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4. Normally 2 sets of proposed mid -term examination papers must
be submitted by faculty. Question papers are randomly selected
by the Examination Department.

Preparation and Administration of Mi  d-Term Examination

1. The examination office will make all arrangements for conduct of
the examinations. The Dean and Head - Admin & Examination
will select one or more mid -term exams at random per-class per
course and make arrangements to make required number of
copies of the same. The name of the staff assigned to make copies
and packing the papers will be recorded in a log book kept for this
purpose. The copies will be handed over to the faculty in a sealed
envelope on the day of the examination.

The mid-term examination will be conducted during in 7th or 8th
week of a 15 week semester and 6th or 7th week in a 13th week
semester as decidedby the examination department.

When the mid-term examinations are conducted during a pre-
designated mid-term week, the examination department will
intimate the students a mid-term examination schedule which
must be released at least four weeks prior to the conduct of such
examinations. Notice detailing the mid -term examination dates
and timings will be put up for student reference on the SUC notice
board.

Note: All modes must be assessed out of 100 marks and prerated as per
percentage weighted towards the final score.

viii.  Final Examination
1. BBA

a.Final examinations will be based on comprehensive syllabus.

b.These examinationswill be conducted as per the pre-released
schedules and the same will be conducted for duration of 1
hr.

c.Any exception to this general rule will be notified to students.

d. Normally 2 sets of final examination papers by the based on
the no. of questions provided by the Faculty as per pre
designated weight set by a tutor for each chapter.

2. MBA

a.Final examinations will be based on comprehensive syllabus.
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b.These examinations will be conducted as per the prereleased
schedules and the same will be conducted for duration of 2
hr.

c.Any exception to this general rule will be notified to students.

d. Normally 2 sets of final examination papers are randomly set
by the Examination Department based on the data bank of
guestions provided by the Faculty as per pre designated
weight set by a tutor for each chapter.

iXx. Re-Sit Final Examinations
1. BBA

a.Re-Sit Final examinations will be based on comprehensive
syllabus.

b.Re-Sit final examinations will be normally held after 1 week of
declaration of first-sit results. Regular classes will not be
suspended for such examinations.

c.Only students with grade D who will benefit with grade
improvement or students with grade F who benefit from re -
sit will be allowed to re -sit the final examinations, based on
their performance in the continuous modes of assessments.
These examinations will be conducted as per the pre
released schedule.

2. MBA

a.Re-Sit Final examinations will be based on comprehensive
syllabus.

b.Re-Sit final examinations will be normally held after 1 week of
declaration of first-sit results. Regular classes will not be
suspended for such examinations.

cOnly students with grade 6CBO3
grade improvement or students with grade F who benefit
from re-sit will be allowed to re -sit the final examinations,
based on their performance in the continuous modes of
assessments.
These examinations will be conducted as per the pre
released schedule.

X. Preparation Of Final Examination/ Re -Sit Final Examination
Normally end of semester.
First sit examination schedules and re-sit examination schedules

will be displayed on the notice board by the 4th week start of a
semester.
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Re-sit examinations will normally be conducted after one weeks of
declaration of first sit result.

The Dean and Head - Admin & Examination will select at random
one or more final examination paper/s per course. Required
number of copies of the same are made 24 Hours prior to conduct
of such examination. The name and staff assigned to make copies
and pack the papers will be recorded in a log book kept for the
purpose. The copies will be handed over to the respective
invigilator on the day of the examination.

Examinations packets will be made on the basis of data provided
by Administration Department and will be segregated on the basis
of class zone of conduct of exaninations. Each sealed envelope
will contain question papers and examination answer booklets,
scantron sheets of students taking an examination in a class of
zone of the SUC multipurpose hall.

Administering of Examinations

The Administration Department will make arrangements for the conduct of
semester/end of term examinations. Invigilators and administrators will be
rostered for their respective duties by the Examination Committee at least
one month prior to conduct of examination based on inputs provid ed by
examination department. Any clarification/disagreement with the
examination invigilation schedule must be addressed to the Examination
Committee.

b. INVIGILATOR -1AND INVIGILATOR -2ROLE

i. General Instruction For Invigilator

1.

Ensure that the students are seated in their appropriate seats and
carry pen or pencils only. If dictionary or calculators are found
please verify that nothing is scribbled.

Inform the students to read the points displayed on the screen.
Distribute the answer sheet and question paper in the same
sequence as in the exam attendance sheet.

Once the exam starts, walk around to ensure that the students
have started doing their answers.

Be vigilant at all times.

If you suspect a candidate is cheating, alert y o u dsecend
Invigilator , so they can also observe the candidate. If you feel it is
warranted, give an initial warning to the student and continue to
observe him/her.

If it is convinced he/she cheating, confiscate the evidence and note
down his name and seat no. in the required form, give him
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another answer sheet and allow the student to complete the exam
in order to avoid any disturbance to the other examinees.

8. Both the invigilator and second Invigilator who have witnessed
the cheating should write a report on the invigilator incident
report. An invigilator should never stand over any students either
behind or over their shoulder.

9. An invigilator is not allowed to sit in the exam room.

10. Invigilators are not allowed to carry any magazine / books /

mobiles inside the exam room.
No Tea/ Coffee / Water will be provided during the exam.
Invigilator should not step out the exam hall while exam is in
progress.
For any query during exam, Administrator may step out to contact
Admin/Exam Staff

. Students will be allowed to leave the Examination Hall only after
30 minutes. Once the student leaves the examination hall for
whatever reason, student will not be allowed to re -enter the
examination hall.

. Students will be allowed to enter the Examination Hall only till 15
minutes after the start of the exams.
Invigilators Should Leave The Exam Paper Submission Counter
Only After Tallying The Answer Scripts

ii. General Instruction For Invigilator &l

1. Ensure that all students attendance have been taken and signed all
answer sheet accordingly.
Invigilator -1l will be solely responsible for filling the scantron
sheet.
After attendance procedure, walk around to ensure that the
students have started doing their answers.
Be vigilant at all times.
If you suspect a candidate is cheating, alert your Invigilator, so
they can also observe the candidate. If you feel it is warranted,
give an initial warning to the student and continue to observe
him/her.
If it is convinced he/she cheating, confiscate the evidence and note
down his name and seat no. in required form, give him another
answer sheet and allow the student to complete the exam in order
to avoid any disturbance to the other examinees.
Both the invigilator and Invigilator -l who have witnessed the
cheating should write a report on the invigilator incident repor t.

. An Invigilator -1l is not allowed to sit in the exam room.

Invigilator -1l are not allowed to carry any magazine / books/
mobiles inside the exam room.
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No Tea /Coffee / Water will be provided during the exam.

. Students will be allowed to leave the Examination Hall only after
30 minutes. Once the student leaves the examination hall for
whatever reason, student will not be allowed to re -enter the
examination hall.

12. Students will be allowed to enter the Examination Hall only till 15
minutes after the start of the exams.
13. Invigilator -ll can step out the exam hall only if any query arises
while exam is on progress.
14. Invigilator -1l should leave the Exam Paper Submission Counter
only after tallying the answer scripts
iii. General Instructions For Candidates During Exam ination

1. Students must ensure they are aware of the dates and timings of
all their examinations. Students have to collect the Examination
Hall Tickets from the Finance Department, after having cleared
any outstanding amount due to them.

No student shall be permitted into the Examination hall/room
without the Examination Entrance Slip and Student Identity Card.
Students must note carefully his/her seat/examination hall/room
number before beginning of each examination session from details
atwhichareavailabl e i n studentds exami
Students must sit for their examination at the desk bearing their
number only.
Students must bring their own Pen, Pencils, Erasers, pencit
sharpeners, and Calculators. Borrowing these things from others
will not b e allowed.
Students should deposit the mobile phones, pagers and handbags
at the designated room before entering the Examination
hall/room.
Language dictionaries [book] may be allowed but will be checked
by invigilators for notes. Electronic language
dicti onaries/translators will not be allowed.
Students will be permitted to enter the Examination hall and
occupy their seats 15 [Fifteen] minutes prior to the start of the
examination.
All students should be seated and ready to begin three to four
minutes before the commencement of the examination so that any
instructions from the invigilator can be noted. An attempt will be
made by invigilators to complete examination verification process
before the start of an examination.

. Students can leave the examinationhall only after 30 minutes from
the starting time if they complete their exam.
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. Students must maintain silence at all times. If they need to draw
the attention of the invigilator, they shall do so by raising their
hand.

. Students must ensure that they are dtempting the correct
examination paper. For this, they need to check the subject &
version number of question in the paper carefully.

. The student shall enter her/his name, Enrollment ID number, and
Course ID number on the scantron sheet/examination answer
scripts as reflected on her/his identity card/ examination hall
ticket.

. Students must comply with all the instructions on both the title
page of the answer book and the rubric of the examination
guestion paper(s). In particular a candidate should ensure that
he/she:

a. Writes his/her name on the title page of the answer
book(s).

b. Writes on one side of the scantron sheets with pencil only.
Ink pens will be used only for essay questions and students
are required to write on both sides of the answer booklets.
Enters distinctly in the margin the number of the question
being answered if required.

Does not scribble or write on the desk or on any form of
scrap paper whatsoever.

Does not remove pages from the question booklet / answer
book.

Does not take question / answer booklet outside the
Examination hall / room.

Clearly identifies any rough work in her/his answer book
and deletes it in a manner which will ensure that it is not
confused with any answer.

Any candidate caught in the act or believed to be using
unfair or dishonest means shall be so informed by the
invigilator. The invigilator shall endorse and withdraw the
answer book and the candidate will be issued a new
answer book to continue the examination. If the candidate
refuses and rebels, the Administration and Security shall
be informed.

Note: The previous [first] answer script(s) will be treated void. The decision
to whether to evaluate the subsequent [second] answer script or not will be
made by the SUC Board and will be communicated to the students in
writ ing. Such decision of the board cannot be challenged or overturned.

Students are strictly restricted from the following:
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To communicate, under any circumstances what so ever, with
other students.

To answer, under any circumstances what so ever,
communications from other students.

To copy from one another under any circumstances.

To be involved in misconduct of any kind.

To enter into any conversation whilst in the examination hall
before, during or after the examination.

To leave their seats without the permission of an invigilator.

To carry any written material, slips, papers, etc. whether relevant
or not into the examination hall.

Any student requiring special arrangements or seating should put
in an application to the Student Services Department at leag 48
hours before the examination.

c. MITIGATING CIRCUMSTANCES
i. BBA

1. Plea For Consideration Of Mitigating Circumstances For Class
Assignments, Tests, Etc.

Head 0 Admin & Exam Department may exercise his / her
judgment based on new calendar deadlines whether to accept the
plea for mitigating circumstances for continuous modes of
assessments and may administer make up assessments if convinced
by his /her genuineness and relevance of the circumstances leading
to the studentds mi ssi n@rcaensideratiom s s e §
of mitigating circumstances for continuous assessment modes must
be made within 24 hours of conduct or submission deadline of the
assessments. Documentary evidence to substantiate such plea must
be provided by students. Appeals after the expiry of 24 hours
deadline will be considered as time barred. Such decisions will lie
on the REGISTRARand will be assessed after discussion with Dean
& concerned faculty.

Plea For Consideration Of Mitigating Circumstances For Midterm
Examination

Students & inability t o t ake mi dt er
unavoidable circumstances will be forwarded to Head - Admin &
Exam Department along with necessary documentary evidence.

The Head d Admin & Exam Department and REGISTRARbased on

their best judgment will de cide whether to accept or reject such an
appeal for consideration of mitigating circumstance for failure to
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take mid-term examination on a given date. The appeal must be
made by the student within 48 hours of the conduct of the mid -term
examination. If the appeal is decided in favor of the student then the
examination department in liaison with the advisor will conduct the
midterm exam again for this student. Appeals after the expiry of 48
hours deadline will be considered as time barred. The decision of
the Head - Admin & Exam department in this case cannot be
challenged or reviewed.

Plea For Consideration Of Mitigating Circumstances For Final
Examination (First Sit)

If a student is unable to take a scheduled first sit examination due to
sickness, acciden, death in family, a telephonic intimation of the
circumstances must be made, by the student, his friend or relative
before or on the day of the examination prior to its commencement
to the Administration Department. A medical certificate attested by
mini stry of health, documentary evidence of the circumstances
affecting the student must be submitted within 2 working days of
conduct of the examination. Appeals after the expiry of 2 working
days deadline will be considered as time barred.

Plea for consideration of mitigating circumstances will be forwarded
to Head 6 Admin & Exam Department along with necessary
documentary evidence.

The Head - Admin & Exam department along with REGISTRAR
based on their best judgment will decide whether to accept or reject
such an appeal. The decision of the Head - Admin & Exam

department in this case cannot be challenged or subject to review.

Students must understand that successful consideration of appeal
will result in their taking the re -sit examination for a course on first
sit basis. Such students will forfeit the rights of a re-sit examination.

No mitigating circumstances will be considered for re -sit
examination and students failing to undertake re -sit examination
will have to repeat the course.

Students, who absentthemselves from courses for prolonged period
of time, must understand that they cannot redeem their prolonged

absence by claiming mitigating circumstances and such students
will be required to retake courses at the first available opportunity.
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Note: Students are required to use mitigating circumstance form
available with the student portal to file their appeal for
consideration of mitigating circumstances along with necessary
documentation.

Plea For Consideration Of Mitigating Circumstances For Fi nal
Examination (First Sit)

If a student is unable to take a scheduled first sit examination due to
sickness, accident, death in family, or an official outstation trip a
telephonic intimation of the circumstances must be made, by the
student, his friend or relative before or on the day of the
examination prior to its commencement to the Administration

Department. A medical certificate attested by ministry of health,

documentary evidence of the circumstances affecting the student
must be submitted within 2 working days of conduct of the
examination. In case of an official out station trip, a proof has to be
submitted to the SUC which includes copy of passport, air ticket and
a letter from the company. Appeals after the expiry of 2 working

days deadline will be considered as time barred.

Plea For Consideration Of Mitigating Circumstances Will Be
Forwarded To Head - Admin & Examination Department Along
With Necessary Documentary Evidence

The Head 0 Admin & Exam Department along with REGISTRAR
based on their best judgment will decide whether to accept or reject
such an appeal. The decision of the Head - Admin & Exam

department in this case cannot be challenged or subject to review.

Students must understand that successful consideration of appeal
will result in their taking the re -sit examination for a course on first
sit basis. Such students will forfeit the rights of a re-sit examination.

No mitigating circumstances will be considered for re -sit
examination and students failing to undertake re -sit examination
will have to repeat the course.

Students, who absent themselves from courses for a prolonged
period of time, must understand that they cannot redeem their
prolonged absence by claiming mitigating circumstances and such
students will be required to retak e courses at the first available
opportunity.

Page 113 of 607




SKYLINE UNIVERSITY COLLEGE

22

S\ ERRS OF ACADEMIC EXCELLENCE

MITIGATION POLICY TO EXCUSE THE ABSENCE OF STUDENTS THAT
RESULT FROM THE FOLLOWING CAUSES ONLY

Accident

In case of death of Immediate Family Member
Hospitalization

Religious

Note: Student is required to use mitigating circumstance form available in the
portal to file their appeal for consideration of mitigating circumstances along
with necessary documentation.

ACADEMIC INTEGRIT Y [BBA & MBA|]

i. Procedures And Disciplinary Actions  For Plagiarism And Other
Academic Offences

The following are the academic offenses recognized by the SUC andcould
have been committed at any level of BBA program and for all academic
activities including assessments, midterm and final examination.

1. Plagiarism

a. Paraphrasing materials or ideas of others without identifying
the sources.

b. Using sources of information (published or unpublished)
without identifying the source.
Directly quoting the words of others without using quotation
marks or indented format to identify them.
Detection of such plagiarism based on plagiarism software is
also included.

2. Presenting False Credentials

Is an act of submitting misleading certificates / documents /
information like presenting false medical excuses; change of identity;
presenting falsified certificates.

3. Cheating

a. Using material not permitted by the faculty during exams,
including stored information on electronic devices.

b. Copying answers from another student on exams or
assignments.
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Altering graded exams or assignments and submitting them
for re-grading.

Submitting the same paper for two classes.

Altering exam answers and requesting that an exam be re
graded.

Cooperating with or helping another student.

Fabricating information such as data for a computer lab exam.
Other forms of dishonest behavior, such as having another
person take an exam in your place.

4. Facilitating Academic Dishonesty

a. Allowing another student to copy an assignment or problem
set that is supposed to be done individually.

b. Allowing another student to copy answers during an exam.

c. Taking an exam or completing an assignment for another
student.

5. Collusion

a. Is an agreement between two or more persons when not
allowed.

b. The work that has been done with others is submitted and
passed off as solely the work of one person.

c. Working with oth ers without permission from your faculty to
produce work which is then presented as your own
independent work.

6. Fabrication of Data

a. The falsification of data, information, or citations in any formal
academic exercise.

b. This includes making up citations to back up arguments or
inventing quotations. Fabrication predominates in the natural
sciences, where students sometimes falsify data to make
experiments "work". It includes data falsificatio n, in which
false claims are made about research performed, including
selective submitting of results to exclude inconvenient data to
generating bogus data.

Deception
Providing false information to faculty concerning a formal academic

exercisei e.g., giving a false excuse for missing a deadline or falsely
claiming to have submitted work.
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Sabotage

Acting to prevent others from completing their work. This includes
cutting pages out of library books or willfully disrupting the
experiments of others.

All th e above defined academic offenses should be reported by the
concerned faculty to the Dean. The Dean in consultation with
Registrar & Head & Admin & Exam Department will decide on the
action to be initiated against the student. The following is the normal
flow of such a process.

ii. Inquiry Case Of Suspected Academic Offenses (As Defined Above)

1. When a student is suspected of academic offenses, the Administration
and Examination department arranges an investigatory interview by
an investigating team appointed by Dean. The minutes are recorded
by a member of the investigating team.

. The allegation is fully explained and the student is allowed to have
his/her say to defend himself / herself and explain the situation.

. The investigating team will submit its recommend ation along with the
minutes of investigation interview to the office of Dean &
REGISTRAR

. The Dean in consultation with  REGISTRAR& Head & Admin & Exam
will advise appropriate action, based on recommendation of the
investigating team. The decision of the Dean cannot be challenged or
reviewed
Unfair means students will not be included in the toppers or Founder
President list.

iii. The Following Are The Courses Of Action That May Be Recommended
Based On The Severity Of Offense:

1. A strict warning to be issued to the student against committing
academic offense in future and impose deduction of marks on the
piece of assessment excluding midterm and final examination.

Record a mark of zero for the piece of assessed work or examinations.
Record a mark of zero for every assessment made within the course.
Record a mark of zero for every assessment mode for all courses
during the concerned academic year.

Debar from the University for the concerned academic year. Allow no
re assessment or Recourse and no refund of tuitio n fees.

Debar from the University. Allow no re enrollment and no refund of
tuition fees.
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f. APPEAL AGAINST MARK S/ GRADES AWARDS [BBA & MBA]
i. Grounds Of Appeal

The student may appeal ONLY against the marks/grade awarded in a
course under the following circ umstances.

Procedure is not in accordance with the current approved regulations.
Material and significant administrative error has taken place.

Unfair discrimination

Inconsistency of the decision

Disagreement with marks or a grade cannot itself constitute ground
for appeal.

It is important for students to understand the status of numerical
marks/grades assigned to pieces of work. Assessors make their judgments
on individual student performance within the assessment regulations of a
program which outline the objectives of study and standard to be obtained.
Assessment is a matter of judgment. Academic judgments of this type
cannot in themselves be questioned or over turned.

Time Duration of Appeal

An appeal must be logged with the office of Head - Admin & Exam
department within five working days of communication of a result. The
appeal addressed to the Head - Admin & Exam department must be in
form of written letter explaining 0 the appellants, case and highlighting the
grounds on which the appeal is being made. Documentary evidence if
available must be enclosed to support the appellant's case.

1. Appeal Hearing

When there are sufficient grounds for an appeal the arrangement is
done to call for an appeal board.

Appeal board will consist of:

a.Head 0 Adm in & Exam Department
b.Dean

Cc.REGISTRAR

d. Advisor/ Mentor

e.Recording Secretary

At least three members are required to be present to constitute forum
for a board. The student will be allowed to present his case. The board
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will communicate though the chair the decision of the appeal board in
writing to the student. Decisions of the appeal board cannot be
challenged or subjected to review.

g. PREPARATION OF TRAN SCRIPT AND AWARDS [BBA & MBA]
i. Transcripts

Transcripts can be issued only after marks/grades have been ratified by
subject/award board of examiners. Normally transcripts will be issued after
the end of each academic year to students.

Transcripts can however be issued at any time on requests received from
students on payment of necessary fees. Such traacript will be termed as
INTERIM TRANSCRIPT and provide details of academic status as on date
of receipt of request for transcript.

Awards

Examination Department will make arrangements to process Bachelor/
Master Degree awards once confirmed by an award board and will
normally be available for collection by graduates within one month of
confirmation of an award.

The awards will be awarded in a presentation ceremony which will be held

ONCE in one academic year. Students qualifying for awards at a time other
than the graduation ceremony may collect their awards from the
examination office.

h. COMPILING, RATIFICATION OF RESULTS / AWARDS BY AWARD
BOARD [BBA & MBA]

i. Compiling Of Results
Results submitted by faculty members for individual courses are presented
to subject board of examiners for ratification after every semester after
verification by the examination office.

Award Board

An award board of examiners will normally cons titute of the following
members:
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Dean -

Registrar

Head - Admin & Exam department

Course teacher

Recording secretary 8 Normally from the examination department to
record minutes

Award board will be held after the finalization of results for courses at the
end of each semester. The board besides ratification of course results
reservesthe right to condone failures based on recommendation of subject
tutors and members present. The condonement if any recommended and
agreed to by a award board cannot be subject to review or challenged. All
deliberations in a award board must be recorded (minutes). Chairs action
will ratify results after re -sit assessments based on the recommendation of
the initial award board.

Award board of examiners will normally ¢ onsist of the following members:
1. Dean
2. Registrar
3. Head 8 Admin and Examination department
4. Student Counselor
5

Recording Secretary 8 normally from the Examination Department to
record minutes

At least six members besides the chair are required to be present to
constitute a quorum for award board of examiners meeting.

The award board of examiners based on the academic profile of students
presented to it will decide progress and awards as per the progression and
award policies of the SUC.

The award board reserves the right to recommend and implement extra
ordinary progression rules if it deems ne cessary in the best interest of the
student.  Such actions of the award board cannot be reviewed or
challenged. Chairs action will ratify progression after re -sits based on
recommendations of the initial award board.

i. PUBLICATION OF RESULTS
i. At The End Of The Each Semester

First sit and re-sit results will be made available to students in the form of
grade report every semester after ratification by award board of examiners.
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First sit results will notify re -sit examination dates for students eligible for
re-sits or undertaking grade improvements (grade D ONLY).

The result will highlight marks and grades obtained in course/s and
students grade point average at the time of declaration of results.

At The End Of An Academic Year

First sit and re-sit results in the form of grade reports will be published at
the end of academic year after ratification by award board of examiners.
First sit results will notify re -sit examinations dates for student eligible for
re-sits or grade D students wishing to undertake grade improvements.

The result will highlight marks and grades obtained in courses, cumulative

grade point average at the time of declaration of results. Student's
progression and/or award status as recommended by the award board of
examiners will be communicated to students through a letter by the
examination department.

Publication Of Results For Short/Unscheduled Courses

Results for short course/unscheduled courses will be submitted by faculty
to the examination office within one week of conduct of fi nal examination.
Head - Admin & Exam department in consultation with Exam board will
ratify the results. The Board reserves the right to condone failures in
consultation with the facu Ity who has taught the course.

This condonement privilege of Board cannot be reviewed or challenged.
Results for short/unscheduled courses will be published within 10 days of
conduct of an examination and will be made available to students in the
form of grade report. A copy of result will be provided to the
administration d epartment to personally call and advise the students.

j. REVIEW OF EXAMINATION GRADE

The Dean and Registrar will examine the accuracy of the examination results
before its publication.

i. BBA
1. Graduation Requirements

A Student will be awarded the Bachelors Degree upon fulfilling the
following requirements:
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The successful completion of 120 credit hours

The number of credit hours as specified in the field of
major

Achievement of CGPA not less than 2.00 in the following:
Overall, in the 120 credits earned

Spedally, in the courses of chosen major area

Importantly, in each Capstone course [C Grade]
Recommended for graduation by the University Faculty
and Administration

. Graduation Honors

Upon meeting the BBA Program graduation requirements, those
students who have exhibited academic excellence will be awarded
designations to indicate that they have graduated with honors. To be
eligible for these honors, a student must have a Cumulative Grade
Point Average (CGPA) on credits earned at Skyline University College
as per following:

Cum Laude An average of 3.5 or higher
Magna Cum Laude An average of 3.7 or higher
Summa Cum Laude An average of 3.9 or higher

. Graduation Ceremony

a. Students who successfully complete the degree are
awarded their Bachelors degree during the graduation
ceremony.

The students are required to fill the graduation
applications along with fee as applicable.

The graduation applications are then sent to the
Examination Department for preparation of degree.
Administration prepares the list of students who have
successfully completed the degree.

Administration arranges the degree according to the list
and the students are given a graduation number according
to the list.

The same is handed over to the student during the
ceremony.

Attestation chip fees is applicable

Graduation fee as applicable by Finance department
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. Graduation Requirements

A student will be awarded the Masters of Business Administration
degree upon fulfilling the following graduation completion
requirements:

. Successful competion of 36 credit hours
. Achievement of overall CGPA not less than 3.0
Achieving minimum B Grade in Capstone Course.
Recommendation for Graduation by the SUC Faculty and
Administration
. Graduation Honors

Upon meeting the MBA Program graduation requiremen ts, those
students who have exhibited academic excellence will be awarded
designations to indicate that they have graduated with honors. To be
eligible for these honors, a student must have a Cumulative Grade
Point Average (CGPA) on credits earned at Skyline SUC as per
following:

Cum Laude An average of 3.5 or higher
Magna Cum Laude An average of 3.7 or higher
Summa Cum Laude An average of 3.9 or higher

. Graduation Ceremony

a. Students who successfully complete the degree are
awarded their Masters degree during the graduation
ceremony.

The students are required to fill the graduation
applications along with fee as applicable.

The graduation applications are then sent to the
Examination Department for preparation of degree.
Administration prepares the li st of students who have
successfully completed the degree.

Administration arranges the degree according to the list
and the students are given a graduation number according
to the list.

The same is handed over to the student during the
ceremony.

Attestatio n chip fees is applicable

Graduation fee as applicable by Finance department

XII. ACADEMIC ADVISING & MENTOR

a. ACADEMIC ADVISING[BBA]
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SUC has an effective academic advising scheme that has helped the academic
performance of students in the past. The objective of academic advising is to help

students achieve a higher degree of academic performance through the processes

of planning and development of their study, growth, and a career that would

lead to a prosperous future, while they are studying in SUC. A facul ty member

of SUC, who has the <c¢cl osest expertise rhe |
study, is assigned to the group of st ud en
assigned to an Advisor at the time of admission. The advisor provides the

student with info rmation about courses, accessing University facilities and

academic support units, and guidance on how to perform better in their courses

and programs of study.

The following are the goals of the Academic Advising:

Monitoring the progress of the student s continuously.

Implementing and communicating information about academic policies,
procedures and graduation requirements.

Assisting students in clarifying their academic goals and objectives.
Providing individual and/or group advising opportunities t o0 assist
students in achieving academic success.

Making referrals and directing students to appropriate academic support
units and resources.

Demonstrating a high level of professionalism and consistently maintaining
confidentiality in advising/ counseli ng matters.

5% of attendance is reserved to the academic meeting with the advisor

Studentsd Rights
Students will have the right of timely access to an assigned advisor, the
right to receive pertinent and accurate information as needed for academic

and career planning and the right to make their own decisions.

Student s® Responsibilities

The following are the responsibilities of the students to make the scheme
work effectively for their optimum benefit:

1. Make an effort to get to know their advisor.

2. Maintain an academic advising and career-planning file.

3. Know the degree requirements and other relevant academic policies
and procedures.
Complete academic requirements in a timely manner.
Initiate timely career and academic inquiries and discussions with
advisor.
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Make regular progress in appointments and also meet advisor for
assistance when questions or problems arise.
Prepare a list of questions or concerns prior to meeting with the
advisor.
Be considerate to the advisor aed schfpdu
arrive promptly.
. Take responsibility of their decisions.
. Provide regular feedback of Academic Advising scheme and the
advisor.

iii. Student Feedback
60% attendance is required for the feedback.
ACADEMIC MENTORING [ MBA]

SUC has an effective academic metor scheme that has helped the academic

performance of students in the past. The objective of academic mentor is to help

students achieve a higher degree of academic performance through the processes

of planning and development of their study, growth, and a career that would

lead to a prosperous future, while they are studying in SUC. A faculty member

of SuUC, who has the <closest expertise rfel ¢
study, is assigned to the group ofignedt udefpt s
to Mentor at the time of admission. The Mentor provides the student with

information about courses, accessing SUC facilities and academic support units,

and guidance on how to perform better in their courses and programs of study.

The following are the goals of the Academic Mentor scheme:

Monitoring the progress of the students continuously.

Implementing and communicating information about academic policies,
procedures and graduation requirements.

Assisting students in clarifying their academic goa Is and objectives.
Providing individual and/or group advising opportunities to assist
students in achieving academic success.

Making referrals and directing students to appropriate academic support
units and resources.

Demonstrating a high level of prof essionalism and consistently maintaining
confidentiality in advising/ counseling matters.

5% of attendance is reserved to the academic meeting with the mentor

MBA Academic Mentor Process

Each student will be assigned a Mentor by the Dean. The student will meet
with his/her mentor to develop a plan of study based on their prior
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education and work experience, career goals, and individual needs. The

mentor will assist the student in assessing whether he/she has met the

prerequisite course requirements to be fully admitted to the program or

needs to complete additional coursework prior to full admittance. The

resulting academic plan will be submitted to the Dean for approval /

disapproval. After approval, the student will receive a copy of the approved

plan o f study and a copy will/l be placed i
reference.

Studentsd Rights

Students will have the right of timely access to an assigned mentor, the
right to receive pertinent and accurate information as needed for academic
and caree planning and the right to make their own decisions.

Student sd Responsibilities

The following are the responsibilities of the students to make the scheme
work effectively for their optimum benefit:

1. Make an effort to get to know their mentor.

2. Maintain an academic advising and careerplanning file.

3. Know the degree requirements and other relevant academic policies
and procedures.
Complete academic requirements in a timely manner.
Initiate timely career and academic inquiries and discussions with
mentor.
Make regular progress in appointments and also meet mentor for
assistance when questions or problems arise.
Prepare a list of questions or concerns prior to meeting with the
mentor.
Be considerate to the advisords schjjed:!
arrive promptly.
Take responsibility of their decisions.
Provide regular feedback of Academic mentor scheme and the
mentor.

iv. Student Feedback

60% attendance is required for the feedback.
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XII. RESPONSIBILITY OF THE STUDENTS [BBA & MBA]

Students shall conduct themselves with reasonable consideration for all other
persons within the SUC.
Students shall not indulge in any behavior likely to bring the SUC to disrepute.
Students shall comply with any reasonable instruction issued by any member of
staff of the SUC.
No student will tender false or deliberately misleading information.
Male and female students are not allowed to move together or sit together in
class rooms.
A student shall not use, or incite others to use physical violence while in the SUC
premises.
A student shall not damage, threaten to damage or incite others to damage any
equipment or property of the SUC while on premises.
Students shall comply with the fee policy of the SUC.
Students shall comply with all regulations pertaining to the use of lib rary and
other SUC facilities.
No student shall create excessive noise, write on walls, make rude remarks, and
use abusive or unreasonable behavior in the SUC premises. Violators will be
suitably punished.
Malicious or willful damage to SUC property or the property of any student or
member of staff will lead to severe disciplinary action.
Students are supposed to switch-off pagers and mobile phones in the classrooms
and handover to the security before entering for examinations.

. Students should adhere to the class timings as per the rules & regulations in
force.
Smoking is prohibited in SUC as per the UAE Law. Any violation will lead to
fines.
Chewing of tobacco or any other form of betel etc is prohibited. Anyone found to
be violating this will be penalized.
Writing & drawing on desks is strictly prohibited. Any violation will lead to
fines.
Eatables & drinks are allowed outside the SUC building or in the cafeteria only.
Students using bus should strictly comply with the rules and regulations of
transport.
Students shall not litter or throw rubbish. A littering fine as per fees applicable is
imposed on violations.
Students shall not remove, deface or damage the premises, equipment or
property belonging to the SUC.
Students will be required to make good, in w hole to the satisfaction of the
Management of the SUC, any damage caused to the SUC property.
The SUC accepts no responsibility to any private property being lost or damaged
in the SUC premises.
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. Students bringing vehicles shall observe carparking regulati ons in force as well
as the speed within the college boundaries.
Students are not allowed to bring their friends / outsiders (except parents) to the
SUC. In case of emergency they may contact the Administration Department for
approval.
Student must carry their SUC Identity Card when they are inside the campus.
Playing cards in any form in the SUC campus is strictly prohibited.

STUDENT DRESS CODE

Students are required to be dressed formally and follow dress codes in conformity with
norms of civil society i n the United Arab Emirates and particularly that of the Emirate of
Sharjah. Personal hygiene is essential and requires continuous attention. Hair must always
be well groomed. Short pants and short sleeves are not allowed as per the Sharjah law and if

found, the student will be asked to leave the SUC.

XIV. SERVICES PROVIDED TO STUDENTS [BBA & MBA]

a. lIdentity Cards
Students are issued with a SUC ldentity card according to their admission status
(Provisional / Confirmed). Students need to carry their Ident ity cards all the time
while being in the SUC Campus. Identity cards will be checked randomly.

Admission Letters & Invoice

Once t he student 0s admi ssi on i s confi
Admi ssiond & ©O6lnvoicebd. St u d eacnordeg to e d
Invoice issued.

Class Details
Details of the classes along with the students list will be displayed on the notice
board on the first day of the class.

Schedules

Class schedules along with the class room number will be uploaded in student
portal. The same will be displayed on the notice board as well. Assessment
schedules along with the Mid Term & Final examination dates will be announced
within 2 weeks from the start of the class and will be displayed on the SUC
website & Student portal. No information on the above will be provided through
Tel ephone. The O6How to access student
the students during 1st week.

Portal ID
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Every student is issued a portal ID and password through which they can access
their class attendance, assessments and the results online. The academic profile,
Academic Advisor and the events of the SUC can also ke accessed through the
portal.

Lockers

Lockers are where the students can keep their respective belongings and the keys
will be issued to the students through the sports department. Students leaving
the SUC due to cancellation, transfer to other institution or graduation are

requested to return the key to the concerned person.

Lost and Found
Lost and found items will be kept in Administration Department; Students are
encouraged to report of any missing items as soon as possible.

Mail Services
All the mails addressed to the students are kept in the Administration
Department. Students are requested to check their respective nails weekly.

Parking [Campus]

Students who use their own transportation are requested to collect the car
stickers from the Administration Department. Students are requested to park
their car on their designated area without blocking other cars. Students are urged
to drive slowly and cautiously when entering and leaving the premises. Students
who wish to use the college transport are requested to register with the Finance
Department.

SMS Services
The administration also provides SMS services to inform the students of any
emergency needs that might arise.

Wireless Services
Wireless services are activated in the campus for accessing the internet services.

Online Services
Students can avail the online services for their various requests.

. Mosque and Prayer Rooms

Prayer room including ablution is located in the First Floor for men and women
separately.

Common Room
Common room is designated to students for the celebration of birthday or for
conducting rehearsals for any upcoming events.

Plasma Electronic Di splay
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A plasma monitor is placed in the campus premises for the updates about the
campus activities.

Bulletin Boards

Bulletin boards are available at Skyline SUC for posting informational notices.
Student Counseling Office is responsible for updating th e bulletin boards.
Notices may only be displayed on designated bulletin boards and for a period of
time. No notices may be posted on glass doors or building walls.

Help Desk
A friendly staff member is assigned to help new intake students to be of
assistarce with regards to the campus whereabouts.

XV.  SERVICES ON THE PORTAL [BBA & MBA]
Student can login the SUC Portal for the following:

To check the courses which enrolled / are currently pursuing, etc.
To access assessments
To check attendance
To check / download the study materials
To E-hall ticket
To give Feedback
For checking the Examination Schedule
For Mid -term Exam score
To view Academic profile
To Contact Advisor
To Check the University Mails
GPA Calculator
. Online requests
To check available coursesin the next semester
To Check / generate class schedule
p. To request letters

a.
b.
C.
d.
e.
f.

g.
h.
i.

j-

k.
l.

m
n.
0.
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. COMPUTING DEPARTMENT POLICIES
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WHOM TO CONTACT LIST

Overall Department In -Charge Mr. Firoj Kumar Rauta

Printing and photocopying Mr. Raja / Mr. Anish Chacko

Mr. Anish Chacko / Mr.

Computer labs Firoj Kumar Rauta

Mr. Anish Chacko / Mr.

Internet access in labs and library Firoj Kumar Rauta

Mr. Anish Chacko / Mr.

Multimedia facilities in class room .
Firoj Kumar Rauta

Usage of internet policy Mr. Firoj Kumar Rauta

Ms. Meena Krishnan / Mr.

Student portal/Website Firoj Kumar Rauta

Mr. Anish Chacko / Mr.

Email account and access .
Firoj Kumar Rauta

Mr. Anish Chacko / Mr.

Networking and intranet facilities Firoj Kumar Rauta
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l. INTRODUCTION

The Computing Department provides information technology (IT) resources to the
SUC community. The departmentodos aktWeb,i ti e
Mail, Data and File Servers to provide fully automated and efficient Portal services to
faculty, staff & students. The department is also responsible to maintain and ensure
smooth functioning of classroom IT resources. The Computing Department ai ms to
provide accessible and reliable administrative information systems to support
operational decision-ma ki n g, pl anning and analysis.
strategic plan to serve the various users of SUC effectively an indigenously
developed Campus ERP is installed to facilitate smooth flow of information between

and within departments so as to enable effective flows of communications between
faculty, staff & students of SUC. The Computing Department provides students,
faculty, and staff of SUC access to information technology services. The Department
strives to provide an environment which the students, faculty and staff can use
information technology resources for instruction, research and administrative
operations.

GOALS

a. To plan, design, develop, procure & maintain adequate technological support
for smooth operation as per SUCOGs strat g

To develop and implement ERP that enables data management through
collection, compilation, integration, analysis & dissemination of information.

To provide prompt interactive online services to users of SUC.

To provide training and development to the faculty, staff & students about the
use of technological resources.

To ensure optimal use of information technology resources, maintain adequate
databank of current and prospective users of the portal.

To secure the computing network from outside intrusions and maintaining
regular data backup.

To assist marketing department in increasing the visibility of SUC locally,
regionally and internationally.

1. STRUCTUR E OF COMPUTING DEPARTMENT

The Computing Department of SUC is managed by the Head Computing
Department. The Head of the department is involved in the functions such as to plan,
design, develop, procure & maintain adequate technological requirements for
smoot h operation as per SUCGs strategic
number of activities ERP development, user training and updating the software
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requirements. The department also provides online interactive services, collecting
feedback and disseminating to the respective departments.

a. Computing Resource Development Committee

Computing Resource Development Committee (CRDC) is the guiding force for
Computing Department to execute its functions and fulfilling the SUC strategic
plan. Head 8 Computing Department organizes quarterly meeting with the
members of the CRDC listed below. The committee meeting is held to discuss
various issues related to hardware, software, networking, website, portal
services, or any other improvements to cater to the higher learning
environment. CRDC meeting is generally held three times in an academic year
and decision taken are implemented by Computing Department.

Computing Resource Development Committee consists of the following
members:

i. Dean (or his nominee)
ii. HQA
iii. Head - Computing Department
iv. Nominated Faculty members (BBA & MBA) & maximum of three
v. Head - Finance Department

c. Computing Departmentds Organizing Chart

Computing Development Committee (CDC)

Head - Computing
Department

| L] 1 | 1
Technical Programmer Graphic Student
Assistant g Designer Trainee
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V. SERVICES PROVIDED

a. FACILITIES

At SUC, the Computing Department is responsible for providing technolo gical
services in the form of hardware, software & web services to the faculty, staff
and student. The computing service aims at collecting data, analyzing and
disseminating information to help various users to optimally utilize the
information to accompli sh their respective objectives. Following are the
facilities and services provided by the Computing Department:

i. Computer Labs
The SUC has three computer laboratories with around a total of 122
computers with different configurations to match the requireme nts of the
curriculum. A total of 170 System are managed by Computing
Department with the help of technical assistant. All the computers have
multimedia with internet facility. The computers in the lab are regularly
updated for uninterrupted access by the students.

Audio -Visual Equipment In Class Room

SUC has 27 classrooms that are equipped with audio visual equipment
and Internet connections. Classrooms multimedia resources are adequate
to use online / offline resources for imparting knowledge and conduct ing
various exercises to enhance the learning process. It is also used to enter
online attendance so that transparency can be maintained. Access to
portal and study material upload can be used for the benefit of the faculty
and students.

Printing & Photoc opying Center

The SUC has two heavyduty photocopiers and printers to serve students
in taking photocopies, color printing and color scanning all study material
which is required for enhancing their learning outcome.

b. SERVICES

i. Software Centre
Software center is controlled by the Computing Department which is
responsible for developing in house software as per the requirements of
various Academic and Academic Support Services departments of the
SUC. They also take care of portal services of the SUC.
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Management of Website

The Computing Department manages website that provides web services
to the various department of SUC and academic to display information to
the SUC community.

Technical Services
The Computing department understands the individual requirem ents of
the faculty, staff & student and provides updated resources time to time.

Internet Services

The internet facilities are connected with 40 Mbps fibre optics connections
to provide adequate speed for accessing internet services throughout the
campus. The internet facility is provided free of cost to its users from 0930
till 2200hrs, which enables the students to get global information from a
worldwide network. In addition to this an internet based Mail Server that
offers mail services, and an internet based Web Server.

SUC Email Account
The Computing Department provides each faculty and staff at the SUC
with an email account for official correspondence.

Students Portal Email Accounts
Each student is issued a unique Email ID for correspondence with t he
university.

Networking & Intranet Services

The Computing Centre network is powered by high -speed fibre
backbone. On this backbone a FileServer is connected, which enables the
faculty & students to post their study materials on internal server and
store their important data and files in safe place.

Portal Services

Students are given access to the portal services which enables them to get
information about their attendance, grades, online appointment,

registering online suggestions & complaint, HR servi ces. Students can
download CDP & study materials, accessing online e-database/e-books,
online request system, online department feedback can track student
progression, class schedule, advising, courses enrolled for & results etc.,
and the students are isswed individual username and passwords for using
this facility.
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ix. Timings & Access to Computing Labs
The Computer labs are available for access from 0930hrs to 1330 hrs and
from 1700 hrs to 2200hrs on working days.

V. POLICY AND PROCEDURES

a. COMPUTER AND NETWOR K USAGE POLICY
The purpose of the computer and network usage policy is develop & maintain
IT infrastructure that supports the mission of the SUC in teaching, learning,
research and support departments to extend services to the SUC community.
This usage policy codifies what is considered appropriate usage of computers
and networks within SUC and determines the rights and responsibility of the
users and the Computing Department.

i. Procurement Of Hardware & Software
SUC procures only authorized licensed hardware and software from
certified vendors.

Responsibility While Using SUC Information Resources

SUC community users must respect the rules & regulations of Computing
Department. This is important to optimize the computing services
provided.

1. Modification or R emoval of IT Equipment
Users must not attempt to modify or remove computer
equipment, software or peripherals that are installed by SUC
without proper authorization.

Encroaching On Others' Access And Use

All users must use only their personal id and passw ords. Any
unauthorized accessing means of accessing SUC's computers,
networks or other information technology resources is liable for
disciplinary action.

Email
Sending chain-letters, unsolicited bulk electronic mail either
locally or off -campus is prohibited.

Repro-graphics
SUC users are requested to use printing and photocopy in a
rational manner to adopt eco-friendly approaches.

Unauthorized Or Destructive Programs

All computer users of SUC must not intentionally develop or use
programs which may disr upt computer networks. The use of any
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unauthorized or destructive program may lead to disciplinary
action.

Unauthorized Access
Computer users must refrain from seeking to gain unauthorized
access to information resources or enabling unauthorized access.

Reporting Problems
SUC users are requested to report any defects discovered in the
system or system security.

Password Policy

Users are requested to avoid misuse of personal email id, portal,
class room & ERP id. Users are requested to change their
password at regular intervals. If the user is not changing the
password within 30 days the system will force the user to change
the password (Password must be minimum nine characters with
first letter capital followed by any four alphabetic and numeric
characters each).

Usage
Computer services must be used only for academic purposes.

. Monitoring

Computing Department technician reserves the right to examine
all data stored in the machines with Internet connection to ensure
compliance with all regulations and poli cies are followed.
Network / system administrator may review files and
communications to maintain system integrity and ensure that
students are using the system responsibly.

b. INTERNET AND WI -FI POLICY
Faculty, staff and student of the SUC are provided with User ID and password
which enables them to access computer resources.

i. Academic Use
Internet resources are made available to students to support their studies.
It is inappropriate for students to use these resources for personal gains.

Authorized Access

Faculty, staff and students are provided with the computer resources. All
computers (PCb6bs and Notebooks) [

Ethernet and / or Wireless Local Area Network (WLAN). The SUC

Internet service is accessed via a Cyberoam Firewallwhich monitors sites
and restricts those which may be in breach of the following rules:
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Each student can gain access to internet access with data transfer
facility to a maximum limit of 20 GB every month for academic
purpose. On reaching the maximum limit the student may avail
additional data transfer limit with the permission of Head
Computing Department.

Each user issued with a unique id and password to use internet
facility.

The students can also access the SUC Wi network within the
campus from their personal
Laptops/iPhone/iPad/Blackberry/Tablets etc.

Improper use of SUC network by any student will be subjected to
the SUC disciplinary action.

The SUC management reserves the right to withdraw certain
Internet sites and services for any reason and mayfrom time to
time gain access to the search history of individual information
may be used as evidence in disciplinary or legal proceedings.

SUC does not i nstal/l j ammer s, r oot :
policy however students are requested to use mobile phones
judiciously without disturbing the proceeding of the class /
learning environment of the SUC.

Students Internet Usage

Internet facility is provided to the students only for educational purpose.
The following policy require strict adherence. Any infr action thereof
could result in disciplinary action as per SUC policy & such users will be
debarred from use of the information technology services of SUC.
Unacceptable conduct includes the following and liable for disciplinary
action:

Users who engage in:

1. The site falls under the prohibited content categories of the UAE's
internet access management policy.

2. Obscene & criminal activities which are against the local laws and
abusive in nature to gender, race, religion & community.
Misrepresenting themselves or needlessly revealing their email
address, personal contact information, financial information or
phone / mobile / fax numbers of oneself, fellow students,
colleagues or SUC in any of the web registrations, email or chat.
Blogging, posting anonymous messages, accessing or exploring
on-line locations and instant messaging or downloading any
music videos, movie trailers or videos of any type or violating
copyright law including unauthorized downloading of software
from the Internet, including games, music files or commercial
screensavers.
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Downloading / transmission of any material violating any

national or international law or SUC policy, this includes, but is
not limited to, copyrighted materials, licensing agreements,
threatening materials, materials protected by trade secret or
educational material.

Commercial activities, productive advertisement, political issues,
gambling, coaching, observing or using internet for personal
financial or commercial gain or falsifying permission,
authorization or identifica tion documents or do commercial
activities including purchasing products or services through
internet.

Intentionally wasting finite resources, e.g., on-line time,
unauthorized chatting etc.

DISCIPLINARY ACTION

Students who fail to comply with the code of conduct in using computing
resources will face the disciplinary action as follows depending on the severity
of offence:

Verbal Warning

Written warning (Maximum 2)

Depriving from privileges

Temporary suspension for more than 7 working days
Temporary for o ne semester

Permanent expulsion from SUC

The disciplinary action may also include the replacement of the component or
pay the cost of the damaged component to SUC.

POLICIES ON BACKUP

SUC has a backup policy to prevent loss of any crucial information. Due to
uncertain events such as system break down, damages etc. SUC maintains
regular backups which are collected on regular intervals as follows:

Daily data backup: Daily backup is maintained from the servers at the
end of working hours on each day

Weekly data backup

Data backup at the end of each semester

Backup data is stored within in the campus, off -campus site in data
Centre and one copy stored in the bank locker.
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SECURITY SYSTEM

The SUC computing services is well secured with the help of server
management, CCTV cameras (maximum one month backup of all the cameras),
and firewalls & anti viruses and is updated on regular intervals.

Online Social Media & Website Updates

The SUC computing services will update all the academic & academic support
related events in the social media sites as well as website for preevents and
post events write up of maximum of 250 words indicating the purpose, the
activity and the outcomes (including the technical visit, field visit and other
achievements by the faculty, staff & students)

VI. RESOURCE ADEQUACY
a. INTERNAL INFORMATION RESOURCES

The computing system adequacy for hardware & software requirements is
carried out to proper needed based analysis from the student, staff & faculty on
an annual basis. The need is asessed on the following review:

i. Feedback From Student, Staff & Faculty
The RAF is used towards assessing the requirement of the followings:

Adequacy of Hardware in terms of numbers

Adequacy of Peripherals/Accessories

Adequacy of Technical Assistants

Adequacy in terms of Knowledge of Technical Assistants

Adequacy in terms of Internet Speed and Availability

Adequacy in terms of Application jSof
Adequacy in terms of Research/ Anajjl yt

The RAF form is a mandatory tool, to be filled in by u sers: Student, staff
& faculty. The quantitative data is analyzed and is a valuable source for
assessing the adequacy requirement as per the needs of the
department/users. Any necessary changes are implemented based on
the feedback from the RAF.

Refer RA- enclosed in Appendix A.

Closing Reports Of Previous Academic Year
The suggestion and recommendation of the closing reports are taken

into consideration for assessing the next years computing resource
requirements.
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Program Review Committee (PRC)

Suggestions and recommendations of PRC committee will be taken into
consideration to prepare the computing resource adequacy
requirement.

SUC Strategic & Annual Plan
The computing resource adequacy requirement is drawn from the
strategic plan and aims at meeting the annual plan requirement.

Academic Committee

Suggestion and recommendations of the academic committee during
the academic session are incorporated while making procurement of
hardware and software on contingency basis. Any long term
recommendations are incorporated in the annul plans of adequacy plan.

Departmental Requirements

Suggestion and recommendations of the respective department during
the academic session are incorporated while making procurement of
hardware and software on contingency basis. Any long term
recommendations are incorporated in the annul plans of adequacy plan.

Enrollment Data

The enroliment data is important to plan the hardware and software
requirement for the academic year so that the needs of the academics
operation are completely met. It acts as main source adjusting the
procurement depending on the variation in student enrollment. Any
deviation in terms of number of enroliments from strategic plan is
immediately acted upon and the requisition process of procuring new
hardw are/software would be decided.

System Audit

Before the start of every semester, a system audit is carried out to
analyze the pitfalls and take proactive actions desired for smooth
functioning of hardware/software resources within the Computing
Department. During this process Head - Computing Department
prepares a list of resources (hardware/software), creates hardware
ageing table, and gives his/her recommendation which forms the base
for acquiring/disposing/upgrading  existing  hardware/software
resources.

Departmental Meetings

Feedback on dayto-day routine functioning of resources is gathered
from intra, internet and telephonic or personal
suggestions/issues/complaint are received to take stock of situation
and initiate corrective measure if required mon thly meeting conducted
to appraise Dean.
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Computing Resource Development Committee (CRDC)

Head 8 Computing Department organizes quarterly meeting with the
following members of the committee viz., Dean two IT faculty members
from BBA, one faculty member from MBA program & Head o Finance.
The above committee meeting is held to discuss various issues related to
hardware, software, networking, website, portal services, or any other
improvements in the SUC to cater to the higher learning environment.
CRDC meeting is generally held three times in an academic year and all
decision taken and implemented by Computing Department.

b. EXTERNAL TECHNOLOGICAL SUPPORT
i. IT Consultancy Firm
SUC has a tieup with external IT consultancy firm which not only
updates the processeqspecified below), but also advises the Computing
Department about the Ilatest technological developments by
demonstrating about the usage of new technology in context to the SUC
environment.

Technological Developments

The latest developments in the field of IT are the other source of
information, which shapes up the new purchase requirements raised by
the Computing Department to remain abreast with the technological

changes in the region according to the academic requirement.

Annual Maintenance Contract

SUC enters into formal AMC with the hardware and software vendors
and consultancy firms.

After getting the information steps to be followed for meeting the requirements:
Current stock assessments (software & hardware)
Identifying the GAPS in availabili ty and requirements
CRDC meeting
Proposal for procurement of hardware and software equipments as per RAF.
Preparation of budget
Sourcing vendors and identifying the suppliers
Tender (calling for the quotation)
Comparing the technical details, services, financial and comparing and
finalizing,
Placing order
Receiving equipment
Barcode and adding to the inventory.
Installation
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VII. RULES AND REGULATIONS
USE OF IT RESOURCES

All SUC IT resources should be used exclusively for the benefit of SUC
community to create an environment of learning and speed of services.
IT resources should not be used for consultancy or commercial projects, unless
a prior permission has been obtained from the Head Computing Department.
All the users should strict ly abide by the below specified guidelines
Do not allow his/her id & password to be used by anyone other than
Computing Department staff.
Do not damage any of the equipment.
Do not download and store culturally undesired/unwanted files in the system.
Do not modify the configuration of equipment, until the permission of
Computing Department staff is obtained.
Do not bring any pirated software and install on any of the workstations in the
computer lab.
Do not hack any site, as this may cause a framing of criminal case against
him/her.
Do not download and install/copy any program from Internet.
Faculty, staff and student must use SUC email, portal account for academic
purpose only.
Do not reveal their user name and passwords to other users.

. Do not jeopardize the work of any other member or the computing network.
Do not modify the network configuration, until the permission of Computing
Department staff is obtained.
The members must abide by the licensing regulations of the software provider
regarding use of the software and payment for it.
The members should take permission prior to downloading and installing any
software from internet. This includes software such as messaging, chat
software, etc.
Do not damage any of the equipment.
Do not bring any eatables or drinks inside the reprographic center.
Students need to obtain coupons to get any photo copies and print outs.
More than 15 pages of a particular book/journal are not allowed.
Students will be provided printing services on first come first serve basis.
Do not use mobile phones inside the classroom & computer lab.

. The students must comply with the instructions from a member of Computing
Department staff.
No eatables are allowed inside the computer lab.
Uses of mobile phones / smoking are strictly prohibited in computer lab.
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Deliberate damage to, or loss of, materials, equipment or furniture is a breach
of these regulations, will brought to the notice of dean. Under such
circumstances the student may be required to pay for any damage to the
property he/she has caused then they should compensate the SUC for any loss
it may have suffered.

The SUC accepts no responsibility for personal property lost or damaged at the SUC premises
including in computer lab.

STUDENT OWNED TECHNOLOGY POLICY

The Computing Departme nt provides information technology resources at SUC to the
students such as portal services and email services. SUC student can use their personal
devices like Laptop, iPad, iPhone, Kindle etc. in the SUC campus as per following guide
lines.

The SUC will provide assistance to on campus students connecting personal
computers to the SUC campus network.

The SUC will not install operating systems or application software on student
systems other than that required to gai
SUC does not take the responsibility of repairing any student owned
equipment, software, or operating system files.

Students are responsible for keeping personal computers virus free. Students
who are knowingly or unknowingly propagating viruses on the SUC network
will be disconnected from the network.

Student should not use the external storage media such as USB/CD/DVD/Pen
Drive etc. on the SUC network without the approval of concerned faculty
member, staff or Computing Department.

Student should not use SUC printing r esources from their personal devices
such Laptop, iPhone, iPad, Blackberry etc. without approval of Computing
Department.

Guideline On SUC Network Usage With Student Owned Devices

a. Acceptable Devices
Students may access the student wireless network with any device with Wi -Fi
(802.11 b/g) connectivity. Students may only access the network with devices
that are their own personal property.

Content Filtered
Access through Cyberoam (as per SUCGOs
will be provided for stu dent owned devices.

Personal Responsibility

The SUC assumes no responsibility for the loss of, theft of or damage to any
personal devices that a student connects to the student wireless network
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through Wi -Fi, wired or any information on that devices.

Seaurity
Students shall not impair the security of the SUC network. This expectation
includes but is not limited to:

i. Students are expected to maintain up to date antivirus and antispyware
protection on all devices that are connected to the SUC student wireless
network. Devices without up to date security programs may be denied
access to the network of SUC.

Students are expected to safeguard all network passwords. Students
should not share network passwords with others and should change
passwords every fortnightly. Students are expected to notify to
Computing Department immediately if they believe their student
account has been compromised.

Students are expected to log onto the student wireless network only
with their account and not to allow others to use their account.

Inappropriate Use
The SUC network is a shared network where all users are obliged to use the
resource responsibly. Students are provided access to the SUC student wireless
network through their personal devices primarily for educational purposes
only. Incidental personal use of the network is acceptable, but students should
not use the network for personal activities that consume significant network
bandwidth or for activities that violate SUC policy or UAE law. These include
but are not limited to:
i. Students are allowed to use only approved online academic/business
games through SUC network.
Downloading software, music, movies or other content is in violation of
licensing requirements, copyright or other intellectual property rights.
Downloading, viewing or sharing inappropriate content, including
pornographic, defamatory or otherwise offensive material.
Conducting for -profit business.
Using hacking tools on the network or intentionally introducing
mal i ci ous code into the SUCOs networ
Conducting any activity that is in violation of SUC policy or UAE law.
Using any software or proxy service
address or the sites that the student visits. Disabling, bypassing, or
attempting to disable or bypass any system monitoring, filtering or
other security measures.
viii. Accessing or attempting to access material or systems on the network
that the student is not authorized to access.
No Expectation of Privacy
The SUC can and does monitor i nternet
network, including but not limited to sites visited, content viewed and email
sent and received. The SUC may examine
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search its contents if there is a reason to believe that SUC policies, regulations,
or guidelines regarding access to the network or use of the device have been
violated.
Disruptive Activity
Students should not intentionally interfere with the performance of the student
wireless network and the SUCO6s overall et
Unauthorized Networks
Students may not create unaut hori zed wirel ess net worfks
student wireless network. This includes establishing wireless access points,
wireless routers and open networks on personal devices.

i. Unauthorized copying computer program(s) from the SUC Computer

System is prohibited.

Consequences of Inappropriate Use
Student s wh o mi suse SUCO s student [ d1 e
discipline which may include loss of access to student wireless or all internet
access and/or other appropriate disciplinary or legal action in ac cordance with
the SUC Policy.

IX. PROCUREMENT FLOW CHART

Fﬁ
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X.  PROCUREMENT POLICY

Computers play a vital role in fulfilling SUC's educational and administrative needs,
and over the years, we have seen a significant growth in the number of computers at
our new campus. However, the resources necessary to support these computers and
keep them working efficiently, basically systems administration, has not kept pace
with the increase in computers and is spread thinly across an expanding number of
workstations. We are putting more computers into service than are being retired and
must work to manage computer procurement thoughtfully if we are to avoid further
widening the gap between support needs and support resources.

Since most computer equipment is considered capital equipment and requires
Information Technology (IT) support, SUC computing department is responsible for
approval and maintenance of all such equipment.

Background and current practi ces
SUC Computing Department recognizes that computers are essential tools for most
forms of administrative work and are being used progressively more for educational

opportunities.  Computers provide an increasingly important means of
communication, analy sis and in providing a vehicle for educators. We therefore
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accept the obligations of providing the institution with access to computers, as well
as carefully stewarglpportgesdbrideS6s computing

Provide a computer that meets current minimum stan dards at the workspace

of every full -time, permanent faculty and staff member. The current

computer standard may vary somewhat by user, based on discipline and

task-specific needs.

Provide computers for other purposes, as needed and as supportable, subject
to fair and impartial review of the needs and the costs.

a. Provide a unified local area network configuration to support all
educational and administrative users with file, print, mail, and
Internet access.

SUC will be making large investment in the interna | local area network, and
as such, it must be protected and access must be limited to those systems and
users that meet predetermined criteria.

a. Providing computers and access to them does not stop with simply
purchasing and delivering the equipment. Provision of access
requires ongoing support for the computer during its use at the SUC.
Computers require continual investment of professional effort, time,
and money in order to keep them performing adequately. The initial
purchase of a computer is a very small portion of its total cost of
ownership. The majority of the expense lies in keeping it functioning
on our network, providing licenses for its software, installing software
upgrades, and providing some level of help to support it and its use.

Resouree constraints dictate that we should facilitate our support
effectiveness through such means as the following:

a. Maximizing system uniformity with standards -based configurations,
purchased from a small number of approved vendors.

b. Sustaining our program by pe riodically upgrading and replacing SUC
owned computers on a reasonable cycle.

c. Ensuring that SUC owned computersfi and their support resourcesii
are allocated to meet needs based

d. There are important parameters affecting the procurement of
computers:

For the computing investment to be worthwhile, the equipment provided
must meet the expressed needs of its user.

Commercial computer software is provided under specific use criteria. SUC
must maintain its values and ethics by ensuring that software used on any
SUC owned computer has been properly licensed.

Unlike some other forms of equipment, computers represent a long-term
resource commitment for administration, technical support, user support,
and continuing upgrades of the ma chines.

SUC Computing Department provides central support of:
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A select number of desktop operating systems Windows 7, XP and above,

Designated computer vendor(s) for each OS (chosen for customer support, technical
design, and value).

Compatibility withSU Cd s net wor k operating system.

Peripheral components that have broad support in the marketplace and that are of
reasonable cost.

Currently, SUC acquires computers through annual budget sources, perhaps, the
exception of the operating budget, there is no formal, central oversight of all of these
purchases or any procedures for considering the impact of the purchase on the
institution.

a. Procurement procedure

It is not the intention of this document to suppress or complicate the
procedure for obtaining additio nal new or used computing equipment. The
process will be a simple one:

Request for IT equipment/software

Any faculty or staff member should request computing equipment through
their department head, chair or committee chair via the purchase requisition
process.

The request should include the equipment/software required, the purpose
for the equipment/software, where the equipment will be located (or who
will be responsible if mobile), the cost via an authorized quote (three quotes
are required for all the purchase items). Please make ensure that delivery
charges are included in your requisition, as well as warranty information.

All of this information needs to be included on the purchase requisition.

After the department head has confirmed that budget is available and
approved the purchase requisition it should be forwarded to the finance
department for approval and making the LPO (Local Purchase Order).

SUC IT approval

Purchasing requires that IT approve the purchase requisition prior to them
issuing a purchase order. After IT reviews the requisition they will either

approve or forward it to Purchasing (stamped approved) or send it back to
the issuer with a reason.
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Equipment from unapproved manufacturers.

Any faculty or staff member, or recognized SUC department may procure
computing equipment from any manufacturer. SUC IT will review the
suitability of the equipment and determine if it is compatible with our
support criteria. Without a review, the equipment will not be connected to
the local area network, nor will a SUC IT systems administrator maintain it.
The group procuring such equipment will have sole responsibility for its
maintenance and operation, and as such should order a minimum of a one
year warranty.

Other considerations

Personal equipment

I Faalty and Staff are not encouraged to bring their own computers to
work for extended time periods. SUC is not responsible for loss or
damage of such equipment or for maintenance and support. The
individual takes full responsibility for such risks.

If a staff member needs to take equipment home in order to complete a
task, he or she may do so upon approval from their department head or
head of computing department.

XI. MAINTENANCE POLICY

a. Policy Obijective:

This policy sets out the IT support arrangements for all standard and non -standard
software and PCs, peripherals and printers. To ensure all computer and computer
related equipment is accounted for in the overall maintenance strategy, and is at par

consistent with sound business practices and in-house technical capabilities.
b. Software
IT Standard Desktop Software

The following core software is provided for all faculty, staff & student computers:

i.  Microsoft Windows 7 / XP (Service Pack 2)

ii.  Office 2007/2010 including: Word, Excel, PowerPoint, Access and
Outlook
Internet Browsers: Internet Explorer 7, Firefox 13 & Google Chrome
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Kaspersky or TrendMicro Anti -virus
Adobe Acrobat Reader X
Multimedia plug -ins: Windows Media Player, Shockwave Player,
Flash Player
Vii. Java
viii. Skyline ERP
The IT Team provides support for all core software. If staff requires
comprehensive training for a particular application such as Word, Excel the IT

team may refer staff for FDP/SDP

For specialist software the IT Team will work with colleagues in Management
Systems (developers, database administrabrs, Windows Server team), to
undertake maintenance to ensure these applications are regularly updated with

patches.
Non -Standard Desktop Software

The IT team may be able offer support for installation of non -standard (divisional
specific) software provide d that:

i.  The computing department can provide documentation for the setup and
installation of the software
The computing department agrees that any third party support
organization will work in conjunction with IT team

Server Software

IT Servers have the fdlowing software installed:

i. Microsoft Windows 2003 Server
ii. Microsoft Windows 2008 Server
iii. Exchange 2003 / 2007
\Y2 Microsoft SQL 2005/2008/2012 Server

IT Department will ensure all servers are:

v.  Maintained to ensure they run at optimum levels
vi.  Fully backed up to ensure data can be recovered
Vil. Regularly updated with critical operating systems updated

e. Hardware
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Desktop and Laptop Support

The computing department team will maintain desktop computers.

i.  Arrange for faulty items that are covered by a warranty to be repaired
(on-site or off-site, depending on the faulty item, manufacturer and
warranty type)

Carry out repairs wherever possible to desktop computers which are
outside their warranty periods and not over four years old.

Carry a small stock of new and reconditioned parts for the repair of
computers

Because laptops are composed of specialist hardware components, it may
not be possible for the computing department to carry out repairs for any
faulty items. Therefore the computing department will provide the
following:

Arrange for faulty items that are covered by a warranty to be repaired
(on-site or off-site, depending on the faulty item, manufacturer and
warranty type)

Consult the Finance Department & Dean representative for authorization
on any work before it is carri ed out.

f.  Sonicwall Firewall / Email Security / Cyberoam Firewall

Computing department has the following firewalls installed:

i.  Sonicwall NSA 2400 Firewalls
ii.  Sonicwall ES300 Email Security
iii. Cyberoam 250i
iv.  Gigabit Routers

IT Department will ensure all firewall a nd email security are:

v.  Maintained to ensure they run at optimum levels
Vi. Fully backed up to ensure configuration is recovered
Vii. Regularly updated with critical operating systems updated

g. Major repairs

i. If the repair problem is a major one and the equipment is expected to be
down for longer than 24 hours, Computing department provides a loaner (if
available) and takes the equipment to the Maintenance Center.

When computing department is unable to repair the equipment, it is sent to
an authorized service center andreturned to the appropriate department.
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Permission to send equipment off campus requires prior approval of the
finance department in consultation with Dean.

Computing department prepares a monthly report of response times, repair
problems, and actual costs to serve as a data base for continued assessment of
the computer maintenance policy. The policy is monitored by the Computing
Resource Development Committee using the monthly reports.

h. Printers

In line with the computing department policy, this is to en sure the printer is
compatible with the SUC desktop and the best price is achieved. IT will provide
support for all printers (both local and network). Since printers have specialist
hardware components it may be necessary for the IT team to call an externd

printer engineer to diagnose and fix the problem.
In summary:

Computing department will procure, install and configure new local

and network printers

Computing department is to purchase extended warranty on all new

printers, provided that this shows valu e for money

Computing department to use an external supplier of printer

hardware for fixing out of warranty printers.

Call out charges may apply for repairing printers which are within
and out of warranty. The cost of the call will be passed onto the

finance department requiring the printer repair.
PDAs (Personal Digital Assistant)

The computing department will provide some hardware support for a selection

of PDAs (iPhone, iPad, Galaxy, Kindle etc). Usually if a PDA device develops a
hardware fault, it is sent back to the manufacturer for repair. PDA devices are
comprised of specialist hardware; therefore the computing department is only

able to provide limited support for such devices.
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Monitors, Keyboard and Mice

The computing departments have a stock of secondhand monitors, keyboard
and mice. All these can be provided as an alternative to new item, subject to
availability. If an item is faulty then it can be replaced quickly. In accordance
with the procurement policy where computing department have to ha ve new

keyboards, mice and monitors are in stock
Other Hardware

Computing department should ensure that maintenance arrangements are in
place to cover other essential hardware e.g. scanners, barcode printer, scantron

and specialist hardware.
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V. CENTER FOR PROFESSIONAL DEVELOPMENT
POLICIES
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WHOM TO CONTACT LIST

QUERY ABOUT CONTACT PERSON

Overall Department In -Charge Mr. Amit Verma

Registration of Short Courses Ms. Naina Punjabi

Administration & Examina tion Mr. Harish Nair

Library Mr. Sundar Krishnan

Computing Mr. Firoj Rauta

Fees Collection Mr. Sushant Panigrahi

Tuition Fees, Refund, etc. Mr. Elvin Miranda

Cafeteria Services Mr. Elvin Miranda

Transport Facility Mr. Elvin Miranda
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l. INTR ODUCTION

The Center for Professional Development of SUC caters to the needs of the people for
their professional development and by training in the fields of aviation, airfreight,
information technology, marketing, management, real estate, travel, tourism , and others.

CPD enables the participants to gain / enhance knowledge and specific skills required
by them for professional growth. The department focuses on providing scheduled
training at different levels in different areas of the industry.

The Department is responsible to build a strong brand image & project the core values of
SUC to the prospective candidates, SUC community & general public locally &
internationally. The aim of the department is to reach the target segment by participating

in various promotional activities, locally & internationally.

GOALS

a. To prepare the candidates to contribute to the betterment of business and
society in field of Travel & Tourism, handling Airport and Cargo operations,
Finance and IT.

To develop and conduct customized training programs for Corporate .

To prepare the candidates to contribute to the betterment of business and society
To impart professional knowledge and skills to the candidates irrespective of
race, color, gender, religion, physical disabilities, age or national origin.

To equip the candidates with explicit professional qualification for being
employable and enhancing career prospects in jobs at different levels in regional
and global organizations.

1. STRUCTURE OF CPD

d CPD&6s Organizing Chart

Head Of CPD

Marketing Marketing Part Time Duty
Supervisor Executive Instructors
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V.

SERVICES PROVIDED

The services provided to the candidates by this department is different from those
provided to the candidates enrolled in the Academic BBA and MBA programs. The
services of CPD are those related to the professional development of its partcipants and
are as follows:

CPD department offers courses which have high employment prospects to new aspirants
and enhances the professional skills among practitioners. CPD offers the following
services to facilitate a conducive learning environment for the candidates

Regular class room professional training & guidance.
Facilitating guidance for Registration
Providing career advice & counseling
Providing Library support
Study Material, CD6s & kits
. Computer Lab facilities
MARKETING ACTIVITIES

A. Creating Market Awareness
1. Advertisements

a. The CPD follows the rules and regulations of Admissions specified by the
Department
All advertisements are designed and developed in-house at SUC
Media used are Newspaper, Magazines, Radio and Direct Marketing.
In addition to above media, direct enquiries generated from emails,
campus visits are also responded.

Corporate Visits/Presentations

With prior approval from the corporate authorities, presentations are given
on Training and Developmental activities offered by CPD specific to the
professional requirements of the target segments. CPD may organize
seminars, exhibitions, workshops to attract the target segments to the
institution.

E-Marketing/Internet Promotions

CPD sends email advertisements periodically to the existing and prospective
candidates in the database.

Ads are placed in skyline website and leading portals to promote the courses
offered by CPD.

Social media network is also used for promoting the CPD courses for the
prospective candidates.
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Training Updates

CPD sends information about new developments of training in the respective
professions.

SMS Marketing

CPD also utilizes the database of available mobile numbers and frequently
sends updates on the training schedules and other important messagesfor
follow -up with prospective candidates.

Exhibitions

CPD participates in various exhibitions locally and abroad to promote and
increase visibility.

Publicity

a. CPD invites guests and officials from various corporate for the events
organized by the SUC.

b. Fliers in leading newspapers

CPD sends promotional fliers through various leading Arab and English
newspapers across the UAE as per preplanned CPD Marketing Calendar.

Sponsorship
The SUC promotes CPD by sponsoring events organized by corporate,
agencies, business clubs, associations and educational institutions.
B. PREG ENROLLMENT ACTIVITIES
Pre-enrolment activities are generally aimed at making the prospective candidates,
parents and guardians aware about the courses available at CPD and hence hgl
them make the right choice.
To receive telephone enquiries and provide full information about CPD
programs and courses.
To receive visitors, provide full information and assistance during campus

tours.

The Marketing Executive of CPD assumes the key reponsibility to accentuate
recruitment efforts in -station and out-of-station:
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Disseminate proper information to public in general.
Provide correct and detailed information to a prospective candidate.

Enroll candidates to programs offered at CPD.

The CPD Marketing Executive is also responsible to guide the candidates and advice
them how they can choose their courses.

i. The CPD Marketing Executive gives response/ feedback to individual
prospects, as per their requirements so that they can make the right decison.

ii. All documents are reviewed and eligibility is checked before enrollment is
processed. The CPD Marketing Executive physically checks the original
documents before attaching the true copies in the candidate file.
CPD follows a non-discriminatory policy to admit all eligible candidates and
their documents are forwarded to Administration department for further
admission procedures.

C. ENROLLMENT PROCESS

An Application form is filled by all the candidates under the guidance of CPD
Marketing Executive on t he stipulated date given by them.

Candidates should be ready with the required documents at the time of
filling the application which includes copies of passport /labor card,
photographs.

The Administration Department raises a debit note for all the enroll ed
candidates.

The fee is collected at the Finance Department.

The training kit [only for IATA courses] is collected.

D. POST-ENROLLMENT PROCESS

All candidates of CPD courses collect the Admission kit from the Administration
Department. The kit comprises of the following items:

Portal ID which shall be deactivated after the results declaration
Email ID which shall be deactivated after the results declaration
Letter of Admission

Schedule of Classes

Schedule of examination
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POLICY AND PROCEDURES
MEDI UM OF INSTRUCTION

The medium of instruction in all the short courses conducted by the CPD is English
language. All candidates are required to have a basic knowledge of English
language, writing, speaking and reading.

BASIC MATHEMATICS

For all professional courses conducted by CPD mathematics is required to compute
basic calculation during the course.

c. COURSE OFFERINGS
i. COURSES ON AIRPORT AND CARGO OPERATIONS
1. LIST OF COURSES
a. Airline Customer Services

The Airline Customer Services Course is a 11 day piogram. It provides
participantds basic knowledge on appl
and the skills to process a customer
professional manner in accordance to the international industry standard.

Basic Load Control

The Basic Air Cargo Course is a 11 day program. It provides its
participants basic knowledge and skills to control the weight and balance

of a departing flight and complete the required load documentation, e.g.,

load plan, load sheet, and trim sheet of a narrow-bodied aircraft in an
efficient and professional manner in accordance to the international
industry standard.

Basic Ramp Handling

The Basic Ramp Handling Course is a 11 day program. It provides with
the basic knowledge and skills to handle different kinds of load on a
flight, facilitating the loading and unloading of a narrow -bodied aircraft
at the ramp aircraft parking area of the airport in an efficient professional
manner in accordance to the international industry standard.
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Dangerous G oods Regulations Category 6 [Refresher]

The DGR Acceptance Refresher Course provides its participants with a
review and an update of the applicable rules and procedures, and
maintains and enhances required knowledge and skills to accept or refuse

a customer 8 s consignment of Dangerous
professional manner according to the prevailing national and
international industry standard. The program meets the requirements of
the UAE Civil Aviation Regulations certified by the General Civil

Av iation Authority GCAA.

Dangerous Goods Regulations Category 6 [Basic]

The DGR Acceptance Basic Course seeks to provide its participants with

the basic knowledge of the applicable rules and procedures, and the skill

to accept or r ef usmentaf Dangerdu® Goeds hien € o n
efficient and professional manner in accordance to the prevailing national

and international industry standard. The program meets the requirements

of the UAE Civil Aviation Regulations certified by the General Civil

Aviation Authority GCAA.

Dangerous Goods Regulations Category 8 [Awareness]

The DGR Awareness Course seeks to provide its participants with the
applicable rules and procedures, and maintain and enhance the
knowl edge and skills to pr omsignsnentodnd
Dangerous Goods while [still] on the ground in an efficient and
professional manner according to the prevailing national and
international industry standard. The program meets the requirements of

the UAE Civil Aviation Regulations certified b y the General Civil
Aviation Authority GCAA.

Dangerous Goods Regulations Category 9 [Awareness]

The DGR Awareness Course seeks to provide its participants with the
applicable rules and procedures, and enhance and maintain the
knowledge and skills to hand le items known as Dangerous Goods in an
efficient and professional manner according to the prevailing national and
international industry standard. The program meets the requirements of
the UAE Civil Aviation Regulations certified by the General Civil
Aviation Authority GCAA.

Page 164 of 607




SKYLINE UNIVERSITY COLLEGE

Common

t o

t he

cour ses |

i sted

admission, assessment, and examination listed below.

1. MODE OF ASSESSMENT

Assessment / Grading:

Examination

Course Review Assignment

85%
: 15%

22

S VEARS DF ACADEMIC EXCELLENCE 353

Typ e of Assessment

Weight Towards
the Final Grade, %

Schedule / Timings
(Evenings)

Contents

Exercisesd Case Studies 1

1-2

Refer to CDD

Exercisesd Case Studies 2

34

Refer to CDD

Exercisesd Case Studies 3

5-6

Refer to CDD

Exercisesd Case Studies4

7-8

Refer to CDD

Exercisesd Case Studies 5

9-10

Refer to CDD

Course Review Assignment

15

11

Refer to CDD

Examination

85

11

ALL

Grade:

Pass mark Skyline University College standard is 70%, for all

professional courses, except DGR 85% and other international certifications
whose pass grades are set by the international bodies and are subject to

change.

ATTENDANCE POLICY

Attendance is mandatory in all classes held during the conduct of a course.

Under normal circumstances, no names are added by the faculty. Any
candidate attending the class without his name being there must report to

Administration.

The candidate is responsible for all materials covered and announcements
made during his/her absence. The candidate must attain a minimum
attendance of 80% of the total.

Class Attendance

Il nstruct

ors need

to check

candi

dat eds

and each session, and note them on the attendance sheet provided by

Page 165 of 607




23,1800 2 Lanalandl Aipatl

SKYLINE UNIVERSITY COLLEGE

22

S VEARS DF ACADEMIC EXCELLENCE 353

Administration. P 0 Present and ontime; A 6 Absent; L o late more than 10
minutes.

If there are any irregular and long absences (more than 2 days), and constant
tardiness, they should obtain from the candidate the reason(s) for the absence
or tardiness and inform the Head of CPD and the Head of Administration.
Candidate claiming excused absence must apply in writing and furnish
documentary support of their assertion.

ADDRESSING GRIEVANCE

a lnstructors need to give clear feedba
improvements can be made. Any specific needs or concerns kould be
brought to the notice of the Head of CPD.

The CPD realizes that it is very important to have a working system in

place that addresses and deals with candidate dissatisfaction. Efforts have
always been to ensure that problems, issues once reporteddo not occur
again. The problems under consideration could be in any area like
services and their quality, information, teaching, etc.

For any suggestion or complaint, a candidate is required to fill in a
complaint/suggestion form and submit to the SSD. The form is then duly
forwarded to or discussed with the concerned HOD. Any remedial action

required, is taken immediately and conveyed through a written reply to

the candidate.

Candidates participate in various surveys 0 tutor feedback, Academic
Support Services Department survey, course feedback, etc. wherein their
concerns if any, are conveyed & appropriate action taken.

EXAMINATION

The Administration & Examinations department conducts the applicable
examination at the appointed day, time, and allocated examination hall or
classroom. Examinations in Skyline University College short term courses

vary in length from one course to the other. Generally, the total test time is 2

hours and 30 minutes. The resul ts will be decl ared
candidates receive their Test Report Form through the same department.
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IATA AVIATION DISTANCE LEARNING PROGRAMMES
1. LIST OF COURSES
a. UFTAA [Foundation Level and Electronic Booking Tool]

Candidates will learn: Gain a broad understanding of the travel and
tourism industry. Learn about international institutions like IATA /
UFTAA / ICAO / WTO / IH&RA / ASTA / PATA etc. Learn to read
international air, rail, road travel guides. Learn to relate world time zones
and calculate transportation times associated with international travel.
Calculate air fares and complete passenger ticket.

UFTAA [Consultant Level]

Candidates will learn to: Handle all major aspects of travel agency
business. Provide accurate advice to clients on major tourist destinations.
Produce customized and international inclusive tours. Sell international
business, incentive and conference travel arrangements. Construct
complex fares and routings by applying advanced IATA fare constructing
principles; issue and reissue tickets and other documents for all types of
international journeys. Familiarize the candidates with the common
nati onal requirements, | ATAds Regul
Travel Agent s® associations. Learn
Settlement System to give operations a distinct operational advantage.

UFTAA [Management Level]

Candidates will learn: the essential principles and strategies of
supervising and managing people. Develop customized tours and gain
competitive advantage. How to plan, organize and administer meetings,
incentives, conferences and exhibitions? Be capable of establishing
procedures and control costs. Understand the latest marketing trends and
opportunities, and apply them in planning. Familiarize the candidate
with the challenges and opportunities of information technology and
internet strategies.

IATA Dangerous Goods Regulations [Recurrent]

The Dangerous Goods Regulations Refresher Course seeks to provide its
participants with a review and an update of the applicable rules and
procedur es, and mai nt ai n t he skill
consignment of Dangerous Goods in an efficient and professional manner
according to the prevailing national and international industry standard.
The program meets the requirements of IATA.
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I ATA Dangerous Goods Regulations [Initial]

The Dangerous Goods Regulations Initial Course seeks to provide its
participants with the knowledge of the applicable rules and procedures,
and the skildl to accept or refuse
Goods in an efficient and professional manner at a basic level according to
the prevailing national and international industry standard. The program
meets the requirements of IATA.

IATA Cargo Introductory Course

The IATA International Cargo Agents Trainin g Program will enable the
candidate to give appropriate guidance to clients concerning freight
shipments, make appropriate arrangements and reservations for air cargo
shipments, correctly apply published rates and charges for air cargo
shipments, complete the air waybills accurately, and prepare shipments
ready for carriage all in accordance with the applicable IATA resolutions,

rules and procedures.

Common to the courses l i sted
admission, assessment, and examination listed below.

2. MODE OF ASSESSMENT
a. Foundation & EBT Course

One Paperd Routing Selection and General Knowledge Fare Calculations
and Ticketing completion (3.0 hours)

Cargo Introductory Course

One Paper 0 Routing Selection and General Knowledge, Rating
Calculations and Air Waybill completion (3.0 hours)

Dangerous Goods Regulations - Initial

One Paper 6 Acceptance exercises and use of IATA DGR Manual (3.0
hours)

Dangerous Goods Regulations & Recurrent

Same exam as for Dangerous Goods Regulations Initial (3.0 hours)
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EXAMINATION

All newly enrolled candidates are automatically registered to sit for their
examination in the first eligible examination session.

An Examination Confirmation Letter is included in each study kit. This letter
specifies exactly which exam session has been registered per candidate. It also
identifies the IATA Local Coordinator responsible for organizing the
examination session.

Please note that candidates are able to change their registered exam session to
a later one within their enrollment period. This is done by writing to IATA's
Distance Learning Examinations Centre at Montreal, Canada. All exam
registration changes must be made before the exam registration deadline
page.

Candidates are allowed two (2) attempts to pass the examination within the
enrolment period. A second failure will cause the enrolment to be cancelled.
Examinations last for one day. When an examination consists of two
papers, candidates must sit both papers when they make their first exam
attempt. IATA introduced a 3 rd Examination attempt only to the IATA
UFTAA Foundation Level & EBT course and distance learning examination.

Candidates should carry their passport /labor card to the examination centre,
without which they are not entitled to write the exam. Anyone who arrives
late will not be admitted to the test.

ATTENDANCE POLICY

Attendance is mandatory in all classes held during the conduct of a course.
Under normal circumstances, no names are added by the faculty. Any
candidate attending the class without his name being there must report to
Administration.

The candidate is responsible for all materials covered and announcements
made during his/her absence. The candidate must attain a minimum
attendance of 80% of the total.

Class Attendance:

Instructors need to check candidate attendance physically everyday and each
session, and note them on the attendance sheet provided by Administration.

P 0 Present and ontime; A d Absent; L & late more than 10 minutes.

If there are any irregular and long absences (more than 2 days), and constant
tardiness, they should obtain from the candidate the reason(s) for the absence
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or tardiness and inform the CPD Head and Administration. Candidates
claiming excused absence must apply in writing and furnish documentary
support of their assertion.

ADDRESSING GRIEVANCE

a. lnstructors need to give clear feedba
improvements can be made. Any specific needs or concerns should be
brought to th e notice of the Head of CPD.

The University College realizes that it is very important to have a working
system in place that addresses and deals with candidate dissatisfaction.
Efforts have always been to ensure that problems, issues once reported do
not occur again. The problems under consideration could be in any area
like services and their quality, information, teaching, etc.

For any suggestion or complaint, a candidate is required to fill in a
complaint/suggestion form and submit to the SSD. The for m is then duly
forwarded to or discussed with the concerned Department head. Any
remedial action required, is taken immediately and conveyed through a
written reply to the candidate.

Candidates participate in various surveys 0 tutor feedback, non-academic
Department survey, course feedback, etc. wherein their concerns if any,
are conveyed & appropriate action taken.

iii. SKYLINE UNIVERSITY COLLEGE PROFESSIONAL COURSES
1. LIST OF COURSES

a. CTH Certificate in Tourism and Hospitality

The CTH Certificate in Tourism and Hospitality has been designed to
provide participants with an understanding of the global structure of
tourism and hospitality industry and its components. This program
enables the participant to have basic knowledge of tourism industry and
its intrica cies. It is an internationally recognized certificate which equips
the participant with skills and knowledge of operations and management
of the tourism sector. The program is comprised of three modules which
can be completed in one semester.

CTH Diploma in Tourism and Hospitality

The CTH Diploma in Tourism and Hospitality has been designed to
provide participants with an understanding of the global structure of
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tourism and hospitality industry and its components. This program
enables the participant to have basic knowledge of tourism industry and
its intricacies. It is an internationally recognized certificate which equips
the participant with skills and knowledge of operations and management
of the tourism sector. Diploma in Tourism and Hospitality compr ises of
six modules which can be completed in two semesters.

2. ACCA Fundamental Level Course -
ACCA Qualification is designed to provide the accounting knowledge,
skills and professional values which will deliver finance professionals
who are capable of building successful careers across all sectors, whether
they are working in the public or private sectors, practicing in accounting
firms, or pursuing a career in business.The Fundamentals level is made
up of following level &

a. Knowledge Module - The ACCA Knowledge module is a three
months course covering three papers of the ACCA qualification
F1, F2 and F3 constituting first step towards the ACCA
Quialification and capable to get admission on the skill module .

Skill Module - The Skill Module of ACCA quali fication Covers the
F4 06 F9 Papers and after successful completion one may proceed to
the professional level of ACCA Qualification The Skill module
class duration is six months.

3. EXAMINATION

At the end of the course, Certificate will be awarded to the c andidates who have
cleared the Quizzes, Mid-Terms and the Final exams of all the modules as per the
prescribed schedule.

ATTENDANCE POLICY

Attendance is mandatory in all classes held during the conduct of the course.

Absence from classes prevents a candlate from getting full benefit of a

course. Accordingly, absence can result in lower grades due to missed
assignments, quizzes, exercises and examinations. fie minimum attendance
required for a candidate to appear for the main final examination in a cours e

is 75% of the total credit hours.
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The SUC acknowledges that individual circumstances may prevent a
candidate from attending class or
excuse the absence of candidates that result from the following causes: illness
of the candidate, accident, death in family, participating in University
activities, at the request of University authorities and compelling
circumstances beyond the candidate's control. However, the minimum
attendance required for a candidate to appear for the final examination falling
under any of this category cannot fall below70% of the total hours allocated to

a course with excused absence.

The candidate is responsible for all materials covered and announcements
made during his/her absence. Candidates claiming excused absence must
apply in writing and furnish documentary support of their assertion that

absence resulted from one of the above causes.

Enforcement of the class attendance policy lies with the faculty. However, the
decision of a faculty to withdraw a candidate from class due to poor

attendance must be approved by the Head - Admin & Exam Department .

75 % attendance is a must to appear for the main final exam, exceptional
cases will be considered only on approval by the Dean & HSA.

Maximum of 5 % attendance is taken into consideration on the approved
proof which has to be submitted within 5 working days to the Head -
Admin & Exam Department.

Candidate having attendance between 5108 74% will be allowed to attend

the exam along with the resit examination subject to the Committee's
decision; however they are required to pay the resit exam fee and resit
policy would apply for grade.

Candidate having less than 50% are not eligible for the final exam or resit

exam and has to repeat the course.
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The waiver for required attendance to the candidate falling under
mitigating circumstances due to some medical problem, death in the
family, accident etc, may be considered on approval from the HSA.
Candidate can avail only one chance in an academic year for writing the
re-sit exam due to low attendance.

If the candidate is absent for continuous three weeks without any reason
and has not informed to the concerned authority, will qualify for removal
of name from the candidate roll and will be placed in pending statu s.

This pending name will be forwarded to their respective advisor & to SSD
for the final counseling and update the status accordingly.

Incase if there is no response from the candidate, the name could be placed
in temporary cancellation status for the par ticular semester and will have
to pay the required registration fee for the re -activation.

If the candidate is not reported to that particular semester his/her name
will be cancelled from the SUC and has to apply for the re-registration and
which case new academic policy (if applicable) will be applied.

5% of attendance is reserved to the academic advisory meeting with the

advisor.

5. FINANCIAL POLICIES & GUIDELINES

This following policy is intended to define the financial purpose and characteristics of t he

Centre for Professional Development of SUC.

1.

2.
3.
4

Financial Policies
Fee Waivers

Fee Installment Plan
Refund Policies

A) FINANCIAL POLICIES

Admission policies primarily discuss the initial amount payable for any courses managed /
operated by the CPD (both IATA and Internally run courses).
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Considering the high cost of kits it is obligatory that the initial fees collected covers the cost
of the kits. Below mentioned is the payment schedule of all IATA courses run by CPD.

This payment policy evidently outlin es the payment mode and clear payment instructions
are to be communicated to the prospective students that Issuance of kits and attendance of
classes will be possible only after completing the payment formalities.

i. CPD COURSES

All courses managed / operated by the CPD department will follow the below mentioned
payment mode:

At the time of admission - 100% of the course fees (Cash / Current dated cheque only)

i IATA COURSES

At the time of admission - Registration fees along with the post dated cheques are
mandatory.

ii. CTH COURSES

At the time of admission - Registration fees should be paid and the balance payment to
be paid as per the installment plan.

iv. ACCA

At the time of admission - 100% of the course fees (Cash / Current dated cheque only)

B) FEE WAIVERS

Discounts / Reduction in fees are offered to encourage professionals from the field to further
enhance their skills and expertise. Below mentioned are the fee waivers applicable.

INTERNATIONAL CERTIFICATES

From the same industry - 5% of the total fees
Sibling fee waiver 5% of the total fees
Referral discounts - 5% of the total fees

An applicant can avail only one waiver per course.
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CPD RUN COURSES

From the same industry 5% of the total fees

Sibling fee waiver

Referral discounts

5% of the total fees

- 5% of the total fees

An applicant can avail only one waiver per course.

C) REFUND POLICY

The refund policy applicable for CPD will be as follows:

SUC COURSES

PAYMENT MODE

REFUND APPLICABLE BEFORE
START

REFUND
APPLICABLE AFTER
START

IF FULL FEES PAID
BEFORE THE START OF
COURSE

10% OF THE TOTAL FEES WILL BE
DEDUCTED AND THE BALANCE
AMT WILL BE REFUNDED

NO REFUND

IF PART PAYMENT
DONE BEFORE START

OF COURSE

10% OF THE TOTAL FEES WILL BE
DEDUCTED AND THE BALANCE
AMT WILL BE REFUNDED

NO REFUND

IATA CO URSES

PAYMENT MODE

BEFORE NAME REGN WITH IATA

AFTER NAME REGN
WITH IATA

IF PAYMENT IS DONE
IN FULL

10% OF THE TOTAL FEES WILL BE
DEDUCTED AND THE BALANCE
AMT WILL BE REFUNDED

TOTAL FEES ¢) KIT
COST () 25% AFTER
DEDUCTION OF KIT

IF PART PAYMENT IS
DON E AND BALANCE
BY PDC

10% OF THE TOTAL FEES WILL BE
DEDUCTED AND THE BALANCE

TOTAL FEES ¢) KIT
COST () 25% AFTER

AMT WILL BE REFUNDED

DEDUCTION OF KIT

PAYMENT MODE

BEFORE REGN WITH CTH

AFTER REGN WITH
CTH
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