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Message from the Head of the Department:

The study and examination regulations are an important orientation
aid for studies. They regulate the content, requirements, timing and

» procedures of the examinations for the respective degree program. The
study regulations and tests manual provides Students, staff and
. exteral bodies with the framework that enables the English language

Program (ELP) maintain quality and standards and to confer academic

 awards,

The study regulations and tests manual also serves to ensure that
students registered on program courses are treated equitably and
fairly. Here you can find the study regulations and tests manual
applicable in the 2022-23 academic year, Most of these Regulations
may also he applicable in previous years.

Dr. Majed Alharbi

The Head of the Department




2. ACADEMIC TERMINOLOGY:

1. ARTICLE ONE.:

1 Academic year: Two main semesters and a summer semester
(applicable if deemed necessary)

2 Semester: A period not less than fifteen weeks, during which courses
are taught. The period for registration and final examinations are not
counted within this period. Some courses may have prerequisite(s) or co-
requisite(s).

3 The Summer Semester: A period not more than eight weeks. The
period for registration and final examinations are not counted within this
period. Each course is taught extensively within this period.

4 Academic Level: It indicates the student’s year-level classification.
Graduation requires studying eight levels or more according to credit
hours plans.

5 Course: An educational material related to a specific level within the
credit hours plan for each programmed. Each course has specified code
number, , name and specification that distinguishes it from other courses.
Likewise, each course has designated file that a department keeps for the
purposes of follow up, assessment and development.

6 Credit Hour: . Each course has corresponding number of hours of two
or three credit hours in weekly session of teaching and learning. Each
hour is equivalent to not less than fifty minutes in regular mode of
classes, language laboratory session of not less than fifty minutes and
practical or field learning exposure of not less than hundred minutes.

7 Academic Warning: Notification made to a student because of his /her
low-grade point average as governed by the provision in grading system

8 Class Work Score: A score given to a student showing his/her
achievements on the continuous assessment from exams, research and
other academic activities related to the course.

9 Final Examination: A final examination administered once at the end
of a semester.

10 Final Examination Score: The score that a student achieves in each
course in the final exams of the semester.
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11 The Final Score: The total of class work scores and final examination
score for each course. The score is computed out of hundred.

12 The Grade: Description of the percentage equivalent or a letter mark
for the final score a student achieves in each course.

13 Incomplete Grade: A grade entered provisionally for each course a
student is unable to fulfil its requirement in the specific time. It is
referred to in the academic record with the abbreviation (InC).

14 Continuous Grade: A grade entered provisionally for each course
which nature of study requires more than one semester for completion.
It is referred to with the abbreviation (IP).

15 Semester Grade Point Average: Sum total of the points a student
achieves divided by the total credit hours for all the courses studied in
every semester. Points are computed by multiplying the credit hours of
a course by the grades a student achieves for each course.

16 Cumulative Grade Point Average: Sum total of the points a student
achieves in all the courses he/she studies since his/her enrolment in the
university, divided by the total credit hours for all those courses.

17 The General Grade: Description of the level of a student's academic
achievement during the period of his/her study in the university.

18 The Minimum Academic Load: The minimum credit hours a student
should register must be in accordance with his/her Grade Points
Average, or subject for deliberation by the Academic University
Council.

19 Study Plan: Itis a set of compulsories, elective, and free courses, whose
units constitute the graduation requirements that the student must
successfully pass in order to obtain the degree of the specified
specialization. For preparatory year students, it is the set of courses that
must be successfully passed for assignment to one of the targeted
colleges after the preparatory year program

20 Academic advisor: It means the faculty member and the like who are
charged with supervising, directing and following up on the student
during his studies at the university

21 Withdrawal for the study: It means that the student does not continue
studying for the academic year or semester in which he/she registered
with an acceptable excuse while counting the withdrawal period within
the regular period of graduation
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22 Visiting student: A studentwho cross-registered in some courses in
other university or in one of the branches of the university as regular in
status without being transferred.

23 The GPA: the result of dividing the total points obtained by the student
in all the courses he/she has studied since his/her Level 1 enrollment to
Level 8 at the university by the total number of units by courses plan.
the ¢ as mandated by the department’s required courses

3. STUDY REGULATIONS:

Study Regulations is known as an internal legal document establishing

uniform standards for for all registered students. Study rregulations
determine the organisation of teaching process, evaluation procedures,
students' rights and obligations. In order to conduct studies successfully, it is
important to be aware of the university's general study regulations, and the
university's examination regulations for specific study programme. The
following requirements are related to study regulations at the English
Language Program (ELP):

1. The Program's courses are presented in consecutive semesters
according to what is stated in the study plan, with the application of all
other academic and regulatory rules and procedures contained in the
undergraduate study and examination regulations.

2. Study plans are designed for the equivalent of eight undergraduate
semesters.

3. The duration of each academic level is one semester.

4. The student registers the academic courses electronically on the

(https://edugate.mu.edu.sa/mu/init) system according to the university

calendar schedule and the rules and regulations announced by the

Deanship of Admission and Registration on the university’s website.
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5. Courses are registered in a manner that guarantees the student the

minimum academic load in each semester.

4. OFFICE OF THE UNIVERSITY REGISTRAR:

Office of the University Registrar is responsible for all activities regarding

registration, scheduling of courses and final exams, and maintenance of
student records. Student Portal is used for registration and maintenance of
student records. Some of the main services provided to students,
faculty/Advisors and various university departments include the following:
» Scheduling of courses and exams.
> Registration activities.
» Maintenance of course inventory for every academic department.
» Providing transcripts and analysis of degree progress of each student
during graduation period.
» Providing various online-customized reports like enrollment report,
class roster, grade roster, schedule of classes, graduation list, etc.

» Providing specific reports as per the departments’ requests.

Y

Issuing graduation certification upon completion of clearance

» Providing web services to students, faculty, advisors, course
coordinators, Departments, academic deans, and higher officials
through the Office of the University Registrar website.

» Providing official transcript services to the students.

» Providing classroom reservation services for course instructors and

academic departments.




45. PROGRAM OF STUDY

The study at the university is mainly based on attending regular classes,

selected courses are taught via Blackboard Platform. Attendance is

monitored strictly in

in other words, combines regular attendance of lectures at the university's
headquarters (Regular Attendance), and Electronic Attendance: It is to attend
virtual lectures via the blackboard system, do assignments, or participate in
virtual lectures, or otherwise.
The following University articles are related to the study regulations:
2. ARTICLE TWO: The University Council determines the number of
students to be admitted for the upcoming academic year on the basis of the
recommendations presented by the College Councils and the respective
departments at the college.
3. ARTICLE THREE: To accept the new student at the university that
follow the university’s requirements.
4. ARTICLE FOUR: The comparison between applicants who meet all the
conditions will be according to their scores in the high school diploma test
and the personal interview and acceptance exams.
5. ARTICLE FIVE: Study plans are designed for the equivalent of at least
eight undergraduate semesters.
6. ARTICLE SIX: It is permissible to study in some colleges on the basis
of the full academic year according to the rules and procedures approved by
the University Council.
7. ARTICLE SEVEN: A study system in which the academic year is
divided into two main semesters, and a summer semester.
8. ARTICLE EIGHT: The University Council sets the rules for registration,
deletion and addition of courses within the levels approved to ensure student
registration for a minimum academic load.
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6.PERSEVERANCE AND DISCONTINUE FOR STUDYING
9. ARTICLE NINE: The regular student must attend lectures and practical

lessons. He is prohibited from taking the final exams if his/her attendance
rate is less than the percentage that is determined by the University
Council.
10. ARTICLE TEN: The academic council deliberates and validates the
student’s excuses to lift the ‘deprived status’, thus granting the permission to
take the major examinations.
11. ARTICLE ELEVEN: The student who misses the final exam will have
a score of zero in the test, and his/her grade in that course is calculated on
the basis of the semester work grades obtained.
12. ARTICLE TWELVE: If the student is unable to attend the final exam
in any of the semester subjects due to severe health condition,
the academic council may take into consideration the severity of the case
and validates the acceptance of his or her excuse.
13. ARTICLE THIRTEEN:
A- The student may provide an excuse for continuing to study a semester
without being considered as having failed.
B- It is permissible to withdraw with an excuse from one or more courses in
the semester according to the executive rules approved by the University

Council.

/. POSTPONEMENT AND DROPPING OUT OF

UNIVERSITY: LEAVE of ABSENCE

14, ARTICLE FOURTEEN: A student may apply for a study
postponement for an excuse accepted by the body specified by the University

Council, provided that the period of postponement does not exceed two
consecutive academic semesters, or three non-consecutive semesters as a
10



maximum for the duration of his/her stay at the university, then his/her
registration is revoke after that, and the University Council may, in case of
necessity, make an exception to this, and the period of postponement is not
counted within the period necessary to complete the graduation
requirements.

15, ARTICLE FIFTEEN: If a regular student stops studying for a semester
without requesting a postponement, his/her registration will be canceled by
the university. The University Council may terminate the student’s
registration if he/she has stopped studying for a shorter period, and for the
affiliated student his/her registration shall be canceled if he/she is absent
from all the final exams for that semester without an acceptable excuse.

16. ARTICLE SIXTEEN:

A student is not considered dropped if he /she is permitted by the council to

cross-enroll in a semester as a visitor to another university.

8. REINSTATEMENT:
17. ARTICLE SEVENTEEN: The student whose registration has been

withdrawn may apply for reinstatement with his/her number and record
before discontinuation, according to the following controls:

a. To apply for reinstatement within the allowable four semesters from
the date of the enrolment.

b. That the concerned university council and the relevant authorities
agree to reinstate the student.

c. If four semesters or more have passed since the student’s enrollment
has been terminated, he/she can apply to the university as a new
student without referring to his/her previous academic record,
provided that he meets all the admission requirements announced at
the time, and the University Council may make an exception from
this in accordance with regulations issued by the Council.
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d. A student may not be re-enrolled more than once, hence in case of

valid consideration, the University Council may make an exception.

e. Itisnot permissible to re-enroll a student whose registration has been
withdrawn and dismissed.

18. ARTICLE EIGHTEEN: It is not permissible to re-enroll a student who

was dismissed from the university for educational or disciplinary reasons, or

who was expelled from another university for disciplinary reasons.

9. GRADUATION REQUIREMENTS And COMPLETION
19, ARTICLE NINETEEN: The student graduates after successfully

completing the graduation requirements according to the study plan,

provided that his/her cumulative GPA is not less than acceptable, and the
university council may, upon the recommendation of the relevant department
council, determine appropriate courses to be studied by the student to raise
his/her GPA, in the event that he succeeds in the courses and fails in the
GPA.

e Each graduate is given a document stating his/her graduation from the
university indicating his/her full name, university number, the national
identification or residency number. Also, the college, degree, and
major obtained with his/her final mark upon graduation, indicating the
date of awarding the degree. The document is signed by the Dean of
Admission and Student Affairs, and it is issued in both Arabic and
English.

e A damaged or lost document may be reissued or printed electronically
in accordance with the controls and procedures specified by the

competent authority.
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10. TIME LIMIT IN THE UNIVERSITY/
20. ARTICLE TWENTY: The student is dismissed from the university in

the following cases:

A. If he obtains three consecutive warnings at most because his/her
GPA is less than (2 out of 5 or 1 out of 4), and the University
Council, based on the recommendation of the college council, may
give a fourth opportunity to anyone who can raise his/her GPA by
studying the available courses.

B. If he/she does not complete the graduation requirements within a
period that is not more than half of the period determined for
graduation in addition to the duration of the program, and the
University Council may give an exceptional opportunity to the
student to complete the graduation requirements with a maximum
limit not exceeding twice the original period specified for
graduation.

C. The University Council may, in exceptional cases, address the
conditions of students to whom the provisions of the two previous
paragraphs apply, by giving them an exceptional opportunity that

does not exceed two semesters at most.

11. AFFILIATION:
21 ARTICLE TWENTY-ONE: Based on the colleges ’proposal, the
University Council may adopt the principle of study by joining some

colleges and majors in which the nature of study permits that, and the
University Council sets the rules and procedures regulating this according to
the following controls:

A. The number of academic units required for the graduation of the

affiliated student should not be less than the number of academic units
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required for the regular graduation of the student in the majors
available for enrollment.

B. In terms of admission, evaluation of grades, transfer, dismissal, re-
enrollment and others, the associate student is treated as a regular
student, except for attending lectures.

C. The University Council, based on the proposal of the College
Councils, shall set the necessary controls to evaluate the performance
of associate students.

D. The academic record, the graduation document, and the certificate
shall be affixed to the effect that the student’s study is fulfilled by
Affiliation.

12. FINAL EXAMS:
22. ARTICLE TWENTY-TWO: The college council to which the course

follows - based on the proposal of the department council determines a grade

for the semester work of not less than (%30) of the final grade of the course.
23. ARTICLE TWENTY-THREE: The semester work degree for the
course is calculated by one of the following two methods:

A. Oral, practical, research, or other types of classroom activity, or all

of them, or some of them, and at least one written test.

B. At least two written exams (Final and Mid).
24. ARTICLE TWENTY-FOUR: The college council to which the course
Is affiliated may - upon the recommendation of the department council
include the final exam in any course practical or oral exams, and determine

the grades to which the final exam scores are assigned.
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25. ARTICLE TWENTY-FIVE: The department council, based on the
recommendation of the subject teacher, may allow the student to complete
the requirements of any course in the next semester, and the student is
credited in his/her academic record an incomplete.

26, ARTICLE TWENTY-SIX: Itis permissible to exclude the decisions of
seminars, research and courses of a practical or field nature from the
provisions of Articles (24 ,22, and 23) or some of them, by a decision of the
college council based on the recommendation of the department council that
teaches the course, and the college council determines the measurement of
student achievement in these courses.

27. ARTICLE TWENTY-SEVEN: If the study of research courses requires
more than one semester, then the student is assigned a continuous assessment
and after the student finishes studying the course and the grade obtained is
granted, and if the course is not completed within the specified time, the
department council that teaches it may approve the assessment of (L) or (IC).
28. ARTICLE TWENTY-EIGHT: The grades obtained by the student in
each course are calculated as follows:

Percntage Grade Grade Symbol Estimate Weight from (5) Estimated Weight from (4)

100--95 Exceptional A+ 50 40
90 to less than 95 Excellent A 475 315
85 to less than 90 Superior B+ 45 3.
80tolessthan85 |  verygood B 40 30
T5tolessthan80 | Above Average C+ 35 L5
70to less than 75 good C 30 20
65to less than 70 High-pass D+ 25 15
60 to less than 65 Pass D 20 10

Less than 60 Fail F 1.0 0

29. ARTICLE TWENTY-NINE: The general estimate for the GPA upon
graduation is based on his/her cumulative GPA as follows:
> (Excellent): if the GPA is not less than 4.50 out of 5.00 or 3.50 out of
4.00.
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» (Very good): if the GPA is from 3.75 to less than 4.50 out of 5.00 or
from 2.75 to less than 3.50 out of 4.00.
» (Good): if the GPA is from 2.75 to less than 3.75 out of 5.00 or from
1.75 to less than 2.75 out of 4.00.
> (Pass): if the GPA is from 2.00 to less than 2.75 out of 5.00 or from
1.00 to less than 1.75 out of 4.00.
30. ARTICLE THIRTY: The first honours degree is awarded to a student
with a GPA from (4.75) to (5.00) from (5.00), or from (3.75) to (4.00) from
(4.00) upon graduation, and a second honours degree is awarded to a student
with a GPA of (4.25) to less than (4.75) from (5.00), or from (3.25) to less
than (3.75) from (4.00) upon graduation. The conditions for obtaining a first
or second honours degree are as follows:

» The student should not have failed any course he studied at the
university or at another university.

» That the student has completed the graduation requirements in a
period of no more than the average duration between the minimum
and maximum stay in his/her college.

» The student must have studied at the university from which he will

graduate at least (%60) of the graduation requirements.

13. FINAL EXAM PROCEDURES:
31. ARTICLE THIRTY-ONE: The college council may form a committee

that coordinates with the departments in organizing the final examination

work, and the tasks are to review the protocols and deliver them to the
competent committee within a period not exceeding three days from the date
of examining any course.

32. ARTICLE THIRTY-TWO: The college council may decide to apply

confidentiality in the final examination procedures.
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33. ARTICLE THIRTY-THREE: The course-in-charged instructor sets
the test questions as part of his and her task as mandated by the head of the
department and appointed by the faculty council.

34, ARTICLE THIRTY-FOUR: The course instructor corrects the final
examination papers and submit to the department head for the confirmation
of marks. Assigned re-checkers when deem necessary.

35 ARTICLE THIRTY-FIVE: The student test takers may access his /her
obtained marks through the final confirmed result form as posted by the

course -in-charge and signed by the head of the department.

36. ARTICLE THIRTY-SIX: A student may not be tested in more than
two courses in one day, and the University Council may make an exception
from that.

37. ARTICLE THIRTY-SEVEN: The student is not allowed to enter the
final exam after half an hour has passed from its beginning, and he is not
allowed to leave the exam before half an hour has passed since its beginning.
38. ARTICLE THIRTY-EIGHT: Cheating in the exam, attempting it, or
violating the instructions and rules for conducting the exam are matters for
which the student is punished according to the student discipline regulations
issued by the University Council.

39. ARTICLE THIRTY-NINE: The council of the college that teaches the
course - in cases of necessity - has the right to approve the re-marking of the
answer sheets within a period not exceeding the beginning of the next
semester exams.

40, ARTICLE FORTY: Based on the recommendation of the relevant
department council, the college council determines the duration of the final
written examination, provided that it is not less than one hour and not more

than three hours.
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41, ARTICLE FORTY-ONE: Without prejudice to the provisions
contained in the articles from (40-31) The University Council sets the

regulations for final examination procedures.

14. TRANSFERRING FROM ONE UNIVERSITY TO
ANOTHER: TRANSFER OF CREDITS AND VALIDATION

OF COURSES
A2. ARTICLE FORTY-TWO: A student's transfer from another university

may be accepted according to the following controls:
a) The student must have studied at a recognized university.
b) The student must not be dismissed from the university he referred
from for disciplinary reasons.
c) Terms of transfer, determined by the University Council, must be
applicable to him/her.
A3. ARTICLE FORTY-THREE: The college council equates the courses
that the student has studied outside the university based on the
recommendations of the departments that offer these courses. The courses
that have been modified for him are confirmed in the student’s academic
record and are not included in the calculation of his/her GPA.
A4 ARTICLE FORTY-FOUR: If, after transferring the student, it becomes
clear that he was previously dismissed for disciplinary reasons, his/her
registration shall be considered cancelled from the date of acceptance of
his/her transfer to the university.
A5 ARTICLE FORTY-FIVE: In any semester, a student is transferred
from one university to another according to the procedures and dates
announced at the university to which he is transferred, in light of the general

controls for transfer.
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15. TRANSFER of CREDITS AND VALIDATION

COURSES
46. ARTICLE FORTY-SIX: A student may be transferred from one

college to another within the university in accordance with the controls

approved by the University Council.

A7. ARTICLE FORTY-SEVEN: All subjects that have previously been
studied shall be recorded in the academic record of the student transferred
from one college to another, including grades and averages quarterly and

cumulative throughout his/her studies at the university.

16. TRANSFERRING FROM ONE MAJOR TO ANOTHER
WITHIN THE COLLEGE: CHANGE OF DEGREE

PROGRAM
A8. ARTICLE FORTY-EIGHT: After the approval of the faculty dean, the

student may transfer from one major to another within the college according
to rules set by the University Council.

49, ARTICLE FORTY-NINE: All subjects previously studied are recorded
in the academic record of the student transferred from one major to another.

Quarterly and cumulative throughout his/her studies at the university.

17. THE VISITING STUDENT:
50. ARTICLE FIFTY: The visiting student is the one who studies some
courses at another university or in a branch of the university to which he

belongs without transferring him, and the courses are equivalent to him

Which he studied according to the controls required.
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18. GENERAL PROVISIONS:
51. ARTICLE FIFTY-ONE: This bylaw cancels all previous regulations

governing the study in the university level.

52. ARTICLE FIFTY-TWO: The University Council set implementing
rules that do not conflict with the provisions of these bylaws.

53. ARTICLE FIFTY-THREE: The Higher Education Council has the

right to interpret these regulations.
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19. PROGRAM STUDY PLAN:
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