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DISCLAIMER

The statements and policies in this handbook are for informational purposes only and serve as guidelines for
successful campus life. The College reserves the righvise or amendhe informationof this handboolat any time.

Students will be informedf any such revisions or amendments made.
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WELCOME FROM DEAN

Dear Students,

Welcome to Middle East College (MEC), one of the most reputed institutions of higher education in the Saftanate
Oman.We believein contributingto the developmentof a harmoniousand sustainablevorld through the pursuit of
knowledge. Founded in 2002, MEC is one of the fastest growing higher education institutions in the Sultanate wit
around4000students from22 different countries. MEC offers6 undergraduate and postgraduate programmes in
academic partnerships with Breda University of Applied Sciences (Netherlands), Coventry University (UK), a
University of Wolverhampton (UK). Middle East College is thestitscational institution in the Gulf to offer specialized
Diploma and Bachelor degrees in Contemporary Archives Sciermdlaboration with the National Records and
Archives Authority of OmanWith a continuously evolving curriculum, various profesdidmady memberships,
university associationsand innovative teaching and learning practices at MEC, our students gain professional
competence to stay abreast witthe latesttechnologies in their field of study. Our students are provided with
opportunitiesfor developingheir creativity, and a sense of community in an intercultural environment through various
co- curricular and extraurricular activities, supported by an expanding infrastructuke.a responsibleHigher
Educationinstitution, we focuson continuousimprovementwhich is responsive to the needs of the community and
strive tomake useful contributions to educatioknowledge andthe society atlarge.

With best wishes for a wonderful and successful year,

Kiran G R PhD
Dean

MEC_RGO_HBK_002 0 Page7 of 68
Controlled CopyPrinted copies of this document are uncontrolled. The controlled version of this document is available on the CMS



(—\_ o\ EBwgVl (il &l S
/ ~ Middle East College

Document Name & Type | MEC Undergraduate StudertandbookARM | Author/Department | Head,Registration Office

Approval Date 20/09/2022 Effective Date 20/09/2022
Review Date 13/01/2022 Next Review Date | 17/09/2023
CONTENTS
PART A. GENERAREGULATIONS. ...ttt ettt et e ettt e e e et e e e e b st e e e eeaas 12
1. CAMPUS CONTAIBIFORMATIOMN. ...ttt ettt e e e e e e e e e aebbba e e e e e e aaeeeeeesbensa e e e eeeans 13
2. GENERADNFORMATION. .. ettt ettt ettt e e e e e e e e eete bbb r e e e e e e e et eeaebbb e e e eeaeaeeeensbennaansn 13
2. 1. USING THEBANDBOOK ... .ottt et et e e ettt e et e e e e e e e e e eaaaaaaaeaaasaassaasaaaannnnnannebnnes 13
2.2, ABOUT THEOLLEGE.........ccii ittt ettt e et e e e e e e e e e e e e e e e e s e e e s s s e e s s aa s s anebnbanrees 13
2.3. VISION, MISSION, VALUES ... ..ottt e e e e e e e e e e e e e e e e e e e e e e e s s e s s 13
2.4, LEARNERTTRIBUTES.... ..ottt e e e et e e e e e e et e et ae b s e e e e e e eeeeennrbnna s 13
2.5, AWARDINGBODY.....ettiuiiiiee ettt ettt a e e e e e e et et e et b b e e e e e aeteeesebbbbn e e e e e eeaeaeeeeennnnnnnn s 14
2. 6. ADMISSION CONDITIONS IN GENERAL AND FOR EACH SPECIALIZATION.........ccccvvvnennnnn. 14
2.6.1. INTERNATIONAL STUDENTS ... ..ot e e e e e e e e e en b es 14
2. 7. FEEPAYMEISTRUCTURE ..ottt e ettt e e e e e e e e e eebebbaaaans 14
2. 7.0, APPLICATIOEE. ...t oottt s e e e e e e e e e e et bbb s aeeeeeaaeeeesenes 14
2. 7.2, CAUTIONDEPOSIT ...ttt e e e e ettt e e e e e e e e e e e e eeb b aeeeeaeas 14
2. 7.3, TUITION FEE-.....cootitiitiiii ettt e e et e ettt ettt s s e e e e e e e e ee st bbb aaeeeaeaenaennes 14
2.7.4. DISCOUNTS ON FEES:.. .ottt e e et e e e e e e e e eeseebeaanns 15
2.7.5. FEE FOR DROPPING OR WITHDRAWAL OF MODULES.........cooiiiii e, 15
2.8. STUDENT IDENTIIARDL. ...ttt e e e e e e bbb s s e e e e e e e e e eesabbeaaeaeeeaaeaeeeereens 16
2.9. STAFF/STUDENEETINGS.......ccoi ittt e e e et e et e e e e e e aeaaaeeeaeeaeaaasaeasssanaaannnns 16
2. 10. NOTICBOARDS..... .ottt e et e et r s e e e e e e e e e et ettt s e e e e aeeeeeeeebebbana s aaeaaaaaes 16
2. 00, CONTACTINGT AFE . ... e ittt e e e e e e e e e e ee et b b e e e e e aeeeeeeeebennanns 16
2. 02, CARETERIA . et e ettt et e e e ettt e e e bbb e e e e ae e e e reba s 16
2. 13, WELLNESTENTRE. ...ttt e e e e e e ettt et bbb e e e e e e e e e e eeernbbaa e e eaeas 17
2. 4. ALUMNIL ...ttt oo e e e e ettt et bt e e e e et e e et e e b b e e e e e e e eeeerrrnn s 17
3. GENERAL STUDERLIZIES BRROCEDURES.........ooiii et 17
3. 1. STUDENRESPONSIBILITIES. .. ..ottt ettt e e e e e e e e e e et e e e e e e e eeeeennnnns 17
3.2, STUDENRIGH T S . .ottt ettt e e e e e e e et ettt et a e e e e e e e e e eeeenbebb e e e eeeeaeas 18
3. 3. STUDENT CODEGMIBINDUGCT ..ottt ettt ettt e e e e e e e e e eeeea b a e e e aeeeeeeesrnneannns 18
3. 4. DISCIPLINARY ISSUES . ... et e e e e e e et e e et e e e e e e e e eeeeeaeneaaaas 19
3.5. STUDENT GRIEVAIREBRESSAL ... .ottt e e e e e e e e ee s 19
3.6. RESPONSIBLE USE OF COMREBBERIRCES........ccoiiiiiiiiiiiie et 20
3. 7. FACILITSCHEDULES...... oottt s e e e e e e et e e et bbb e a e e e e e e e eeeeseenenaaas 21
4. ACADEMIC POLICIES RRDCEDURES.........uuiiiiiiiiiiii ettt e e e e e ee b e e s e e e e e eeaene 21
4. 1. REGISTRATIOIILICY . ...ttt a et e e ettt e a e e e e e e e eeaet b s e e e eeeeeeeeeseennnnnn s 21
4.1.1. MODULE REGISTRATBOIMEDULES........ootuiiiiiiiiei ettt 21
4.1.2. MODULBREGISTRATION....cotttittiiiiii ettt ettt e e e e e e e e e aa e s s e s e aeeeeeeearenennnns 22
4.1 3. ADD/DROP PERIODL........ccoi ittt ettt e e e aa e e e e e e e e e e e s e e s s s s s s s s s saaasensnnsnnsennesreneees 22
4.1. 4, MODULBNITHDRAWAL. ...ttt ettt e e e e e e e e e e et s s s e aa e e e e eeeeebena s 22
4.1.5. PROGRAMMEB/ITHDRAWAL. ..ottt ittt ettt s e e e e e e e e e e e aebeas s e e e aaaeaeeeeseee 22
4. 2. REJOINING. ...ttt ettt e et et e ettt e e e e e e e et e e ettt asaaeeeaeeeeeeeseebba i raeeeeeeaaeeessensnnnnnes 23
4. 3. PAYMENT QHEES.. ... oottt e e e e e e e ee et ee bbb e e e e e e e e eeeeeeeennnanns 23
4. 4. MAXIMWM PERIOD QFTUDY. ...ttt e ettt e s e e e e e e e e e e et bea e e e e e aaaeaes 23
4.4.1. GENERAL FOUNDATION PROGRAGMIE. ........cceieeeeeeeeaeeeieees e eeeeeeeeeeeeeeeeeens 23
4.4.2. DIPLOMA PROGRAMMES: 4 YEARS..... .ot 24
4.4.3. BACHELOR PROGRAMMES: 8 YEARS. ... ..ot 24
4.5, MODULBEEXEMPTION ... .ottt e e et et e e e e bbb e e e e e e e e e e eeeesbban s 24
4.5. 1. EXEMPTIOREE....... ittt e e e e e e e e eear bbb e e e e e aeaaeeees 25
MEC_RGO_HBK_002 0 PageB of 68

Controlled CopyPrinted copies of this document are uncontrolled. The controlled version of this document is available on the CMS



(\ o\ EBwgVl (il &l S
/ ~ Middle East College

Document Name & Type | MEC Undergraduate StudertandbookARM | Author/Department | Head,Registration Office
Approval Date 20/09/2022 Effective Date 20/09/2022
Review Date 13/01/2022 Next Review Date | 17/09/2023
4.5.1.1. DOCUMENTS TO BE SUBMITTEEBXENRPTIONS.:.......o i 25
4.5.2. APPEALEXEMPTIOMN. ... .. it e e e e e e e e et s e e e e et s e e eeeta e e e eesaaeeeeeeen 25
4.6. CHANGE GBFPECIALIZATION/AWARDL........outiiiiii et e et e e e 26
4.6.1. PROCEDURE FOR CHANGPBEEIALIZATION. ...ttt e e et e e 26
4.6.2. CHANGE OF SPECIALIZATION/AWBRROMA TBACHELORS.........cccooei i, 26
4.6.3. CONTINUBACHELQR..... oot e e e e e e s e e e e et s e e e e et e e e eeaaaeeeeeeen 26
T B O o 1N L] @ 2 o 26
O NN I8 = N | 3 A 26
4. 7. 1. CLASBTTENDANQGE.. ..ottt e e et e e e e e e e e e e e tt b aeaeeeeeeeeesannnns 26
4.7.2. ATTENDANGEONITORING.... .ottt e e e e e e e e e e e e e eeear s 27
4.7.3. COMING LATE TIRASS. ...cotittiiiii it e ettt etttieas st e e e e e e et et s s e e e e e e e e e aa et b b s e s eaaeeeeeeeesneannes 27
4.8. EXEMPTIONS TO ACADEMIC REGULATIONS UNDER EXTRAORDINARY CIRCUMSTANCES
4.8.1. STUDENT WORKING OUTBIDEC AT .....uuiiiiii ettt a e et e e s s et e s s eana e e s e anaa s 28
4.8.1.1. ADMINISTRATINREGULATIONS.....coitiiiiiiiii et e et e e e e e eeean 28
4.8.1.2. ACADEMIC REGULATIONSBIBPIPORT......uiiiiiiiiii ittt 29
4.9. ACADEMIC INTEGRPIILICY. ... ittt e e e e e e et s e e e eatan e e e eebaneeeeennan 29
4.9. 1. PLAGIARISM. ...ttt e et e e e e et e e e e e e e e e e a e e e e aaaa 30
e T AV N I o O N [ P 31
e T T € [ 33 I VAV I I 1A 31
e T S 4 @ T I U 15 ]\ 31
4.9.5. OTHER CASES. ... .o it e e e e et e e e et e e e e e et it eeeeetaa e e eeeanannes 31
4. 10. PENALIES FOR ACADEMIC INTEGRDDATION. ... ottt e e e e e e e e 31
4.10.1. FIRST OFFENCE OF ACADEMIC INTEGRITY VIOLATION.......cooiiiriii e 31
O T At O . X 1A o 1 Y 31
4.10.12. MALPRACTICE / GHOSTWRITING / COLLUSION........coiriiiiii e 32
4.10.2. SECOND OFFENCE OF ACADEMIC INTEGRITY VIQLATION.......cooovviiiieeriieeeeeeevi, 32
O Tt I 7 X 1A o 1 Y 32
4.10. 2. 2. MALPRACTICE/GHOSTWRITING/COLLUSIQN..........coii i 32
4.10.3. THIRD OFFENCE OF ACADEMIC INTEGRITY VIQLATION......ccccviiiiiieiie e 33
4.10.4. FOURTH OFFENCE OF ACADEMIC INTEGRIATION.......cccvviiiiieie e 33
4.10.5. OTHER CASES. ... oot e e e e e e e e e e e e et e e e ee it e e e e eaanna s 33
4.11. TYPES/VARIATIONS OF CASES OF PLAGIARISM AND ASSOCIATED.ACTIONS.................. 34
4.12. TYPES/VARIATION OBEROF MULTIPLE OFFENCES..........ooii e 34
N G T Y o L 0 S 35
4, 14, STUDENRPROJIECT .. ..ottt e et e et e e et e e e e e et r e e e e ett s e e eeasaseaeeasaneeeeesnnaeeeerenaaanes 35
4. 15, MAKEUP CLASSES. ... .ottt et e ettt e e e e e et e e e e eaa e e aeeat s eeeeetan s eeeensnnaeeeennnnn 36
4.16. EXMINATIONTMETABLES. ... oot e e e e et e e e e et e e e e eat s e e e eeann e eeeeees 36
4.17. EXAMINATION ARRANGEMENT FOR STUDENTS WITH DISABILITIES.........coooiiii, 36
4. 18. RELEASE BESULTS. .. ..ot e e et e e e e et e e e e e et e e e e e et e e e sata e eeesranaaeeeennan 36
4. 19. GRADE AP PERDLICY. ... ittt e et e e e e e e e et e e e e e e et a e e 37
4.20. STUDENT PERFORMANCE REPORARHENI S/SPONSORS ......ccoiiiiiieiiiiietriceie e 37
4. 21. GRADUATIOBEREMONLY. .. .ottt e e e e e e e e et e e e e e st e e e e e sb e e e e eata e e e eeranaeas 38
4.22. REQUESTS FURANS CRIPT S, ... e e e e e e e e e et e e e e e et e e e e e enaan 38
4. 23. EXTERNAEXAMINER........oo i Error! Bookmark not defind.
4. 24. INFORMATION TO BE BROUGHT TO THE ATTENTION OF THE RECGHRSTERATION................ 38
T R T U @ | I 3 38
5. STUDENT SUPPORT BNIDANCE. ..ot e et e e e e et e e e e taa e e e eatan s 39
5.1, ACADEMIBV/RITING. . ...cottiiieieiiie et e e et e e et e e e e e et e e e e e et e e eeeasa e eeaeesaaaeeeesnnaeeeenrnnaaeeen 39
5.2, STUDENT SUCCEBBNTRE.......ccoiiiiiii e e e e e e e e e et e e e e et s e e e e eanreeeeeanneeeeeeen 39
5.2.1. ACADEMIBDVISING. ...ttt e e e e e s e e e et e e e e e et e aeeesnnaeeeesnaaeaenes 39
5.2.2. PSYCHOLOGIGRDUNSELLING. ... coiieiiiiiee e e et e e ee e e e e et s e e e e aa e e e eean e e 40
MEC_RGO_HBK_002 0 Page9 of 68

Controlled CopyPrinted copies of this document are uncontrolled. The controlled version of this document is available on the CMS



(\ o\ EBwgVl (il &l S
/ ~ Middle East College

Document Name & Type | MEC Undergraduate StudertandbookARM | Author/Department | Head,Registration Office

Approval Date 20/09/2022 Effective Date 20/09/2022

Review Date 13/01/2022 Next Review Date | 17/09/2023
5.2.3. PROVISIONS FOR STUDENTS WITH MEDINDALIONS. ..ottt 40
6. LEARNINBESOURGCES...... ..o ettt e e e e e e e e et et bbb e e e e e e aaeeeesenbenaaes 40
B. 1. LABRACILITIES. ...t e e ettt bt e oo e e e e et e et et b e e e e e e e e e eeeeebnbba e e e aeeaas 40
6. 2. LIBRARRESOURGCES....... .o i e ettt bbb a e e e e e e et e et bbb e e e e e aeaaeeeened 41
6. 3. CAREER SERVICES AND ENTREPRENBRRGHIP. ... 4L
6.4. COMMUNITY OUTREACH AND ACTIVITIES. ... 41
6. 4. 1. ACTIVITIESFRICE ... .o e ettt e e e e e e e e e e e rbbb e e e e aaeas 41
6.4.2. SOCIETIES AND CLUBS AT.MEC.... . et e 42
6.4.3. STUDENT WELFARE OFEICE.......ccoi e e e e a e A3
6.5. SCHOLARSHIPS AND STURERDGNITION........cciiiiiiiiiiiiiiiiiiiiiiiiiereereeeeeee e A4
6.5.2. SCHOLARSHIPS FOR ECONOMICALLY WEAK STUDENTS. ... A4
6.5. 2. 1. ELIGIBILITY CRITERILA. ... ettt e e e e e e e e 44
6.5.3. EXTRAURRICULAR ACHIEVEMBRH®LARSHIP.......ccoi e 44
6.5. 3. 1. ELIGIBILITORITERIA. ...ttt e e e e e e e e e e e e s 44
6.5.4. STUDENT ADVISORY COUNCIL OFFICE BEMRERBSHIP............ccooiiii e 45
6.5.5. BEST OUTGOING STUDRMARD.......cciiiiiiiiiieieeieie et e e e e e eeerenb e e e e e e eeeeeeesd 45
6.5.6. BEST BACHEL QWARD..P.ROJ . ECT. e 45
6. 6. GENERAL TERMS APPLICABLE TO ALL CATEGCRIBEISABSHIBS..........coo i, 45
6.6.1. PERIOD GFCHOLARSHIP AND EXTENSIONS.......cooiiii e 45
6.6.2. TERMINATION GIEHOLARSHIPR..... ..o 45
6. 6. 3. CHANGE OF SPECIALIZATION. ....uuuiiiiii ittt e e e e e e eaebeba e s e naeaeeeeseend 46
B. 6. 4. FEES. ... o e e e e e e et ettt e e e aaaeeaeaes 46
6. 7. STUDENT ADVISQERYUNCIL. ..cuiiiii ittt s et e e e e e e e e ee b a e e e e e e aaees 46
6.7.1. THE STUDENT ADVISORY COUNCILEHARERS............uoiiiiiiiiiiiiiieiiiiiian e ee e 46
6.7.2. CRITERIA FOR PRESIDENT AND VICE PRESIDENT OF THE STUDENTNADVISQRY..CA&
6.7.3. CRITERIAFOR OTNIRIBERS...... .ottt e e e e e e e s a7
6.7.4. OBJECTIVES OF THE STUAIBNSORTOUNCIL:......coiiiiiieiiii e a7
6.7.5. RESPONSIBILITIES OF THE STUDENT ADWULBMTERRL...........cceeiiiiiiiiiiiiaaeee e eeereeeeniiii s 47
7. HOSTEL FACILITIES . ...ttt ettt e e e e et e ettt ettt e e e e e e e e et e eeenbbbna e e e e eaaaaeeeesnnsd 48
T. 1. HOSTEEEES....... .o i ettt e e e e e e e e et e be bbb e e e e e e e aeeeennnnnann e A8
7. 2. VEHICLEARKING ......................................................................................................................... 48
PART B. GENERAREGULATIONS (GER)....uuuiiiiiiime ettt eeeeeeeeeeeennnes 49
1. GENERAL FOUNDATRIROGRAMME ....... o et e e e eeneee 50
1.1. TUITION FEES FOR GENERAL FOUNDATION PROGRAMME.:.......iiiii e 50
I Y1 = I [ ) PP 50
1. 3. PLACEMENIIEST .. ..ottt et e sttt s e e e e e e et et ee bt s e e e e e e e eeeeeet bt s aaeaeeeeeeeeessbssaanaaeeeaeeaennnnes 50
1.4. GENERAL FOUNDATION PROGRAVIRIECTURE.........coo ot eeeennees 51
1.4.1. ASSESSMENTS ANIALUATION. .. ..cottitiiiiiie ettt e e e e et s e e e e e e e eesesrenn e e aees 51
1.4.2. SUPPLEMENTABXAMINATION. ..ottt ettt e e e e e e e e eeeannenana s e e e e 52
1.4. 3. CHALLENGEXAMINATIONS . ....ootttiiiiii ettt e e e e et eeeab s s e e e e e e e e eeesersaansaeaeaeeeeeeereens 52
1.4.4. EXIT FROM GENERAL FOUNDARROBRAMME..........cottiiiiiiin it eeaaeneas 52
PART C. PROGRAMMBEGULATIONS (UG). e iiiieeeiiiiet e et eeie ettt e e e e e e eeans e e e e e e aaananna e s aeaaeaennnes 54
1. EDUCATIONAIROCESS........coiiieiiiiitiiiiiit et e e e e e et a e e e e e e e e e e ettt s s e e e eeeeeeeeesesbannaaeaeas 55
1.1. EXCEPTIONAL CIRCUMSTANGCES......ooiittiiiiiiie ettt e e e e e e e e a e e e e 55
2. PROGRAMME HUDIES. ...ttt e e e e et e e et bbb e e e e e e e e e e eerabbaa e e e e as 55
2.1. FIRI LEVEL OF EXCERTIFICATE. ...ttt 55
2.2. SECOND LEVEL OF EDXIHLOMA . ...ttt ettt e e e e e e e e e e e e anbb e e e e eeeas 55
2. 3. THIRD LEVEL OF EXIT: ADVADIBEDMA........ et 56
MEC_RGO_HBK_002 0 PagelOof 68

Controlled CopyPrinted copies of this document are uncontrolled. The controlled version of this document is available on the CMS



0 X ooVl (& ill &l S
/ ~ Middle East College

Document Name & Type | MEC Undergraduate StudertandbookARM | Author/Department | Head,Registration Office
Approval Date 20/09/2022 Effective Date 20/09/2022
Review Date 13/01/2022 Next Review Date | 17/09/2023

2.4. FOURTH LEVEL OF EXIT: BACHELORENNOWRS........ccouiiiiiii et e e e 56
2.5, AWARDINGBODY. .. oottt e e e et e e e e et e e e e e tt e e e e et e e eeeta e eee et reeeraa e eenraann 56

3. MODULECHARA CTERISTICS. ..ottt e e et e e e e et e e e e et e e e e e et e e e e e ata e e e eetnn e eeennnnnn 56
4. GRADING BVALUATION. ...ttt e e s e e e e e e e e e et e e e e e et e e e eata e e e entan e eeeeannn s 56
4.1. EVALUATION NORMS ANRIDCEDURES.......cooe et e e e e e e e enaas 56
N I N =1 =] /1 1T 0 ] 57
T O @ 11 | = =t N 17 AN I 0 PSS 57
4.3.1. CONDITIONS FORMPENSATION. ...ttt e e e e e e e e e ean e e e e e aaa e e e e eenans 58

A, 4., GRADINGY STEM....oiiiiiiiiiiie it e e e e e e e e et e e e e e e e aeeeaea b s s e eeaeeaeeeeseraaannas 58
4.5. GRADE DESCRIPTORS (WITHOUT NMMERBE]............cvuiiiiiiiiiiiieeeieeeee e 58
T N | e [ g I o 0 To | (SRR PPTRTRR 58

T R OF e @70 g o (o] 1T = T PP PRPRRT 58
TR T 1V VL 11 g o = 1T o PP PRRRPTTPPN 59

4.5. 4., FW—Failed oOnWIthArawal..............ooiiiiiiiiiiii e e e 59

T S T e (] 1 1] €110 o PO P PP PPPPTPPPPPPRRP 59
4.5.6. T-THRESHOLD.......cooti e e e e e et e e e e et e e e e e et e e e e aaaa e e eeennnaes 59

4. 6. AVERAE MARK (AM) AND OVERALL AVERAGE (@ARKS...........ccoooiiie i 59
4.6. 1. AVERAGE MARKS. ... e e e e et e e e e e et e e e e e ata e e e eetaanaeaeees 59
4.6.2. OVERALL AVERAIBERKS......cootiii ittt e e e e e et e e e e et e e e e e et e e e e e ann s 60
4.6.2.1. GRADE POINT AVERAGHA)..........cvviiieeeeeiiiiieeeee e Error! Bookmark not defined.
4.6.2.2. CUMULATIVE GRADE POINT AVERAGE (CEPYLEOR..........coo i 60

4.6.3. REQUIREMENTS FEMRARDS. ... .o e e e e e et e e e et e e e e enean 61
4.6.4. CLASSIFICATION EQUIVALENT . ...t e e e s 62

N B S N | V1 1S N 62
4.8. STUDENFPROGRESSION. . ...ttt e et e e e e e e e e e e e e e e eaa s e e e e araeeeeeannnas 62
4.8.1. STUDENTS ON REDUCED WORKLOAD.......ccotiii ettt e e et e e e eeaa e eeees 62
4.8.2. INTERIM EXREQUEST .. ..ottt ettt e e et e e e et e e e e et e e e e et e e e eeaaa s 63

4.9. REQUEST FOR GRADUANIINFICATIQN.... ..ottt e et e e e e e e e e e ena s 63

4. 10. ACADEMIBEQUIREMENTS. ... .ottt e et e et e e e e et e e e e e et e e e eetaaeeeaeatnseeeennnneeeeene 63

4, 1. REASSESSMEN T S ... i et r e e e e e e e et e e e e et e e e e e eaa e e e e eeaa e e e eeaaaees 63
4.11.1. REASSESSMENT FOR MODULES WHICH CONENDEXAMINATIONOMPONENT........ 63

4.11. 2. REASSESSMENT FOR MODULES WHICH ARE ASSESSED BY COURSEWORK.ONIcY

4.12. END SEMESTER EXAMDARTI.®&N..DO!I..S...AND........ccooiii. 64

5. EMERGENCY RESPONSE GUADBMATIOMN. ...ttt e e et s e et e e e e et e e e enananneeaes 66
LT O 1S Y = O 1\ 1A G T 66
MEC_RGO_HBK_002 0 Pagellof 68

Controlled CopyPrinted copies of this document are uncontrolled. The controlled version of this document is available on the CMS



0% |buoll & il &l =
\/N Middle East College
<\ /

Document Name & Type

MEC Undergraduate StudeAandbookARM

Author/Department | Head,Registration Office
Approval Date 20/09/2022 Effective Date 20/09/2022
Review Date 13/01/2022 Next Review Date | 17/09/2023

PART A. GENERAREGULATIONS

MEC_RGO_HBK_002 0

Pagel? of 68
Controlled CopyPrinted copies of this document are uncontrolled. The controlled version of this document is available on the CMS



X X ooVl (& ill &l S
/\~' Middle East College

Document Name & Type | MEC Undergraduate StudertandbookARM | Author/Department | Head,Registration Office

Approval Date

20/09/2022 Effective Date 20/09/2022

Review Date

13/01/2022 Next Review Date | 17/09/2023

1.

CAMPUS CONTAMIFORMATION

MIDDLE EAST COLLEGE

P.O. BOX 79, AL RUSAYL, POSTAL CODE 124, SULTANATHEEIF: @868\24531400
FAX: +968 24446028

Email: inffo@mec.edu.onWebsite:www.mec.edu.om

GENERAINFORMATION

2. 1.

2. 2.

2. 3.

2.4,

USING THISANDBOOK

This handbook contains all the important infortiwa that the students will need to understarior

their academic progresés it only includes the most important detagsydentsshould alsa@onsult
other sources of information such #®se published byifferent departments and units.

Students are Bcouraged to read through the handbook since it will familiarizes them, from the
outset, with the various aspects of their studies ahd regulationsand policieggoverningthem.

The answers to the most frequently asked questiarescontained in tls handbook.

Note It may be necessaypn occasiongo amend or revise the detaifgrovidedin this handbook.

ABOUT THEOLLEGE

Middle East College (MEC) is aatredited college antas the distinction of being the largest
private college in OmanMEC idocated in KnowledgeOasisMuscat (KOM),the Information
Technologyubofthe Sultanateof Oman MEC, offerawiderangeof programmesn differentareas

of technology, primarily catering to students in the Sultanate who are interested in furthering their
career prospects in the emerging areas of Engineering, Information TechnolodWaaradjement
Studies MEC is the first Microsoft IT academy in the coumatng is also a member of the Oracle
Academic Initiative and the CISCO Networking Academy.

MEC issituatedabout 12 km from Muscat International Airpogrovidingeasy acces® students
from any part of the Sultanate. The College with its vibrant stugepulation isin close proximity

to Muscat City CentrandSultanQaboodJniversity.

VISION, MISSION, VALUES

Vision statement:Contributing to the development of a harmonious and sustainable world through
the pursuit of knowledge.

Mission statement:We endeavor to fulfil creative human potential through education, inquiry,
innovation, intercultural engagement and service.

Values:

QUALITYWe challenge ourselves continuously in our quest for excellence.

DIVERSITYWe appreciate diversity of individuals, ideas and culturERANSPARENCW/e
demonstrate integrity and openness in our condlRESPECWe discharge our responsibilities
with respect for all.

COMMITMENTWe commit ourselves to the nation and its cultuietellectual inquiry and the
environment

LEARNERTTRIBUTES

1 Professional competence

o Domain knowledge and researskills
i Ethical awareness armtactice
1 Leadership and teamwoskills
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2.5,

2. 6.

2. 7.

Communicatiorskills
Digitalcompetence
Interculturalcompetence
Communiy engagement
Lifelonglearning

=a =4 -4 -8 -9

AWARDIN@ODY

Middle East College, Sultanate of Oman

ADMISSION CONDITIONS IN GENERAL AND FOR EACH
SPECIALIZATION

Students seeking admission to any of the Bachelors or Diploma programersoned below
should possess a General Education Diploma from Sultanate of Oman or its equivalent qualificatio
approved by the Ministry of Education, the Sultanate of Oman and a General Foundation
Programme completion certificate.

Students who do not hava GFP Certificate witle placed at Level 1 of GFP. However, if they wish
to be placed at a higher level or be exempted from GFP to directly undertake the undergraduate
studies, theywill be required to take th&/EC Placement Tedtsdetermine their proficiency levels

in English, Math and Computisg that they areplaced accordingly.

BSc in Archiving and Records Management

2.6.1. INTERNATIONAL STUDENTS

International students who have other qualification equivalent to General Education
Diploma (as may be approved by the Ministry of Education, Sultanate of Oman) in
appropriate streams may apply for the programmes. They further hawebtain a
General Foundation Programme (GFP) Certificate from MEC. Their admisgiess
includesattestation and approvals from appropriate authorities.

FEE PAYMENSITRUCTURE

Fee includes Application fees, Caution Deposit (refundable fees), Tuition Fees, Hostel fees or ar
other dues from Student to MEC during the couiStidens are responsible for payinthe fees in
accordance with MEfTiles and regulationsven if it is sponsored kg third party. MEQeservesall

the rights to collectany pendingfees paymentsfrom them. For all fee related issussich as
outstanding balance, sharing online payment ewicle and discount not receive, Studens must
contactthe AccountOffice (AO)by e ma aol@méc.edu.orh .

2.7.1. APPLICATIOREE
The aplication fee (norrefundable) OMR 50 (OMR. Fitigly) per application.

2.7.2. CAUTIONDEPOSIT

Every student taking admission has to pay a refundable caution deposit of OMR.100/
(OMR. One Hundred Only) on admission. The caution deposit will be refafigéed

the completion of the course avhenthe studentisleavingthe college. Thecaution
depost maybe adjustedagainstany outstanding amounts payable by steident.

2.7.3. TUITION FEE

Tuition fee ishe fee charged by MEC for a particular programme certification opted
by the studentTuition fee are normally paid in advance.
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2.7.4.

2.7.5.

MEC_RGO_HBK_002 0

Instruction for Payment:

1) Pay by adding MEC as biller in Bank Musc&aviking application.

2) Deposit in Bank Via Internet/Online: Student can transfer money in College Bank
accounts by adding MEC as beneficiary

a. Bank Muscat: 0315003468080017

b. Bank Ah-D665440“0611'0 1

c. Bank NBO: 181667669002
Student MUST mention unique Student
payment intimate to AO@mec.edu.om to avoid delay in payment posting/issue of
receipt.

3) In case of deposit of Cash in CDM machine, student should send email to
AO@mec.du.om with picture/scanned slip with Student Id mentioned in email.

4) MEC students can use Local & International Banks DEBIT / CREDIT CARD* to
fees through ONEIC (www.tasdeed.om)

*The Debit/Credit Card should be enabled from their bank to pay online.

5) Payat Cash counter in college campus.

6) Payment through Cheque: Student can submit cheque to account office with
student id & contact number mentioned overleaf. In case of cheque is returned
unpaid due to insufficient fund or any other reason, student must glaggue
amount in cash within 5 working days of intimation from MEC, to avoid any legal
proceeding.

* Fees are subject to change by 2% annually and based on student progression withi

the programme.

DISCOUNTS ON FEES:

1) Sibling discount (5% on tuition fee)
Immediate family members of students (Father/Mother, direct Brothers/Sisters,
andHusband/Wife) are given a discount of 5% to study at MEC. This is applicable
up to first 5subsequent applicants for a period of five years from the date of
graduation of thefirst applicant.

2) Alumni discount (10% on tuition fee)

A 10% fee discount is given to MEC graduates (Diploma or Bachelors) pursuing
their Post Graduate studies at MEC.

3) Advance payment of fees* (5% on tuition fee)

A 5% fee discount is given to students as&s where the full fee owed is paid
within 15 days from commencement of classes.
* This discount applies only if fee is paid in full for one year and within 2 weeks of
commencement of classes.

Note: Advance payment fees discount will be additional to t&#ling/Alumni
discount, so the actual discount can be up to 10 or 15%.

FEE FOR DROPPING OR WITHDRAWAL OF MODULES

From Week 2 to Week 4 25% of module fee
From Week 5 to Week 7 50% of module fee
From Week 8 to Week 10 75% of module fee
From Week 11 till end of Classes 100% of module fee
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2. 8.

2. 9.

2.10.

2.11.

2.12.

Tablel:Fee for Dropping or Withdrawal of Modules

The student can request to drop or withdraw a module in SIS. After paying the drop or
withdrawal fee (as mentioned in the abovable), student should contact Account
Office mandatorily for final approval.

STUDENT IDENTICXRD

On completion of admission formalities each student will be issued an IDvadrdmultiple
functionalities such as student identification, printing fagilitom college printers, access control,
and library use/Book Circulation. Other features, which may be added in the near future, include
fee payment, Sunray system login, hot desking, and payments in the cafetuidens should
possess the ID card all #imes while on campus anoh some occasions while they are not on
campusas well The sudent should:
1) accepts responsibility for any damage or loss of the card including any money that is stored
in the cad.
2) use the card responsibly for his/her own poges and not share it with anyone
3) Understands that, if the card is lost or damaged, he/she will have to pay an amount of RO
10/- (Omani Riyal Ten Only) for a duplicate card tasksaed
4) abide by MEC IT Policies and Procedures and undetsianiae/sheis liable to disciplinary
action if found violating thesame
5) understand thatlD cards are notransferable. Students must carry the ID cards wbile
campus and preserthem on request bysecurity personnel.
6) report and submit any lost and found ID cardghe Security Services Office.

STAFF/STUDEWIEETINGS

These are opportunities for all students on the module/ programme to meet (face to face / online)
the staff to discuss issues and problems affecting their academic performance and progress
Students wli be informed by the respective departments of the details of such meetings. All
students are encouraged to participate and contribute to these meetings. However, students are
reminded not to assemble for any meetings without prior permission from theugepean and
Registrar. Such meetings will be considered unlawful and action will be initiated as per disciplinary
policies, which may include expulsion from the college.

NOTICBBOARDS

Students are advised to check the appropriate notice boards on a rebatis (every day). The
notice boards ardocatedin different areasn the campus for easy access.

Students are not allowed to display unauthorized notices on the College notice boards.

Any information which is to be put up on the notice board by thedshis should have prior
approvalfrom Headof Media, Communicatiorand AdmissionDepartment.Failureto do so shall

invite stringent action which may even lead to expulsion from the College as per disciplinary
policies.

CONTACTINGSTAFF

Students are encouraged to reach members of faculty to address issues relating to their studies
classes and other academic matters and, appropriate units in the College for other issues that the
may want to discuss. Office hours of all staff memberspaiowided on the Student Information
System (SIS) and mentioned in MIGs. Students are welcome to meet members of faculty durin
their office hours. Students who would like to meet any staff during their office timings (face to face
/ online) should take aappointment through the SIS.

CAFETERIA
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2.13.

2.14.

The College campumas severaspacious cafeterias with a pleasant ambiersmyvinga variety of
intercontinental and local cuisine and is functional from 7:30 am to 8:30 pm on all working days.
Separate counters aravailable formale and female studentdMECensures thequality of the
services offered by the cafeterighrough continuous quality control measures which also include
collecting feedback from students and stafhe cafeterias are closed during the holgnth of
Ramadan.

WELLNESSENTRE

MEC believes that good health is vital in the fulfiilmenasft udent “ s academic
aspirations. MEC Wellness Centre operates from AL KHWARHZHg supported by first aiders

in each buildingThe Wellness Centre operates from 8.00 am to 8.00 pm. Additionally, resident
nurses are available on call in the girls hostel of MEC.

ALUMNI

MEC believes in strong relations with its Alumni. Alumni surveys are conducted every year tc
receivefeedback from them foimproving the services offered by MEC.

To further strengthen relations with Alumni, MEC organthesAlumni Meet every year where MEC
graduates reunite with MECfaculty members, stafind their classmates. Career Services, Alumni
and External Affairs Department maintains an online portal for AluAdditionally, the alumni are

also membes of Programme Advisoi@ommittees They are encouraged to register their names in
the MEC AlumnAssociation to receive updates on the activities of the Association, to otbtain
latest information about the College and to keep in touch with theickessmates and friends.

3. GENERAL STUDENT POLICH%EDURES

3. 1.

STUDENRESPONSIBILITIES

Students areexpected ta

1) plan and register his/her programme of study and make necessary amendments if required.

2) registerfor modulesas per his/her degreeplan and in consultationwith the respective
academicadvior following the regulationsand schedulesas prescribedin the Student
Handbook and the Academic Calendar respectively, and other regulations as may be
prescribed from time to timevith regard to theregistrationprocess

3) complete all elements of assessment according to the instructions given byediffe
instructors and such others who are engaged for the purpose of asseksfiger
performance

4) meet his/her academic adws regularly and at appointed times and keep the adwis
informed aboutmatters that are likely to affedtis/her academic performace and those
that require the advier ‘ingervention

5) collect the assessment details, lecture notes, worksheets or any other instruments required
for the registered modules, whenever s/he is absent during distribution of the same or if
s/he is required talo so

6) return the books provided, on loAgrm borrowing, in good condition upon completioh
the semesteror asperthe time notified for the purposeof return to the library

7) attend classes at all times unless circumstances prevent him/her from doingdskeap
the appropriatedepartmentsupdatedof his/herabsenceif any,with supporting evidences
as may be required within the prescribgeriod

8) inform appropriate departments and members of faculty of any circumstances likely to
affect his/her academicegrformance

9) immediately inform the Registration Office of any change of address and contact number
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10) check, preferably daily, the notice boardad emails for any information that may be

directly or otherwise be requiretb be providedand respondn time.

11) keepstudentldentity Cardsat all timeswhile on campusand sometimesoff campuswhen

required

12) read, understand, and keep copies ofddficialforms he/she is asked tsign
13) vacatethe buildingS/he is irwhen a fire alarm is activated and follow thetimgtions given

by the Fire Wardens.

14) be responsible for any personal belongings that he/she brings to the campus. In case any

such propertyis found unattended it shall be deposited with the Securi8erviceOffice
and can be claimed within 30 days oseit may bealiscarded.

3.2. STUDENRIGHTS

Thestudentshavethe rightto askaboutthec o | | programneesfacilities fees,financialaidsand
refunds, their academic progress, attendance status, and provisions available to students with
disabilities

3.3. STUDENT CODEOGBNDUCT

All students must abide by applicable government laws, college rules, regulations, policies anc
procedures. Any offence related to person, property, operations of college or welfare, health and
safety may be subject to disciplinagtion based on the severity of violation of the code of conduct.

1)
2)

3)
4)

5)
6)
7
8)

9)

Students should not harass, threaten or use physical force in a manner that endangers the
health and safety of another person, both physically arahtally.

Students should not be involvéa destruction of college property/IT resources/ Laboratory
equipment etc.

Smoking is prohibitedn the MECcampus.

Any alcoholicor banneddrugsare not allowedto be brought, stored,or consumedn the
college premises.

Food and beverages are npermitted inside classrooms, laboratories, prayeoms
discussion rooms anithe library.

Dress modestly and appropriately in line with the values of Oman anditstanms. As per

the requirements ofMinistry of Higher Education, Research and Innovatiemale
students should notover their face with veils.

Students must not falsely report fire or activate emergency wareiggipment.

Students should not use college email services for unlawful activities and personal use thai
violates other collegeolicies.

Mobile phones must be turned off during alhsses.

10) Studentsmust not indulgein any act or behaviorthat may causedisturbance within the

college premise.

11) Students are not allowed to display unauthorized materials such as posters, Hyers,

advertisemens under anycircumstance.

12) Studentanustalwaysherespectfulto othersandmustnot engage ircommunicationwhich

can be interpretedoffensive, threatening, bullying, obscene, racial,derogatory, and
discriminatng.

13) Students must carefullyhink before posting or publishing any content on social media

channels or other onlinehannels.

14) Studentsmust not publish or communicatefalse and defamatory content that could

potentially harm the reputation of an individual or tiellege.

15) The MEClogo is copyrightedwith the Ministry of Commerce, Industry and Investment

Promotion asperthe Lawfor the Protectionof CopyrightandNeighboringRightdssuedby
RoyaDecreeN065/2008. Misuse or inappropriate use of the MEC logoadibited

16) All images/videosreatedby the Media, Communication and Admissidepartment are
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owned and copyrighted by MEC. Any reproduction, duplication, transmission or publication
without permission from the Media, Communication and Admission Department is
prohibited.

17) Studens must not come to college they are diagnosed with any communicable disease
such COVIY. It is the responsibility of the student to inform the college in writing if any
of his peers or staff has come in his/her contact during the periatistudent was infected.

18) Students must adhere to the health, safety and fire protocols and communications from
the college time to time.

3.4. PANDEMIC AND PRECAUTIONS

Students must adhere to all governmemtandated cautions, requirements, and decisions, in @aitito anyspecific
announcementissued from the college.

3.5. DISCIPLINARY ISSUES

The following process is initiated in the event of a disciplinary case lodged against a student.

1) StudentExperienc®ffice(SEO¥onfirmsthe lodgedissueasadisciplinarycaseand

informsthe Student Disciplinary Committé8DC).

2) The student is given three chances to meet the Student Disciplinary Committee to
investigate the case. In cases where the student is not responding to the meeting invitation,
the Committeehas the right to take the decision or give recommendation to Deputy Dean
& Registrar for further action.

3) The Student DisciplinaGommittee investigatsthe case anabtainan undertaking from
the students involved in thenisconduct.

4) An appropriate actioragainst the specific misconductdscided uporby the committee
basedon aninvestigation(verbalwarningandissuingfirst written warningletter which is
prepared by SDC). If the studensiisfiedwith the decision of the committee, the case is
closedat this level. If the studentdoesnot acceptthe decisionof the committee, he/she
canappealagainstthe decisionto the DeputyDeanandRegistraDDR).

5) Incasesvhereinthe Committeerecommend seriousactionslike a secondwarning letter,
suspension oatermination letter (which are prepared by SDC and signed by the DDR) for
a student, his/her case is forwarded with specific recommendation to the DDR for final
decision/approval. The finalecision, which ispproved by the DDR is commurtiea to
the student and his / her sponsor through a written letter and amail sent tohim/her.

6) If the student does not acceptthe decisionof the DDR,he/she can appealagainstthe
deci sion to the Dean. Ther eaf binding, t he De

3.6. STUDENT GRIEVANRHDRESSAL

1) If a student faces any issue related to teaching and learning or with any sesffizesl by
the college,the student may contact the staff concernedhe staff membemeets the
student to collect althe information related to the complaint andttempts toresolve it at
this level. Ithe student issatisfiedwith the response from the respective staff, the issue is
closed at this level. If the student is not satisfied with the response, he/she can take the
issue to tle HoD/ Asst. HoD of the departmetrdncerned.

2) The student may contact the HoD/ Asst. HoD of the departnsenternedwho works on
resolvingthe issueat this level. If the studentis satisfiedwith the responsefrom the HoD/
Asst. HoD, the issue is closed at this levéhelstudent isnot satisfied, he/she can take the
issue to the Student Experience Off(&EO).

3) SEOgathers all thedetails regardingthe issuefrom the student in writing and fills the
prescribed online fan which contains thalescription of thecomplaint. An automated
email is sent to the HoD/ Asst. HoD concernedto give feedbackand responseon the
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particular issue referred thim/her.

4) The student gets an automated email informing him/ledérithe responsegiven from the
HoD/AsstHoD If the studentis satisfiedwith the actiontaken,the complaintisclosed at this
level. If not, the issuesreferred backto the SEO.

5) SEOprovidesfeedbackon the particularissuefor explanationand better understanding
based on aninvestigationundertaken with the HoD/Asst. HoDThe student gets an
automatedemailinforminghim/her ofthe response from the&SEQIf the studentissatisfied
the complaint is closed at this level. If not, the isssescalated to the Deputy Dean &
Registrar/ Associate Dean concernddpending on the reportingtructure.

6) The Deputy Dear& Registrar/Associate Dean concerned takes a decision and gives
feedback on the particular issue referred to him. The student getaugomated email
informing him/her d the response. Ithe student issatisfiedwith the action taken, the
complaint is closed at this level. If not, the is&escalated to the Deputy Dean & Registrar.
In casesvhere the complaint is against staff cargiunder the reporting structure of the
DDR, the casisescalated as per the HRlicy(Staff Grievance)

7) TheDeputyDeané& Registrartakesa decisionand givesfeedbackon the particularissue
referred to him. The student gets an automated email inforgniim/her of the response
from the Deputy Dean & Registrarthie student issatisfied the complaint is closed at this
level. If not, the issues agairreferredbackto the SEO.

8) SEQyivesthe feedbackonthe particularissuefor explanationandbetter understanding as
per the updated feedbackandthe student gets an automated email informihgn/her of
the response from theSEO. Ithe student issatisfied the complaint is closed at this level.

If not, the student can appeal to theean.

9) The Dean rdews details of the case as given by the student, responses at eacholevel
appeal and also discugsthe issue with the HoD of the concerned department or might
requestto meetthe studentin person.Thereafterthe D e a detisonisfinal andbinding.

10) Only after completing all the above levels of the grievance procedure inside the college, the
student can approach the MOHERI to submit his/her complaint, based on the regulations
and the policy of submitting grievances from students studying in the terikégher
Education Institutions. (to be referred MEC portgl.

11) Any grievance which the student wants to officially raise MUST be registered by the student
with the SEO latest before the start of next semester.

12) Any grievance related to award of gradesiks in an assessment shall be dealt with in
accordance with the Grade Appeal Policy and Procedure given in this handbook.

3. 7. RESPONSIBLE USE OF COMMRRHZEBRURCES

MEC policies concerning unauthorized use of computer resources include but are not limited to th
following.

1) Studens must not download, create, store or transmit any material which contain
pornography, or which encourages violence, hatred, racism op#rer illegal activity.

2) Student must not make unauthorized entry to any other computeme&tworks, usindEC
computers or networks.

3) Studensmust not try to access any data programto which they are not authorized

4) Studens must not share any information or devices which is used for identification and
authorization such as, MEC account(s), passwords, PIN, securectictken

5) Student must not use software which is not on the MEC standard software list. Shareware
or freeware safware which are norstandard, must not be used without the IT Services
Of f iappeovak

6) Itis prohibited to use nofpproved security programs or utilities that may be harmfud to
systemor that mayrevealor exploitanyweaknes®f a system,(e.g.:,Paketsniffers, Port
scanners, Password cracking programs or any other aygprovedorograms).
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7) Itis prohibited to send or forward-mails that are part of chaifetters.
8) Email usersshouldnot misrepresentand create a false impressionby givingopinionsor
statements on behalf of MEC without priauthorization.
9) Confidential or sensitive MEC information muost be sent, forwarded or received through
non-MEC emailaccounts.
10) Students should naghare their password allow anyone to login using their.ID
11)St udent must not wuse computer | abs throu
it is for their schedule lab class or the lab is free as per the timetable. The remote access tc
these labs for purposes other than scheduled lab sessions is hoves@nmended after
8pm and on weekends.
3.8. FACILITSCHEDULES

Sufficient notice will be given whenever timings are changed. All facilities remain closed on Fridays

Library
Sundayto Thursday 7:00 am to7:00pm
Saturday 9:00 am to 1:00 pm

Friday  Closed

Registration Office

Sunday to Thursday 8:00 am to 12:30pm; 1:15 pm to 6:00pm
Friday & Saturday Closed

Front Desk & Security
Sunday to Thursday 7:45 am to 9:00 pm

Wellness Centre
Sunday to Thursday
8:00 am to 12:30pm
1:15 pm to 5:00pm
Student hub timings
Sunday to Thursday 7:3608300 pm

Class Timings
As per timetable

4. ACADEMIC POLICIES ANRDCEDURES

While every effort is made to describe diffetextademic policies and related procedures, students are advised
to reach the relevant departments and units for additional information on specific cases and to constantly
update themselves with the information provided from time to time through electrongdia and other
communication systems including but not limited to the notice boards.

4.1. REGISTRATIGMOLICY
4.1.1. MODULE REGISTRATRIHEDULES
Module Registration shall start and end on the dates notified in the Academic
Calendar. Changes, if any, shalcbenmunicated through appropriate media.
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The schedule of module registration is available for full time and part time students
from all specializations (GFP, UG & PG) in the academic calendar.

4.1.2. MODULREGISTRATION

1) Students can register for modules througletStudent Information System (SIS).
Fulttime students must enroll on 120 credit points each year, normally with 60
credit points in each of the twsemesters.

2) Parttime studentsarerequired/ expectedo enrollon90creditpointseachyear,
normallywith 45 credit pointsin eachof the two semesters.

3) In the case of graduating students, or for other reasons as approved by the
Academic Exemptions Committestudentsmaybe allowedto exceedhe normal
loadof 120creditpoints ayear.

4) The College magecide to cancel the registration of modules where there is
insufficientenrolment.

5) Students are allowed to take a smaller workloamder the following
circumstances

a. When pre-requisite conditions are not met due to which the student
cannot register for adancedmodules.

b. Onaccount of clashes ischeduledsessions for out of phasgudents.

c. When the student is academically weak and has a backlog of modules to
study.

d. Other reasons not limited to medicptoblems.

6) The Summer semesteis normally offeredto studentsto catchup with their
study plan if they havéoeen delayed Students who are graduating or-re
registering are given priority for module registration during the summer
semester.The students can take maximum of 30 Credits Points in Summer
Semestedepending on availability of modules or sessions.

4.1.3. ADD/DROP PERIOD

Students are permitted to add or drop modules online, without paying a penalty,
during the Add/Drop period. Add/Drop takes place during the first week of classes
during the Fall and Sprirggmesters. In the Summeemester there will not be any
add/drop period for undergraduate modules. There will be no refunds for modules
dropped after the Add/Drop period.

4.1.4. MODULBNITHDRAWAL

A student who wishes to withdraw from a module after the Add/Dpgriod, but
before the end othe half-way point in the module, will be required to complete the
module withdrawal process by applying through SIS. They will also need to pay the
prescribed feegPlease refer clause 2.9.8)fter applying to withdraw thanodule in

SIS, student should reach out to Acco@itice mandatorily for final approval after
clearing due payment aper withdrawalrules. AW2 @dade will be giverfor the
appropriate module on his/her transcript. It shall lead to the cancellation of any
coursework marks obtained during the semester. Studentsdrawing moduleafter

the end of the halfway point will be designatdeV'to denote Failed on Withdrawal

on the transcript.

4.1.5. PROGRAMMBVITHDRAWAL

1) Withdrawal from the College may be initiated byettstudent orby the
Registration Office on behalf of the student. A student who withdraws
officially from the College witlbtainthe grade appropriate to the time of the
programme withdrawal.
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4. 2.

4. 3.

4.4,

2) Due to the following academic or disciplinary reasons, thegelmay require
a student to withdraw from the programmmandatorily:

a. A student who exceeds the maximum time allowed to complete the
programmeshall be required to withdraw from the College and exit
with a Fallback award (the immediate maximum award possible at
the time of exit) where s/he is found to ledigible.

b. Based on the recommendationsfrom the Student Disciplinary
Committee, the Deputy Dean and Registrar can take disciplinary
action which may lead to withdrawal.

c. Students who fail to register by the end of the add/drop period for
three consecutivesemesterswill be consideredio havewithdrawn
unofficiallyand will be removed from the gistrationroll.

REJOINING

Students who desire to f@in the College after having withdrawn may be considered fer re
admission which is not automatic and will take into consideration several factors including but not
limited to availability of seats, esons for withdrawaland past academic performance etc.
Studentswho haveexceededheir term of studyin the college(Ref:Clauset.4 Maximumperiod of
study)shallnot be allowedto re-join unless approved by Academic Exemptions Committee on the
grounds of extenuatingircumstancesStudentsre-joining shallretain the MECID numbersgiven

to them prior to withdrawal

It is important to note that, if a student f@ins (maximum period of stly applies) to complete the
study within a period of three regular semesiethe same fee structure prevailing at the time of
exitwill be applicable

Students rgoining after having withdrawn or after having dropped for more than three regular
semestes, shall be subject to the programme structure, regulations and financial implications
prevailingduringthat semesteror academicyearin progress.Studentswho exited with a Diploma

fall backawardcanre-join to continueBachelot s  d at gny poiet of time, providedthe same
programme i®ffered. A student may rpin the College only at the beginning of a semester and is
required to fillout a prescribedorm for re-joiningwhichis availableat the RegistratiorOfficeand

follow the usual procedures for module registrations. However, such students shall be registered
one day after reporting to the Colleg€he Registration Office requires a minimum of one day to
process the request and updatiee degree plan®f these students on SIS.

PAYMENT OFEES

Fees are payable for all programmes/modules as per the fee payment schedule. No student will be
awarded certificates of completion until all fedsie to the collegeéhave been paid in fullwhich
includes buis not limited tothe hostel, cdeteria and library No student will ballowedto register
modules for thenext semester until fees for all preceding semesters have been paid ianflll
advance paymenhas been maddor the semester Students may approach the AO for various
payment optons. Documents such as letteasid transcripts shall not be provided in case of
outstanding fees.

MAXIMUM PERIOD GB3HUDY

The maximum time perioavithin which a student isllowed to complete programmes are as
follows:

4.4.1. GENERAL FOUNDATION PROGRAIGHIE)

The maximum time period allowed to complete the GFP is two years. A student is
expected to pass modules in two regular attempts at any GFP level. Under special
consideration, a student may be allowed a third regular attempt only in one module
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per GFP level

The GFP certificate is valid for 2 years from the daissafance othe certificate.
Students in GFP having back logs are allowed to contireiestudy and register for
modules based on the schedule given hereunder.

GFPRMLevell GFPRMLevel2

General Math Applied Math (passed in
(passed in maximum 2 regule maximum 3 regular
attempts) attempts)

Introduction to IT (passed in  Computer Application
maximum 2 (passed in maximum 2
regular attempts) regular attempts)

Table2: Period of studyg GFP modules

4.4.2. DIPLOMA PROGRAMMES: 4 YEARS

Students registered for diploma exit in a programme are required to complete all
modules within a maximum period of 4 years or else s/he would be considered
underthec at e g termyexceetled *

4.4.3. BACHELOR PROGRAMMES: 8 YEARS

The maximum period allowed shall include all kinds of delays including dropping of a
semester, postponement, and other interruptions which may not be listed here.

The period of study is calculatecbin the semester in which the student started the
programme.

The maximum period of study for a student who joined a programme with an
advanced standing shall be double the minimum number of semesters required to
complete the remaining modules on the prograe.

Students inBachelot grogrammes are required to complete all modules in the
diploma level within a maximum period of 4 years or else s/he would be considered
under t he teenaekceagletlr y of

‘Term exceededstudents shall not be allowed to ctinue their study at MEC andill

be required towithdraw from the registered programme with the nearest eligible exit
level award as the case may be.

4.5. MODULEXEMPTION

Exemptions can be sought only by those candidates who have passed similar modulddesith a
75% of the components/content matching. Course completion certif®at®ther certificates o
similar nature shall not be considered.

Students who return to study after their maximum period of registration or after 5 years of
interruption of studies,whichever is of a shorter duratiopnwould not get any exemption,
irrespective of the institution where the student studipdeviously If gudents have exited with an
award, this rule shall not be applicable. The period of registration will be considered as per MEC
policy. Exceptions may be made to such students if they have been working in related fields.
Students enrolled for Diplomar Badelor s p r o gexita willhmetsbe allowed exemptions
above 50 percent ahe maximum number of modules required for the respective exits. Exempted
students enrolled for Honours Degree will be eligible for a Diploma if and only if they a&tudy
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minimum of50% of themodulesspecifiedfor the awardwith the College Else they will only be
eligiblefor anyother award which fulfils the saittiteria.

If the applicant has completed all the requirements of the diploma award from another HEI, but
has not beenssued a Diploma certificate for want of a minimum CGPA or any another requirement
set by that HElthe studentmay be accepted to completeBachelot degree awarcat MEC. Such
students must commence his/her studies from the last semester of the dipfmogramme going

on to complete theBachelof jgrogramme.

Allmodules at_evel 3 shall not be considered for exempti®heDiploma level Project shall not be
consideredf the studenthasnot completeda similarprogrammewith similarlearningoutcome of

a Diploma programme approved by MORIEDman.

All applications for exemptions shall be reviewed by relevant academic departments. Departments
may recommend or reject the application based on the exemption criteria mentioned above. In
certain cases, departnmts may recommend a suitable test for proficiency and competence and
also for additional information to determine exemption. Students have a chance to appeal against
the modules by filling an appeal form which is available in the Admissions Office. Appkalot

be considered after the issuancetbg final acceptance letter.

Exemptions are given during the enrolment of the student on a programme. The Degree path
arrivedat after exemptionsis final and binding. Thereshallbe no additionalexemptionspossible
during the entire period aftudy.

Exempted modules shall be indicated the letter ‘P in the transcript. Exemptions shall be
cancelled, and disciplinary action initiated, if it is found at any point in time that there is a
discrepancy in the formation/documents submitted by the students to obtain exemptions.

4.5.1. EXEMPTIOREE

1) If a student is awarded exemptions s/he will be required to pay a prescribed
fee towards exemption charges for each modekempted.

2) If the student withdraws from the programe after the issue of the final
acceptance letter or in the event of any interim exit, any fee paid on account
of exemption fees shall not beefunded.

3) Ifastudentisrequiredto take atest for the purposeof awardingexemption,
s/he is charged aadditional fee per test apart from the normal exemption
charges.

4.5.1.1. DOCUMENTS TO BE SUBMITTEEEKENRPTIONS:

1) Copy of the Omani I[passport

2) Original academic transcript/attested copies indicating the
grades secureth the modulefor which exemptionis sought
for the purposeof verification

3) Detailed official syllabus of the modules against which
exemptions is sought

4) General Education Diploma or equivalent, as approved by
Ministry of Education, Sultanate of Oman.

4.5.2. APPEAL EXEMPTION

Candidates who have appliedbrf module exemption can appeal against the
exemptions given prior to the issuance of the final acceptance letter. Students are
advised to meet the Admission Office and submit the appeal in a prescribed form
specifying the module/s. Respective faculty fréihe module offering department
shall accept the appeal and review the exemption if there is any scope for additional
exemptiors as claimed by the candidate. The faculty can exempt the requested
module or rejectthe applicationbased on the documents prowd by the student.
Further appeal can be made to the Head of the Academic Department. The decision
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of the Head of the Department shall be final and binding.

4.6. CHANGE OHPECIALIZATION/AWARD
4.6.1. PROCEDURE FOR CHANGHPEEIALIZATION

Studentswho were admitted to and are registeredin a specializatiormay opt for a
different specialization by applying through the SIS, provided they fulfil the
requirements of the programme sought and the admission conditions to the
respective programme. In certain cases, this maguire registration of additional
modules. Change of specialization is contingent upon availability of aedtubject

to approval from the respective Department Heads and the Academic @kdvis
addition, sponsoredstudentsshouldobtain approvalsfrom the sponsoe and‘Direct
students from their parent/guardian as the case may be.

A student is normally allowed to change his/her specialization only once during the
entire period of study.Change of specialization shall be strictly subject to the
Admission Conditions stated in Programme Regulation clause 2.8

4.6.2. CHANGE OF SPECIALIZAN®OWRD¢ DIPLOMA TBACHELORS

If a Diploma graduate desires to continue to the Bachelors programme withegeditf
specialization than the one in which the Diploma was awarded, he/she is alkmved
do so. However, he/she may be required to study additional modules from the
Diploma programme of thepecializationsought but is not entitled to receive an
additionalDiplomain the new specializationThestudentiseligibleto receivea higher
awardin the changedspecializationfor example Advancediplomaor Bachelorsby
successfully fulfilling the requirements for the respectiveards.

4.6.3. CONTINUBACHELOR

A dudent enrolledon aDiploma butdecidesto continue foraBac hel or * s a
apply to the Registration Offic&he prescribed procedure needs to be followed which
includes furnishingupporting documents.

4.6.4. CHANGE OWARD

Studentsare eligiblefor only one awardin his/her courseof study. Sudents exiting

with an interim award and thereafter r¢oining to continue their studies for a higher
award may do so only on surrendering the award previogsiyferred.

Requests for change of award (as in DiploimeBachelois or from Bachelds to
Diploma) have to be applied through the SIS and abmpleted form must be
submitted between the 12th and 15th weeks of Fall and/or Spring Semesters and
between the 6th and 8th weeks tfie SummeiSemester.

4.7. ATTENDANCE

Sudentsarerequiredto be punctualandregularto allregisteredclassesTheyshouldbe present in
all classes for the entire duration. It is the responsibility of the student to check their attendance
record on SIS.

4.7.1. CLASBTTENDANCE

Studentsare expectedto havea minimumof 75 percentattendancefor eachmodule
registeredfor the particularsemester Attendancepercentagesre calculatedon the

basis of attendance at lectures, practgaksts and tutorials. Failure to have 75 per
cent attendane shall normally make students ineligible for the End Semester
ExaminationHowever studentshavingattendancebetween55 and 75 percentshall

be allowed to attend the end semester examination provided he/she scores a
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4.7. 2.

4.7. 3.

minimum of at least 50 percent fdine internal coursework assessment of the module.
In the case of cent percent (100%) coursework module inclutfiagoroject, the
minimum attendancerequiredis 55 percent(55%).If the student has scored marks
equivalentto a pass in the respective modulaut has not met the attendance
requirement then the student shall be declared failed

Students whdail to fulfil the attendance requirement will not be allowed to write the
End Semester Examination in the respective module and will subsequently beedeclar
asfailed. Studentsarerequiredto re-registerfor modulesin whichthey have shortage

of attendance. There shall not be any special attendance marked on submission of any
kind of certificate whether it is medical, worklated or other. Attendance is
calculated based on the actual sessions heldseraester.

Sudents Working Outside Muscat(SWOM are expected to have a minimuof 50
percentattendanceboth in full course work modulkeas well asn modules having end
semester exancomponent To availhis concessiom attendancethey are required

to provide proof from the employer at the beginning of each semester thigir work
scheduleduring theperiod.

ATTENDANQ#ONITORING

In the case of modules registered for the particular semester, attendavittebe
monitored and reports indicating absenteeism of the student is sent througtais

on a periodic basis. However, the student is responditteensuringthat his/her
attendance stays within the specified lim#dad should continuously monitor Higer
attendance through SIS

Students are advised to bring any discrepancies noted in the marked attendance to
the module instructor concerned within five working days from the date of such
lecture, practical, test and tutorials.

Students may bring to thaotice of the Registration Office any requests for the
attendance report by the parent/sponsor and the same shall be attended to.
Students showing poor attendance may be contacted by the Student Success Centre
for counselling.

COMING LATE T@.ASS

Any student who arrives late to class after 10 minutes from the start time of the
session will be marked absent for that session. However, the student shall be
permitted to attend the session if he/she wishes to do so.

4.8. EXEMPTIONS TO ACADEMIC REGULATIONS UNDER
EXTRAORDINARY CIRCUMSTANCES

All students are expected to comply with the academic policies and procedures in the student
handbook. A student may request for exemptions from academic regulationonly under
extraordinary circumstance$he student may applp the Academic Exemptions Committee under
the following circumstances

a)
b)

c)

Eligibility criteria for undertaking end semester exam not met (provided student has
obtainedaminimumof 35%internalmarkswith nolessthan45% classattendance)

Exceeded maximm term of study (provided the credit point does not exceed 45 for
graduation)

Extra modules to students who are on reduced win&d

d) A second supplementary exam providéckre isonly one module left for the student to

graduatein the particularsemester.

Decisions in such cases shall not be automatic but shall be bagbeé student application and a
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rigorous scrutiny of the specific case. Students must apply for exemption by submitting the

followi
a)

b)

c)

ng documents:
Duly filled form stating details of the cuumstances leading to noncompliance along with
the details of exemptionequested,
Supportive evidence (medical reports, letter from employer, letter from legal or
government authoritygtc.),
Recommendation letter from Head of Department at MEC or Program
Manager/Coordinator.

Studentsshouldsubmitthe abovementioneddocumentsto the Headof StudentSucces€entre no

later than weekl3 ofthe semester. GFP students are required to submit the relevant documents
no laterthanweek 13 of the GFP ProgrammAnyapplicationsubmittedafter the prescribedime

limit of a semester shall not be entertained. Academic Exemptions Committee shall respond within
three working days of the date of submission of the request. The decision of the committee will be
final and binding for thestudent.

4. 8.

MEC_RGO_HBK_002 0

1. STUDENT WORKING OUTBMDECAT

Many of the working professionals in Oman, especially those in@bdied tonational
securityand key sectors dhe economy such as the Oil and Petroleum industry work

in an alternating workig onoff mode, for e.g., a 2 weeks ©Rlweeks OFF work type

of mode. Studentsvith such work schedute mayfind it difficult to maintainthe
minimum attendance requémentto pursue their education even apart-time mode

of study. MEC considers suchdtant s i n the category of
Muscat (SWOM) " . Such students are $rov
in terms of date for makep tests for coursework related timeonstrained
test/quiz/exams and also relaxation in attendancsgulations to cope with their
studies.

4.8.1.1. ADMINISTRATIMEEGULATIONS

a) Studens wantingo beconsideredunderthe SWOMategory
have to bring an official letter addressed to the College
confirming the nature of his/her workchedule(15 dayson-
duty -15 days off-duty ) .The letter must also contain
permission fromhis/her organizatiorto relieve the student
from duty on the daysof the endsemesterexamaswell asif
possiblefor the coursework writterexaminations

b) Sudentadmitted underthis categoryhaveto producesucha
letter at the beginning of every academic year during week 0
before the registration of the modules

c) Such studergmay also be asked to provide evidence of the
continuation of their work status at the start of every
semester if needed.

d) Atthetime of admission as well as every semester by week 0,
the studentsmust submitto Registration Officetheir work
schedulefor the whole semester period duly signed hy
competent authorityat their workplace This work schedule
should contairdetailsof the weeks during which the students
will be at work and the weeks during which he/sten attend
classesn the College.

e) Thestudentundertakinganyprogrammeat MECin* S WO M*
mode should adhere to/comply with all other student
regulations of the College.
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f) The student shall sign a declaration which states the above
clause clearly andhlso that the flexibility is offered with
respect to session attendance and scheduling of coursework
assessments like closed book/written/quiz/lelkaminations
only (planned in consultation with the module
instructor/programmemanager by week 1 of theemeste}.

4.8.1.2. ACADEMIC REGULATIONS SANBPORT

a) Minimum of 50 percent attendance both in full course work
modules as well as in modules having end semester exam
component.

b) In cases of assessments like assignments/case
studies/projects, individual or group, the schedule of
submissions would be as applicable to regstadents.

I.  For group work-based assessmentsand diploma
projects, themodule teacher may create groupsof
exclusive SWOM students if sufficient number of
students areavailable.

. I n case of group work ass
responsibility to work out meeting times with other
team members ad ensure proper collaboration so
that the deadlines are met.

c)ln case of time constrained
examinations, students under the SWOM category should
attempt the assessments along with the regular students if
the assessment falls wiith their study (on campus) schedule.
The students can be permitted to attempt the assessments
along with other sessions of the same module if that is
applicable / possible. This has to be requested and approvals
must be received from the Module Leader aHdD before
week 3.

d) If a SWOM student is not able to attend a Closed Book
Test/Quiz/Time Constrained test/Lab exam due to the prior
approved work schedule, a makgp test on the same
learning outcomes (topics) as assessed in the original exam
that the student has missed shall be administered to the
students. Such make up tests will be conducted only once and
before the date of issue of the hall tickets of end semester
exams.

e) For modules with End Semester Examination (ESE)
componentor project presentation/wa the student has to
take the ESEproject presentation/vivawith other regular
students No separate assessment would be conducted
exclusively for this category sefudents.

4.9. ACADEMIC INTEGRHQLICY

a) MEC upholds the spirit of academic integrity infatims of academic work and any
form of violation of academic integrity shall invite severe penalty. Any benefit obtained
by indulging in the act of violation of academic integrity shall be cancelled. MEC also
reserves the right to notify the appropriate waenforcement authorities of any
unlawful activity and to cooperate thereafter in any investigation of such activity.
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b) Faculty can conduct a viva as per the institutional guidelines to investigate and
ascertain that t he wor k sltuidaxpedted ¢hdt the s
student attends the viva during the first chance itself unless due to extenuating
circumstances. If the student is not able to attend the first call for viva as per the date
and time notified by faculty, s/he shall be given one mohance to attempt the viva
within a week from the first call. If the student does not attend the viva in spite of being
given two chances and fails to submit valid reasons for the absence in viva within three
working days from the last call for the vivee/she will be awarded a fail in the module.
This shall also be counted as a case of academic integrity violation.

c) If the student fails a module and has a proven case of academic integrity violation in
the module, the student is required to #egister the module. This is also applicable in
case the student fails and has a first or second offence of academic integrity violation
of plagiarism type. The fee for the failed module for the semester in which academic
integrity violation was observed shall nag lbe-funded.

d) All cases of violation of academic integrity on the part of the student shall be
considered under any of the below mentioned categories:

1) Plagiarism

2) Malpractice

3) Ghost Writing

4) Collusion

5) Other cases
e) The penalty for the academic intity violation for a student shall depend on his/her history of violations and the
category of violation as detailed in section 4.10. The penalty for collusion shall be equally applicable for all student
involved in collusion irrespective of their degreeinvolvement.
f) Academic Integrity Violation in UG and PG Projects

1 1f AlV is detected in UG level project work (Diploma and Bachelor projects), the work will be summarily
rejectedand the student(s) involved will be awarded a fail (F) grade. Such student(s) shall be required t
re-register the module. The student(s) shall also receive a warning letter.

1 1f AlV is detected in PG dissertation/project work/consultancy project, thgptavork will be summarily
rejected. In such cases, he/she will be awarded a fail (F) grade. The student is requireelgister the
module by choosing a new topic and the final marks in the subsequent attempt shall be capped to pas
mark. The studenshall also receive a warning letter

1 1f AV is detected for the second time in PG dissertation/project work/consultancy project, the work will
be summarily rejected. The student involved is required to exit with the award qualification as
appropriate basean the remaining credit points earned (PG diploma)

4.9.1. PLAGIARISM

Plagiarism is an act of copying or including in one's weokk of another (published

or unpublished), without adequate acknowledgement, intentionally or
unintentionally, for one's benefitthi s coul d i nclude copyi
such as the creative expressions, ideas, words, data, figures, assertions, verbatim (cu
copy paste) or summarizing/paraphrasing without giving credit to the original source
through proper references and/oritations. However, copying the work of another
student enrolled in the same module without his/her knowledge shall not be
considered under plagiarism, but under malpractice for the purposes of this policy.
Submitting one’s own wowhole dr inrpartawhichaiss s e
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previously submitted for any other course, degree or qualification at this or any other
institution, without propercitations andreferences, is also considered as an act of
plagiarism Massachusetts Institute of Technology)12; Oxford University, 2016;
Merriam -Webster.com 2018).

4.9.2. MALPRACTICE

Itis a form of cheating that includes, but is not limited to, any attempt to gain an unfair
advantage in an assessment mainly in written examinations. It includes taking and/or
using urauthorized materials and devices to examination hall as well as copying from
other candidatesCopying the work of another student enrolled in the same module
without his/her knowledge is also treated as malpractidealso includes using unfair
means b avoid similarity detection in assignments by making use of various
mechanisms like letter substitutions, adding white spaces or special characters,
inserting solutions as images and so on (Turnitin, LLC 2020).

4.9.3. GHOST WRITING

Ghostwriting is an act in wehh someone illegally engages a third party to write on
his/her behalf and then the work is presented as his / her own, concealing the fact
that another person has written {Merriam-Webster.com 2018).

4.9.4. COLLUSION

Collusion is a type of academic deceptiorhene students have intentionally
collaborated on a piece of work (which originally is not termed as a group
work/assessment), in part or whole, and submitted it separately passing it off as their
own individual effort. In other words, it is a form of chiggt which occurs when
students work together to develop the submission for an individual based assessment
where the students are expected to come up with independent solutions. It also
includes those instances where a student has worked on his/her ownhbst
consciously allowed other student/(s) to use his/her work, in part or whole to
represent as their own (City Student s’

4.9.5. OTHER CASES

It denotes all other forms of academic misconduct including but not limited to
fabrication, falsification, copyright violation, unauthorized access to unseen
examination papers and other academic and administrative documents/systems and
aiding academic dishonesty/misconduct.

4.10. PENALTIES FOR ACADEMIC INTEGRIOATION

The penalty for the academic integrityolation for a student shall depend on his/her history of
violations and the category of violation as follows.

4.10.1. FIRST OFFENCE OF ACADEMIC INTEGRITY VIOLATION
4.10.1. 1. PLAGIARISM

a) If a student is caught first time in an act of academic integrity
violation during his/her course of study in any assignment
other than project work and if the type of violation is
plagiarism, then the student will be allowed to-sebmit the
assignment ooe as per the period allowed for re submission
However, a penalty of deduction of 25% of the marks
obtained for the resubmitted work will be imposed.
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b) Period of resubmission: The student will have to-sabmit
the work within one week (5 working dayspin the date he
or she is advised to rsubmit.

¢) Resubmission of the work beyond the allowed period of
resubmission will not be accepted and the assessment will be
awarded a zero mark.

d) If the ressubmitted work (within the allowed period of
resubmissin) is also found to be plagiarized, then that
assessment component will be awarded a zero mark. It shall
also contribute to the total count of academic integrity
violation for that student.

e)

4.10. 1. 2. MALPRACTICE / GHOSTWRITING / COLLUSION

a) If a student is caughtirkt time in an actof academic
integrity violation during his/her course of study for an
assessment component irrespective of coursework or
end semesteexaminationand if the type of violation is
Malpractice/Ghostwriting/Collusion, then the student
shallfail the moduleand shall be required to reegister
the module However, such student shall be allowed to
continue to attend further classes and remaining
assessments of that module in the semester considering
the provision provided to the student to raise grievance
against the decision, as detailed under sdztions
‘“Appeal s’ and ‘*Student Gr
handbook.

b) In case of collusion, all the students involved shall fall
the module and shall be required to -register the

module.

4.10. 2. SECOND OFFENCE OF ACADEMIC INTEGRITY VIOLATION
4.10. 2. 1. PLAGIARISM

a) If any studentis caught second time in an act of academic
integrity violation during his/her course of study and if the
type of violation is plagiarism, then the student will not be
allowed to resubmit the work, and s/he will directly be
awarded zero for the work in wth plagiarism is detected.

b) The student shall also receive a warning of suspension in such
cases.

4.10. 2. 2. MALPRACTICE/GHOSTWRITING/COLLUSION

a) If a student is caught a second time in an act academic
integrity violation for an assessment component irrespective
of cousework or end semestaxaminationand if the type
of violation is Malpractice/Ghostwriting/Collusion, then the
student shall fail the modul@nd required to reregister
the module However, such student shall be allowed to
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continue to attend further clases and remaining
assessments of that module in the semester considering
the provision provided to the student to raise grievance
against the decision, as detailed under sdztions

‘“Appeal s’ and ‘*Student Gr
handbook.

b) The studenshall also receive a warning of suspension in such
cases.

c) Incase of collusion, all the students involved shall fail the
module and shall be required toregister the module.
All the students shall also receive a warning of
suspension in such cases.

4.10. 3. THIRD OFFENCE OF ACADEMIC INTEGRITY VIOLATION

a)

b)

d)

If a student is caught a third time in an act of academic integrity violation for
an assessment component irrespective of coursework or end semester
examinationthen the student shall fail the module and alsbali be
suspended for one semester from the College, once the academic integrity
violation case is confirmed by Institutional Assessment Review Committee
(IARC)However, such student shall be allowed to continue to attend
further classes and remaining assments of that module in the
semester considering the provision provided to the student to raise
grievance against the decision, as detailed undersubc t i ons ‘ /
and ‘' Student Grievance Redressal
The student shall be suspendeat the immediate subsequent semester and
can register for modules only after having served the suspension period fully.
This is also applicable for semesters offered in block mode.

During the suspension period, the student shall have to mandatorily complet
a course on academic integrity/writing before s/he can register for any
modules.

During the period of suspension, the student shall be allowed to attempt
supplementary examinations if s/he is eligible for the same. S/he shall also be
allowed access to latollege facilities permitted for a regular student except
for registering the modules.

4.10.4. FOURTH OFFENCE OF ACADEMIC INTEGRITY VIOLATION

a)

b)

c)

If a student is caught a fourth time in an act of academic integrity
violation for an assessment component irrespectofecoursework or

end semesteexamination the student shall fail the module and also
shall be expelled from the College, once the case is confirm&aRg

The student shall be expelled from the college and all access to the
college facilities and premises sha#l denied Thestudent recordshall

be released only after getting the NOC (No Objection Certificate) from
Registration Office.

On termination, the mident shall not be refunded any fees paid for the
academic semester in which academic integrity violation was observed.

4.10.5. OTHER CASES

If a student commits an act of academic integrity violation as per the definition of
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4. 11.

4.12.

“other cases” merstisocenceed oinn otrh eo fp rae vdiioft
case shall be forwarded 1&RCThe committee shadixaminethe case by means of a
meeting and/or a hearing of the parties concerned if required and shall take
appropriate decision. The penalty that can berdgea to a proven case of academic
integrity violation whi ch falls i n t
warning/component zero/ module fail/suspension/expulsion depending on the
nature and gravity of the offence.

TYPES/VARIATIONS OF CASES OF PLMGAMRIASSOCIATED
ACTIONS

Type 1in case plagiarism is detected in any component or part submission (submitted at different
times) of one assessment (assignment), the deduction in marks will be applicable for the whole
assessment (assignment), even if otthg component or part submission alone needs to be
resubmitted.

Type 2:In case plagiarism is detected in a group assessment, all students of the group will be
considered as having committed an act of plagiarism irrespective of whether plagiarism is on
account of the act of all or a few or only one member. The policy will then be applied to all students.
If some students in the group are eligible tog@bmit (first offence) and others are not eligible,
only eligible students will be allowed to-seitmit within a period of one week and the penalty will

be applied as per the policy for each student according to his / her history of violations.

Type 3:Combination of Type 1 and Type 2: In case plagiarism is detected in any component or par
submission (submitted at different times) of a group assessment (assignment), the deduction in
marks will be applicable for the whole assessment (assignment), orly the component or part
submission alone needs to be resubmitted. All students of the group would be considered as havin
committed an act of plagiarism irrespective of whether plagiarism is on account of the act of all or
a few or only one member. Epolicy will then be applied to all the students of the group.

If some students in the group are eligible togebmit (first offence) and others are not eligible,
only eligible students will be allowed to-seibmit within a period of one week and the @ty will

be applied as per the policy for each student according to his / her history of violation.

Type 4: Variation of Type 1 and Typel@:cases where the assessment consists of components or
part submissions that could be a group assessment compofeegt group assignment) and an
individual assessment component (e.g. individual reflection), the following will be applicable:

a) If plagiarism is detected in the group assessment component, all students of the group will
be considered as having committad act of plagiarism, irrespective of whether plagiarism
is on account of the act of all or a few or only one member. The policy will then be applied
to all students of the group. In such cases the group assessment component will be
resubmitted.

b) If somestudents in the group are eligible to-seibmit (first offence) and others are not
eligible, only eligible students will be allowed tegebmit within a period of one week and
the penalty will be applied for each student according to his / her histowotdition.

c) If plagiarism is detected in the individual assessment component, the individual assessment
component will be resubmittedif the student is eligible for resubmissioThe policy will
then be applied to that student alone.

d) In both cases faand/or (b), the deduction in marks will be applicable for the whole
assessment (assignment).

TYPES/VARIATION OF CASES OF MULTIPLE OFFENCES

If student is caught with multiple violations of same or different nature in different modules of the
same semeste they will be considered as one offence and student will be penalized for each
violation according to the type of the offence.
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If student is caught with multiple violations of same or different nature in the same module of the
same semester, then theyillvbe considered as different offences, and each will contribute to the
overall count of AlV. The student then shall be penalized for each violation according to the count
and type of each offence.

4. 13. APPEALS

A student has the provision to appeal against geademic integrity violation finding/decision
against them. Appeal against the procedure undertaken for handling the case of academic integrity
violation shall be dealt with as per the student grievance redress policy and procedure. For any
appeal againsh decision that involves a reduction in the grades, the appeal shall be dealt with as
per Grade appeal policy and procedure.

4.14. STUDENPROJECT

Students are advised #ngage activelin their projecsand its related activities.

1) Students may be allowed toegister for Project modules in Diploma and BacHelsr
programmesonly after they have met all the preequisites.

2) Students have to meet their respective project supervisors regularly at appointed times to
getadvicewith reference to theilprojects.

3) ltisimportantto submitthe projectproposalsandotherdocumentsasmayberequired from
time to time for the smooth completion of thproject work.

4) Students will have to meet the attendance requirement as per the Assesgmliyt of the
college

5) Studentswill not be given financial support from the College to buy components for their
project work.

6) Project work found to be plagiarised will be summarily rejected. The student will be
awarded an —F gr ade -regstrthe preectsnbduld.e nt has

7) Failure to adhere to Project work schedules and submissions will result in deduction of
marks in the respective components of theject.

8) Studens must submit the final project report as specified in the Project Schedule (Refer
BacheloProjectGuide)without fail. Studentwho failsto submitthe final projectreport in
MEC Learras per the submission schedule will not be allowed to make the project
presentation. The project presentation will not beseheduled due to failure in uploading
the projectreportontime in MEC LearmThisisapplicableéfthestudentd oesn’ t at t
project presentation on the allotted date and time without getting due permission from
the Head of the DepartmenOnly he Head of Department or any higher authority of the
college can approveequests for extension dhe project presentation. Any extension for
presentation shall be subject to a written request from the student with valid supporting
documents to show why an extension is required. Under extenuating circunegahe
request for extensions are considered. If the requUesextensionsapprovedthe student
is givena chanceto givethe presentation either before the processing of that particular
semestel resultsor in the immediate succeeding semester in which the module is offered.
If the student is given the chance poesentthe projectin the succeedingemestetthenan
IPgradeis giventowardsthe module until the presentation isompleted.

9) Failure to meestll the requirements of Project work will result in an awar@éfail grade.
In such cases students will have toregister for the project module by paying the
prescribed fees and carry out tipeoject work all oveiagain. While due credit will be given
tothestudent s effort and involvement iin d
its final form shall remain with the College and shall be available for further study or future
reference. The College has the right to archive and/or keep stystefects at any time for
the purpose of keeping a permanent record of the work the student did while enrolled.

10) Student should submit the Ethics and Biosafety Approval Form for conducting research in
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MEC and details related to Block Funding by TRC.
4.15. MAKEUPCLASSES
Makeup classes or backlog clearance classes may be scheduled for certain modules where it
required, either during the last hour of classof eachday or at other timesincludingSaturdaysas
agreed between the module instructor and the studewf the class. These are compulsory classes
that students are expected to attend. These classes will be taken into account for the purpose of
calculatingattendance.
4.16. EXAMINATIONIMETABLES

These are normally published each semester, well ahead of theieatiams. It is the responsibility of the student to
inform the Assessment Office if two examinations are scheduled on the same time or on the same day

4.17.

4. 18.

Sudents must check carefully and well in advance. Alternative arrangements can usually be made
provided the student informs the Assessment Office within the prescribed time that is usually
announced through email$MEC portaandor notice boards in the College.

Students are advised to engage themselves in a continuous learning process and not to set tim
only on the eve of the examinations. A constant and consistent engagement in learning would
avoid the need for marking time between examinations; necessitating a longer period for
examinations.

Hall ticket for examinations will normally be issued a weekobe the commencement of
examinationssubject to fulfilment of attendance requirement mentionedsection4.7. Students
arerequiredto clearall duespendingwith the AccountOfficeand print thehallticket from SIS.

End semester exams are held in the morning and afternoon and students studying part time
(evening session) are also mandated to take these examinations as there shall be no End semest
examinations held separately for part time students in the eveninthdrevent of instances like
natural calamities or changes in holidays declaredhgygovernment, there could be changes
made to the schedule in the academic calendar leading to exams being deferred to an appropriate
date. Any change in a specific exantiba on this account would normally be deferreshd
conductedat the endof the examscheduleof that semester Studentsareadvised to take note of

this while planning for theinolidays.

EXAMINATION ARRANGEMENT FOR STUDENTS WITH
DISABILITIES

Sudents with disabilitiesare required to submisupportingmedical documents (medical reports
and certificate from medical consultants) to the Registratidfficeat the time of their admission

to MEC, if it is known at that time or whenever known during the gtpdriod. Once the medical
documents are verified, special provisions/adjustments during final examinations and other
assessments will be discussed with the student and an appropriate support shall be provided. It wil
be the responsibility of the AssessmieDffice to ensure the agreed arrangements for the student
available provided that the process has been followed by the student at least one week in advance
of the examination.

RELEASE ®ESULTS

Results are announced through the SIS and may not besedeto third parties apart from the
authorities concerned. Academic transcripts are available from the Registration Office on request
after five working days from the announcement of results.

Resultanaybe releasedoverthe phoneon speciakequestsby the studentsor their sponsoror to

any persorauthorizedto receive such information. However, in all these cgses requestsneed

to be made by the studentor the sponsor.No resultsshallbe released over the phone to any
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4. 19.

4. 20.

unauthorizedperson.
Sponsorsand parents can avail the facility from parent portal in SIS to view their Wweeslslts.
Resultswill not be released if the student has pending fee payment.

GRADE APPERDLICY

In order to maintain transparency in the procedures followed and to contirene is no bias or
unfair practice in any task relating to examination systems, students have been provided with the
right to appeal.
1) All evaluations of academic performance of students must be faiuapcejudiced.
2) Students who believe that there hdseen a procedural error, which has led to an
unexpectedly low grade, have the right to initiate a grageeal.
3) Students may raisaformalappeal on grades obtained in coursework and/or esthester
assessmentthroughthe Student Experience Office
4) Candidates who have attempted the Placement Test shall also be eligible to appeal agains
the result prior to the commencement of classes. The Admission Office coordinates the
Placement Test gradeppeal.
5) Changes in grades may occur if there is evidengerafedural errors found during the
grade appeal process.
6) Academic rights and privileges of faculties shall be honored in the process of investigating
a gradeappeal.
7) Students may appeal against the marks awarded within five working days from the
announcenent of results.
8) Any appeal submitted after the time period set by this policy shall not be considered.
Holidays are not counted as workidgys.
9) Grade appeal is limited to the review of the procedures followed and there shall be no
contest on the academijadgmentpassed.
10) After release of results, any grade appeal (coursework or-semdester) will require
payment of prescribed fees of RTD/-.
11) After releaseof results,the studentwill be ableto seeall assessmentsf the modulefor
which fee is paid. lany change of mark is affirmed after the appeal, the fee will be
refunded.
12) All grade appeals shall be considered by Bepartment Assessment Revi€@ommittee
(DARD.
13) Further appeal on the decision taken by the @ARay be raised to thénstitutional
Assessment Revie@ommittee(IARD).
14) The fnal appeal on the decision taken by the GxRay be made to the Dean whose decision
shall be final antbinding.
Note 1:DARC comprises the Head of Department/Assistant HoD or Associate Profess@mtadm
by HoD (as Chajriwo Faculty from the department who do not have any conflict of interest with
the particular appeal case and the Quality coordinator as the convener.
Note 2: IARCcompriseghe AssociatdDean, Academic Affairany Associate Dean @ Professor
nominated by Associate Deaticademic Affairs (Chair). Assessment Office representative and two
faculty from other academic departments who do not have any conflict of interest with the
particular caselARCcheckghe consistency of the pradure followed by DAR

STUDENT PERFORMANCE REPORPRRENTS/SPONSORS

Parentsand Sponsorsare encouragedo contactRegistratiorOfficeto follow up onthe progress of
their wards/sponsored students. Furthermore, they are encouraged to reachdheemic advias

for comprehensivéeedbaclkon the studentperformanceboth academi@andotherwise.
Parents/Sponsors may request Registration Office for performance reports of their
wards/sponsored students. Such requests will be taken up and the repitiit®e made and issued.
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The Parents/Sponsor Information Portal provides access to some aspects of student date
(pertaining to the sponsored student concerned), including student progress data to sponsors and
parents who sponsor such students. Such acebad be provided based only on an appropriate
request from the student concerned.

GRADUATIOREREMONY

TheAnnualGraduationCeremonywill be organsed after the completionof anacademig/earor at

a time announced by th€ollege.

Al l students eligible for the award of Bac
Diploma and would like to participate in the Graduation Ceremony are required to confirm their
participation by paying the prescribed fee and by filling an onlinenfor the appropriate form
available in the Registration Office eight weeks prior to the ceremony.

Request for the awardwill not be considerecany earlier than the scheduled graduation date.
Graduationletters for Diploma,Advancediplomaor Bachelorswill not be issuedby the College.
Howeveronthest udent ‘ the college wik grdvide a provisional notification of degree
completion until the original award is provided from the University. A minimum of 4 weeks or more
is required to issue the Graduation Notification document from the date of request. Students
requesting Graduation Notification for Diploma/Advanced Diploma are required to complete at
least 50% of the modules specified for the respective award with the College.

Graduation certificate attestation byinistry of Higher Education, Research and Inniovauill be
facilitated bythe College.

Note: For interim graduation/exit requirementslease referclause4.8.2in Part C(interim exit
request)

Students who are eligible for any exit awards or on completion of their applied course/programme
are eligible to apply for graduation naotification.

Who can apply for graduation notification?

a) Students who have completed the course in which they have enrédied
b) Students who choose to exit with an interim award, either Advanced Diploma or Diploma

REQESTS FORRANSCRIPTS

Official consolidated transcript and certificate will be issued by the awarding body after the
completion of study. Until such time students may seek for provisional transcript/Graduation
Notification from the collegeReferclause4.9in Part Qgraduation notification requestpr more
details on Graduation Notification.

Transcripts shall be issued from the Registration Office upon request only after the completion of
the grade appeal period. A minimum of a day is required to proaegsuch request.

INFORMATION TO BE BROUGHT TO THE ATTENTION OF THE
REGISTRATIGN-FICE

If any studentis affected by infectiousdiseasesthe sameshouldimmediatelybe broughtto the

notice of the Registration Office. Students suffering from such diseases will be required to abstair
from classes / examinations. Suppression of such information shall lead to prevention from
attending classes / examinations in addition to other actiaa may be recommended by the
appropriate committee constituted for this purpose by the Registra@dfice.

ISSUE OEETTERS

Studentscanrequestfor lettersor documentsonlinethrough SISAminimumof adayisrequired to
processany suchrequest.Forcertainrequestsstudentsare requiredto fill respectiveforms inthe

MEC_RGO_HBK_002 0 Page38of 68
Controlled CopyPrinted copies of this document are uncontrolled. The controlled version of this document is available on the CMS



BV B e iR E T RYE B vE e g
e

X X ooVl (& ill &l S
/\~' Middle East College

2 -

Document Name & Type | MEC Undergraduate StudertandbookARM | Author/Department | Head,Registration Office

Approval Date

20/09/2022 Effective Date 20/09/2022

Review Date

13/01/2022 Next Review Date | 17/09/2023

RegistrationOffice. Somerequestsmay need approvalsfrom other departmentsor offices in the
college. All requests will be processed within one working day provided necessary appaval
through.

Individual letters stating details of internal class tests and quizzes will NOT be issued from the
Registration Office. Any student who requires such information could make use of the Module
Information Guide (MIG) which clearly mentiongkuletails. The MIG could be stamped from the
Registration Office to make it official.

5. STUDENT SUPPORT ANDDANCE

5. 1.

5. 2.

ACADEMIQVRITING

The Centre for Academic Writing (CAW) aims to provide a comprehensive writing support
programme for undergraduate and postgraduate students at MEC. The interventions include
scheduled writing courses for selected modules, weekly workshops in HyFlex mode, consultation
(both online and facgo-face), and adoption of researgéhformed models such aggre-based and
corpusbased pedagogies.

At present CAW offers support for selected modules that involve a substantial amount of writing
through scheduled contact hours. The language support and learning materials provided by CAV
are based on the writing piirements of the coursework in each module and are planned in
consultation with the respective Programme Managers, Module Leaders and faculty teaching these
modules.

The Centre also offers customized writing support throughtmene consultations for asgnment
writing. Students can book multiple appointments with CAW faculty through the student
information system. Students have access to videos prepared on CAW workshop topics fol
asynchronous learning through MEC Learn. The CAW website (https://gmeduann/caw/)
facilitates access to learning materials, CAW services such as registering for workshops and booki
consultations, and announcements of CAW events.

STUDENT SUCCEE&SITRE

The Student Success Center (SSC) in MEC sugipaigats for theiracademic succesEhemission
of SSUsto enablesustainedmprovementinacademic performance of the studerntgludingthose
with learning difficulties, facilitate professional competence and clahiéypolicies, regulations,
rules and proceduresf the institutionto ensure optimal compliance.

Objectives

1) To intensify and strengthen academic advisimgacademic, career, personal and social
matters.

2) To facilitate better understanding of academic and other regulations, rules and procedures
and to ensurestudent compliance with theame.

3) To monitor studenprogress

4) To coordinate and supervise pegrtoring programmesin various academiepartments

5) To identify issues affecting performance of academically weak students and providing
appropriate interventios includingcounselling.

6) To provide speciaupportfor students with medicatonditions

7) To propose academic policies based on the findings of studiatiat

8) To promote professional competence and social engagement thraciyities andawards

5.2.1. ACADEMI@DVISING
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a) Everystudentin MECis assignedwith an AcademicAdvisorduring his/her
studyat MECand students on weak academic standing shall be assigned an
additional advisor from Student Success Centre and develop an appropriate
remedial plan.

b) Academic adgors and staff members of the Student Success Centre (SSC) play
an important role in assisting students to identify and organize different
modulesfor the semestelin accordancevith academiaegulations.Theyalso
help students to explore different paths towards their Degree when necessary
and advise students on matters that influence thstirdies.

5.2.2. PSYCHOLOGIGAQUNSELLING

a) Faculty and Academic Aders at SSC shall refer students with personal, or
other psyclological problems to the counsellor &SC.

b) Cases that require further clinical assistance shall be referred to external
professionals, with the consent of the studesdncerned.

¢) Student counselling details shall be keyanfidential.

5.2.3. PROVISIONS FOR STUEWITH MEDICEONDITIONS

a) Students with any medical conditions, that affect their studies, shall be
supported byan Academic Advi at SSC.

b) SSGhallwork closelywith relevantdepartmentsto ensurethat the necessary
support for such students jsrovided.

c) Confidentiality shall be maintained while dealing with students with special
medicalconditions.

6. LEARNIN®ESOURCES
6.1. LABFACILITIES

Studyingat MECgivesthe student accessto a wealth of learning technologiesand the latest
computer hardware ad software. Studentbave
a) Use of extensive computer facilitieSMEC has around 1000 PCs with substantial specialist
computer suitesavailableuntil 8.00pm on-campus, whereas they are also available 24/7
through ® Remote Access’ from anywhere ou
labs for purposes other than scheduled lab sessions is however recommended after 8pm
and on weekends.
b) Access to a huge viety of the latest standard and specialized softwanrstalledon student
computers.
c) Extensive wireless network on campuiee access to Wi.
d) IT Helpdesk/STL (Student Technology Leaders) to help with computer sa1ditEs.
e) Cloudemail serviceand personal 1 TB storagespacefor savingstudy files that can be
accessed.
f) Support and resources factivities related to research and innovation
g) Printfacility from various printers across the campus

Students are encouraged to use the labs available @& dbllege. There are several labs with
computers, electronic equipment, supporting software and hardware, and internet facility.
Additional computer time is provided to students upon availability @ndr bookingwith the
respectiveLabTechniciansStudentsareadvisedo follow all safety rules in all department operated
labs. As each lab has a specific focus such as software lab, hardware lab, electronics lab, gene
purpose lab etc., students are requiradidentify the labthat maywantto use.Theyarewelcome
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6. 2.

6. 3.

6. 4.

to take helpfrom the LabTechnicians to identify the lab that would prove useful to their interest
for further study andpractice.

LIBRARRESOURCES

The Library & Learning Resources Center supports the students in identifying andnacediss
required printed text and reference books available within the library and also electronic resources
available globally. Both types of available resources support the course and research needs c
students and staff. One of the main resources abdglasa core collection of essential reading and
reference books listed in the course outlines of the modules. MEC Library subscribes to various €
databases which contain electronic versions of journals, case studies, theses and dissertations ar
magazineswhich are available botlonline and off campus to all its registered userkelibrary
building hasspaciougeading areas, both individual and group study areas, discussion rooms, PG
study suite, lending desk, online search and booking console, and photogdagiiities. There is
an‘ i ssue and return rule to be followed by
with the procedure to use the library resources, durittge Orientation Programmefor new
students. The Library also conducts ngaawareness sessions and activities for encouraging
students to use its facilities.

Students are informed about the relevant reading materials for every module they register at the
beginning of the semester by their respective module teacher thrahghModule Information
Guide and discussion on the same by their faculty in the first week of the semester. Students are
provided with additional learning materials ithe form of lecture PowerPoints and links to
additional reading material by their moduleachers throughMEC LearnMEC Library has
subscription to several databases that serve all academic programmes that aim to serve student:
and academics in research, student assignments and reading. The databases usually subscribed
the library are lited below.

1- OMREN-Masader
2- ProQuest-Dissertation.
3- ProQuest-EBook Central.
4- ProQuest- Central.
5- Emerald Management.
6- Al Manhal.
For more details, please visittps://elibrary.mec.edu.om/Mec

CAREER S¥IRES AND ENTREPRENEURSHHEE

Career Services and Entrepreneurshiffice assists students with aspects thieir career and
professionaldevelopment.lt conductsrelevantworkshops,organizescampusinterviews, career
fairs, and assig® the students by providing letters for training and internship in
companies/organizations. Students may request for training letters online thrabgh_etter
Request feature on the SIS. Training letters are issued only to those studentsavboompleted

12 undergraduate modules and not on reduced workload at the time of application. Information
aboutavailabilityof job vacanciesre communicatedo studentsandalumnithroughthis office.

COMMUNITY OUTREACH AND ACTIVITIES
6.4.1. ACTIVITIESFFICE

Activities Ofice is the main contact point for organizing, supervising, and managing
extracurricular activities for studentéll societies and Rovers club are under Activities
Office. Membership to Rovers club is open to students with good conduct,
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6. 4. 2.

MEC_RGO_HBK_002 0

communication ski¢ and the spirit to serve as volunteeiStudent can approach
activities office if they want to participate in any external events. Students shall
intimate the Activities Office regarding their participation in external events during
the semester. Studenmust attend all scheduled classes and will not be given class
attendance on account gfarticipationin activities. A studentwho misseda module
courseworkcomponent due to official participation in an external competition, is
eligible for a makeup test. Participation in activities will be strongly discouraged
during the final exam period. However, a student who is member of national team
may be granted IP status if plogrammerequirements are satisfied. In case students
are representing MEC in tianal and international events then part of the expense
may be borne by the college depending on the importance of the event and level of
student participation.

Community Outreach activities are conducted by the Community Outreach and
Activities Departmen by involving students with governmental and Ron
governmental organizations and schools. Students involved in community outreach
do not receive academic credit. Thietivities Office also conducts inbound and
outbound international exchange programs.

SOCETIES AND CLUSt®Bdent ChaptersAT MEC

A Society at MEC is defined as an organization supervised by MEC staff in associatic
with external experts/organizations. Due to the generic nature of a society, students
across specializations can sewmbership. There are currently 6 societies:
Health, Safety, and Environmental Society; Art and Craft Society; Photography Society
Music and Drama Society; Literary and Debating Society; Sporety.All societies

are under Activities Office.

Programme offering academic departments have club&hapters of professional
bodies associatedith them. The clublshaptersorganize activities related to various
specializations offered by the departmeithe goal of the clubs/chapters is to engage
studerts in co-curricular activities such as domanelated workshops, training,
certifications, guest lecturers and competitionghe coordinators of clubgchapters
prepares their annual activity plan in consultation with students and the respective
Heads of Deartment. There are currentlfO clubgchaptersat MEC: IEEE Student
Chapter, ASME Student Chapter, IMechE Student Chapter, ICE Student apter,
student chapter, BCS Student chapter,
community) and, IEOM studé chapter,ArchivesClub;Post Graduate Club

Membership

Students are automatically members of clubs representing their specializations and
are not required to register formally to be membaeavkereas for the student chapters,
student may have a free memabship or paid membership as per the regulation of the
respective chapterMembershipin societiesis open for all students. Studentsare
allowedto register in a society only during the module registration period thrdsigh

a) Certificates
Students getpoints on the level of participation in activities as per the point
system:
A student who accumulates:
1) 250 points and above is eligible for Diamond MemBertificate
2) 100- 249 pointsare eligible for Gold MembeCertificate.
3) 50-99 pointsareeligible br Silver MembeC€Certificate.
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Based on the points collected students are recommended for scholarship (for
extracurricular activities) from college.
b) Point System
Points may be accumulated based on whether the event can be categorized as
institutional, natbnal, international, or individual.
1 College LeveAny student event organized by NIE
1 National Level Any event organized by MEC or other institutions open to
participants across the Sultanate
1 International Level Any event outside the country/or in Oman but of
International significance
The points for this category are only generic descriptors; actual allotment of points is
subject to the nature of participatianThis evaluation is conductdxy thecommittee
on Sudent Affairs, External Relations and Community Outreach
Participation in personAny event that involves participation at the individual level
such as online submission of t Benmert u d
School Programs
College National Level International Level
Level (any = (any event (any event outside the country/or in Oman but of
student organized by | International significance)
event MEC or other ' (The ponts for this category are only
organized | . i tions generic descriptors; actual allotment of points is
by MEC) open to subject to the evaluation of the nature of
participants participation by the Committee on Student Affairs,
across the External Relations and Community Outreach)
Sultanate) (Participation = (Online Participation in
in person) submission of Summer School
photographs = Programs
etc.)
First Prize 60 80 120 60 NA
Second Prize 50 70 100 50 NA
Third Prize 40 60 80 40 NA
Participant 10 20 60 10 60 (goingor
SummerSchools)
Organizer 20 40 60 NA NA
Attendees (in 5 5 10 NA NA
college)
Attendees NA 10 15 NA NA
(outside college)
6.4.3. STUDENT WELFARE OFFICE

MEC_RGO_HBK_002 0

Student Welfare Officés responsible for collecting applications for the economically
weak students’ schol aradotaifgnilyagnedameogROr6Q0. A
and below can approadhe Student Welfare Office for more details. The applications
are submitted to thescholarshipCommittee for consideration.
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6.5. SCHOLARSHIPS AND STUBEHECOGNITION

Scholarship awards are granted at the start of every acadenaictyethe Scholarship Committee.
Students who excel in ewurricular and extraurricular activities are recognized for their
participation and/or achievement in relevant activities. Community Outreach and Activities
Departmentshallbe responsiblefor identifying and promoting studentswho take part in extra
curricularactivities.

Categories ofcholarships andecognitions at MEC:

6. 5. 1.

6. 5. 2.

6. 5. 3.

MEC_RGO_HBK_002 0
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59! b Q{SCHOLARSHIP

In an academic year, all students with Overall Average Mark (OAM) of 84 shall be
recognizedy being includednthe D e a hist Bheyshallalsobe awardedacertificate.
The list is published based dme student performance afterthe Springresultsare
announced

1) The total number of eligible students are restricted to a maximum of 25
students with the highestOAM.

2) Dearis List is published every academic year based on affiliatibhased in
the type of programmes and qualifications.

3) Students who have completed two regular semesters and 120 credit atints
the end of theSpring semesteare consideredeligible for scholarship under
this scheme.

4) Studentswho havetaken an interim exit and completed Diploma (Applied
Coursepre not considered

5) The student with the highest OAM eligible to applyor scholarshipunder
this category

6) In case ofatie, the student who has completedhe maximum number of
modules or credit points shall be considered.

7) Students under any othercholarshipare not normally considered under this
category.

SCHOLARSHIPS FOR ECONOMICALLY WEAK STUDENTS

These are scholarshipgiven to support students coming from weak economic
background.

There arefive full scholarshipsinder this category; a student may be sponsored for
the entire Diploma programme and may continue to be supported depending on his
or her performance in theubsequent semesters.

6.5.2.1. ELIGIBILITY CRITERIA

a Such scholarships are provid
combinedmonthly income is less than RO 600/

b) Students should have passed all modules in the first attempt.

c) Students should have completed a minimum o&o
semesters (excluding GFP) of study at MEC.

EXTRACURRICULAR ACHIEVEMBBOLARSHIP

These are scholarships given to students for their extraordinary
achievements/participation in extracurricular activities such as sports, games,
community and socialesvices, science, engineering, management and innovation
events. There are two full scholarships under this category.

6.5.3.1. ELIGIBILITERITERIA

a) The sudent should have accumulated maximum points for
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6. 6.

participating in activities as per the posystem.

b) The sudent should have at least minimum attendance in all
modules

c) The sudent should have passed all modules in the first
attempt.

6.5.4. STUDENT ADVISORY COUNCIL OFFICE BEAREBRSRSHIP

SAC office bearers (5) are eligible for 25% scholarship for the academic ysaehin
they hold office.

6.5.5. BEST OUTGOING STUDEWRARD

Duringthe annualgraduationceremonyone topper with the highestCGPAn eachof
the UG and PG degree awarding universities, shall receive best outgoing student
award.

6.5.6. . 9{¢ . !/ 1 9[ hAWRBRD t wh W9/ ¢

Int he Spring and Fall semesters, the Be:
pursuingbachelordor their outstandingperformancein their projectwork. Oneaward
is given for each programme offeridgpartments.

GENERAL TERMS APPLICABLE TAAEGORIES OF
SCHOLARSHIPS

MEC has the right to change the scholarship terms and conditions at any point of time without any
recourse. The decision of the Dean’s Counci |
Two scholarships cannot laailed at the same time unless it is specified so.

Scholarship cannot be transferred. The regulations apply to all scholarships unless it is specified t
be exempted.

6.6.1. PERIOD OFCHOLARSHNRID EXTENSIONS

a) The period of scholarship for economically weakegaty, scholarship
awarded by the Boards and Executive Office, scholarship granted to MEC staff
members and fee discount for Sibling, Alumni and Staff Discount shall be the
minimum term of study of particular programme:

» General Foundation Programmg&academic year

e Undergraduate Diploma 2 academic years

* Undergraduate Bachelors/ (Hons)4 academic years
» PostgraduateMasters— (Parttime 2 academic years)

b) For all other categories the scholarship is valid only for the academic year for
which ithas been award.

¢) Extension of period of scholarship is subject to the approval of the Academic
Exemptions Committee (AEC). Students seeking extension are required to
make a request to the AEC for the same only under extenuating circumstances
(pregnancy, halth related, unavoidable family situation arising out of death
of parents/guardian, employment related issue, etc.)

d) Extensions are not allowed for scholarships categories that of Student
Advisory Council, Dean’s List, and

6.6.2. TERNMNATION OBCHOLARSHIP

a) The student withdraws from study, takes an Unofficial drop for (a )semester/s,
or takes an interim exit
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b) Change of specialization without due approval.

c) The student is on reduced academic load due to weak academic standing
continuouslyfor three regular semesters.

d) If the student fails to join the program during the academic year in which the
scholarship is granted.

e) If the student has been suspended or terminated due to violating the
academic integrity or code of conduct policy.

f) If student graduates or upon the expiry of the period of the scholarship,
whichever is earlier.

g) If the student exceeds the term of study the scholarship shall be terminated.

Note: Appeal on the termination of a student scholarship shall follow the Student

Grievane Redress policy.

6.6.3. CHANGE OF SPECIALIZATION

Application duly signed by the student should be submitted to Registration Office and
the request shall be approved by the DDR under the following grounds:

a) If no financial implication on changing to the new dpézation

b) Change of program of study should not affect the period of study

c) Weak academic performance in the current specialization

d) Should satisfy the entry conditions.

6.6.4. FEES

Student shall be required to pay fees in the following cases:
a) If the student hasvithdrawn any of the modules after the Add/Drop period
without the approval of DDR.
b) If a student reregisters a module due to any reason.
c) Admission fee, caution deposit, fee for graduation ceremony or any
mandatory fee other than the tuition fee shall bpgicable.

6. 7. STUDENT ADVISOBIUNCIL

TheSudent Advisory Council at MEC is an elected body of 17 members including the president anc
vice-president. It has three committees with three members in each ofrthe

6.7.1. THE STUDENT ADVISORY COUNCIL BERRERS

a) President of theCouncil

b) VicePresident of theCouncil

¢) Head of AcademiCommittee

d) Head of Student Services Committee

e) Head of Activities and Initiativ€ommittee

6. 7.2. CRITERIA FOR PRESIDENT AND VICE PRESIDENT OF THE STI
ADVISORY COUNCIL

Both must fulfill thefollowing conditions:

1) They must bé®©manis.

2) They should have successfuitympleted:
a. 180 credit points of the 240 credit points fBiplomaprogrammes
b. 240 credit points of the 480 credit points fBachelots programmes
c. 60 credit points of the 180 crediints forMa s t gagramsmes

3) Anystudent,takingthe positionof President/VicePresidentan only hold office

for a period of one term
4) They must not takep any administrative position in amgther student cub.
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5) There should have bearo disciplinary action history against tieandidate

6. 7.3. CRITERIA FOR OTHHRMBERS

A member of the Council must fulfill the followingteria they must have
1) at least,successfullgompletedone semesterwith a workloadnot lessthan
the minimum requirement
2) anOAM is not below 54 % for Diploma and Bachstadents
3) not exceeded the required term (stugyeriod) in the respective programme.
4) registeredat least,with the minimumrequiredworkloadduringthe period of
membership, except for Summer Semester #inellast semester of study in
the respectiveprogramme.
5) not faced a disciplinary penalty, or been condemned for any violation under
disciplinaryprocedures
Tenure: Theterm for Student Advisory Counaihembershipis one academicyear
startingfrom the date ofannouncement o€lectionresults.

6.7.4. OBJECTIVES OF THE STUBBMIBORYOUNCIL:

1) Representing the student community.

2) Promoting the enhancement aftudent experience, in terms of student
learning, student research activity and studesetvices

3) Fostering effective communication skills and ethics; i.e., working with
transparencygivingconstructivefeedbackpeingopen to the suggestions and
ideas of othersandbeingcommitted to their responsibilities.

4) Developing student awareness of their reaunding community; i.e.,
encouraging them to practice socralsponsibility.

5) Developing patriotism and spiritual and ethicallues.

6) Equipping students with the essential knowledge/awareness to building
personality, enhancing sense of teamwork, practcaritical thinking, self
expression, openness to others and communication skills.

7) Representing and following up with all student community issues, needs,
achievements.

8) Enhancingtudentactivitiesin allfields;cultural,social,sport,art andothers.

9) Strengthening the values of volunteerism, thus supporting charity
organizations anenterprises.

10) Helping excelling students to achieve more in studies, research and other
related issues.

11) Bridging communication channels between the students and the working
team of the institution (administration, faculty, and staff).

6. 7.5. RESPONSIBILITIES OF THE STUDENT ACDSO&DIR

1) Preparing the Council’s annual ©pl an
(After approval, the annual plan ferwarded tothe Student Advdory Council
Committee.)

2) Discussing the budget of the Council that is proposed bysthdentAdvisory
Gouncil Office and forwarding it to the Dean for approval.

3) Making appropriate decisions and recommendations in harmony with the
rules, regulations and structions of the institution.

4) Representing students and the institution in external activities assigned by the
Dean.

5) Discussing and approving the financial and administrative reports proposed
by the StudentAdvisoryCouncil Office.

6) Terminating the membeftsp of any member of the council after approval of
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Dean who has been found guilty of committing a prohibited or offensive
act/violation

7) Recommendingappropriate actions toenable the Councilto fulfil its
responsibilities

HOSTEL FACILITIES

Hostel facilites are available for botmale and female studentsupervised by the Student Accommodation
and Estate DepartmenfThe rangeof servicesinclude furnishedrooms, utilities, 24/7 internet, safety and
maintenance, shopping trips, medical emergency hospital @isdairport pickup and dropfacilities Single,
double, and triple occupancy roonase available.The accommodationfor boysis separateand is located
outside the campusbut is within two kilbometers from the College. Students are required to sign a hostel
contract whichdetails the terms and conditions to liellowed.

All students staying in college hosteave to follow the health and safeguidelines

Students are advised not to use Buklmirany smokegeneratingequipmentother than for the purpose of
cooking In case any studeid found using Bukhuyte or sheshall be penalized RO. 2%ith a warning letter
for the first instance.

For the second instancefime of RO. 50/ will be charged with a final warning lettdf.the offence is repeated
after the second instancéhe student shall besked to vacat¢he hostel.

7.1. HOSTEEEES

The fee covers charges for accommodation, services, and facilities at the hostel.

7.1.1. GIRISHOSTEL

Occupancy Type Annual fee (payable in three equal instalments
Triple Occupancy RO 720/

Double Occupancy RO 900/

Single Occupancy RO 1080/

Table3:Fee structure for Girls Hostel

7.1.2. BOYHHOSTEL

Occupancy Type Annual fee(payable in three equal
instalments)
Shared room occupanc' RO 630/
Table4: Fee structure for Boys Hostel

Every student who opts fdhe hostel facility, must pay a refundable caution deposit of OMR.50/
(OMR. Fifty Only). The caution deposit will be collected in advance and will be refundable at the
time of vacating the accommodatioihe @ution deposit may be adjusted and paid in casarof
outstanding amounts by the studenltf the student fa#/refuses to pay the prescribed fees of
hostel, the college has the right to cancel her/his accommoddtipgivingl5d ay s’ noti ce

7.2. VEHICLBARKING

MEC provides norreserved parking areas for students and staff. Students and staff are expected
to obey circulation rules by driving withithe specified speedimit and parking properly in
desigrated areas.RoyalOmanPolice(ROPYonductsrandominspectionin and out of campusand

may fine thoseviolating parking rules. Any fine charged shall not be the responsibility of MEC.
Sudents with disabilitiescan request for specially allotted parking throutjie Sudent Success
Center.
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1.

GENERAL FOUNDATIPROGRAMME

The aim of the General Foundation Programme (GFP) is to equip students with the skills and knowledc
required to perform competently iBSc ARNdrogrammes. The General Foundation Programme (GFP) offered
at MEChastwo levels, which habeendeveloped in copliance with Oman Academic Standards for General
Foundation Programme.

On successful completion of the GKRich is offered tahe studentsalong with Semester 1 and 2 of their BSc
ARM programme, students attain the required degree of proficiency timree learning areas, namely:
Mathematics; Computing; and General Study Sfaltsbedded within GFRM modules).

The objective of the Mathematic®mponent is to equip students with mathematical understanding and skills
that are necessary to achieve the cognitive and practical requirements for successfully pursuing thei
undergraduate studies.

The Computing component of the GFP introduces studientke basics of a computer and enables them to
use popular computer applications to prepare and edit formal documents, work with spread sheets, and create
professional presentations.

The students will not be eligible to register semester 3 modules off tielergraduate programme (BSc ARM)
without completing all the modules of their GFP.

1.1.

1. 2.

1. 3.

TUITION FEES FOR GENERAL FOUNDATION PROGRAMME:

1) For the GFP fees please refer to the clause (No. 2. 9.)

EXEMPTION

Exemptions are granted based on the criteria in the té&below.

Exemption Exemption Criteria

Exemption from Placement test score of 60% and above.

Computing component = Or completed computing components of GFP from an
approved HEI in Oman.
International Computer Driving License (ICDL) European
Computer Drivindricense (ECDL) IC3 International Diplom:
IT Skills
(All of the above are required to be completed in English)

Exemption from Placement test score of 60% and above

Mathematics component Or completed mathematics components of GFP from
an approved HEI i@man.

Table5: Exemption criteria

PLACEMENIEST

All candidates seeking admissiem any programmeof Middle East College (who have not
completed GFP from any other institutions) will be placed in Level 1 of the General Foundation
Programme (GFP). However, if they want to be placed at a higher level of GFP or directly join an
Undergraduate Programméhey will have the opportunity to write the Placement TE3T)

The PT fothe two components oMath (Applied) and Computing (Computer Application and IT)
will be conducted online ViMEC Learmpat the MEC campusAny candidate, who is not able to
take online examinatiorfor Math shall be providegapers tocomplete the placement test. Such
candidates will have to register in GFP for Introduction to IT module.

The candidate‘s eligibility to be pl aritedachs i n
per Tableg:
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1. 4.

Score obtainedin

Module(s)to be studied Placementtest

Faundation Mathematics

Faundation Mathematics 1 0-44

Faundation Mathematics 2 4559

Exemption from Fourdation Mathematicsmodules 60 andabove

FoundationComputing

Introductionto IT 0-59

Exemptionfrom Introductionto IT 60 and above

Camputer Applications 0-59

Exemptionfrom Camputer Applications 60 and above

Table6: Eligibility criteria GFP module exemption

A candidate could qualify for different levels in Mathematics and Computiodulesdepending

on his/herlevelof proficiency.Thiswould meanthat studentsmayenrollin different combinations

of subjectsat varyinglevels.Forinstance a candidatecouldbe placedin Foundation Mathematics 1
andcomputer applicationsAll courses in Mathematics and Computing are available szmolester.
Students transferring from other HEIs without completing GFP but having completed one or more
modules, shall be requiretb register for modules of GFP, as per the Admission Policy, which is
based on the equivalencies of the learning outcomes of the modules completed at other HEI anc
MEC' s GFP outcomes. However, i f t hegexavmedt t
from the GFP moduldsthey will have the opportunity to write the Placement Test (PT).
ThePlacement test result is valid only for the academic year in which the test is attempted. If the
applicant does not enroll officially during the academic yirawhich the test is attempted, he/she

is required to repeat the test.

Thedifferencein the passmarkfor the PlacemenfTestand EndSemestetExamis due to the fact

that the PlacemenfTestaimsat placingcandidatesat a specificlevel, whereasthe End Semester
Examascertairsthat the learningoutcomesof alevelhave beerachieved.

GENERAL FOUNDATION PROGRAMNEICTURE

Mathematics modules in two levels are named Foundation Mathematics 1(Genaral),
Foundation Mathematics 2(Applied mathematics). The two modules of Computing are Introduction
to IT and Computer Applications. The math and computing components are offetieel Amabic
language.

The GFP modulesire offered along with themodules ofundergraduate programme and is
integrated with theundergraduatecourse structure in the first and second semester. A student can
proceed to the third semester of the programme only if all the foundatimdulesare completed.
Underno circumstancess awaiver allowed in this regard.

1.4.1. ASSESSMENTS ARNALUATION

Students are assessed using a combination of summative and formative assessments
Formative assessments are used to give students an opportunity to fill the gaps in their
learning before taking theummative assessments thabntribute totheir final mark.

Summative assessments are assessed from a total range of 100 marks (consolidatec
and the student needs to score at least 50 marks to be eligible to pass to the next level.
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Students may be allowei register for a combination of modules of different levels

of Mathematics and Computing respectively. For instance, a candidate could be
required to take Mathematics 1 and Introduction to IT modules.

For attendance regulatianplease refer Part AGeneal Regulations 4.7

Assessment weightages

Module Code Module Title Assessment type = Weightage
FNDM GMiRM General MathematicRM = Coursework 50%

End Semester Exal 50%
FNDM AM2RM  Applied MathematicdRM  Coursework 50%

End Semester Exal 50%
FND@O001- RM  Introduction to I'TRM Coursework 50%

End Semester Exal 50%
FNDC 000RM  Computer ApplicatioRM  Coursework 50%

End Semester Exal 50%
Table7: Assessment weightage for GFP programme

a) Mathematics component of the General Foundation
Programme

Assessmert each level is for 100 marks comprising 50% for Coursework and
50% for Enegsemester Exam. Students need to score at least 50% to move to
the next level.

b) Computing component of the Genal Foundation
Programme

Assessmendf eachmoduleis for 100 markscomprising50%for Coursework
and 50%or End SemesteExam Studentaneedto scoreat least50%to move
to the nextmodule.

1.4.2. SUPPLEMENTAERXAMINATION

Eligible students, who have failed or were absdun toany extenuating reason in the
GFRegularexaminationcantakeasupplementanexaminatiorin the samesemester.
Theeligibility is basedon the fulfilment of attendancerequirementsand marksin the
internal courseworlassessment.

1.4.3. CHALLENGEXAMINATIONS

A provision is made for students to take a Challenge Examination to skip levels in the
GFP in order to motivate them to perform better and provide an opportunity for
exceptionalstudentsto skiplevelsandprogresdo a higherlevel. A studentiseligible

for the Challenge Examination if he/she scores 75% or more marks (consolidated) in
his/her level summativassessment(s).

The Challenge Examinationais opportunity for students to skip a level if they have
made substantial academic progress over one semeBtarexample, a studerfitom
general mathematicss given applied mathematicend-semestertest. The students

who scoresat least60 marks on theChallenge Examination qualifies to skip éneel

of that module Students eligible to take the challenge examination shall be informed
by the Registration Office.

1.4.4. EXIT FROM GENERAL FOUNDAFRDGRAMME
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1) Students who meet the exit requirements dhe General Foundation
Programme are awardedthe General Foundation Programme (GFP)
Certificate of attainment. This certificate is a prequisitefor studentsplaced
onthe GeneraFoundatiorProgrammebeforeundertakingany undergraduate
programme to proceed to the third semester of their undergraduate
programme.

2) GeneralFoundationProgrammecertificate is valid for a period of two years
from the date of the Exam Board of a particulasemester.
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1.

EDUCATIONARROCESS

MEC aims to providan educational experience to its students that is on par with the best international
standards In all programmesf study, emphasis is placed on an effbased learning system, which requires
significant contribution by the student for his/her learning process. In addition to knowledge acquisition
through classroom lectures, ldiased work and practices, the studda required to allocate time for library
visits, internetbased knowledge building and sharing, field visits, team work and other activities as may be
appropriatefor the chosen module. The student is encouraged to use the resources and other supjlitigsac
available for this purpose.

The College is committed to develog an efficient and flexible system of education. The College follows a
semester calendar with Fall and Spring Semesters, @aniprisingfourteenweeks in addition to examination
period and a Summer Semester Sixweeks.During he Summera limited range of moduleare offered
subject tothe availability of teacherdghe pass percentage of a module, or graduation requirements.

The aegree plan for each student is made availabletw $1S. Each programme of study is made up of various
modules.Eachmodulecarriesa certainnumberof credit points. Certainmodulesmayrequirecompletionof a
prescribedset of module(s).In other words,somemoduleshaveprerequisite(s)In somecasestwo modules

have to be taken together, i.e. registratiaf one module requires another module to be registered as-a co
requisite.Accumulatiorof asetnumberof credit pointsthroughcoremodulesand specializatioormodulesand
fulfilling all otherrequirements results in differerawards.

Normallya studentis allowedto take amaximumof 60 credit point modulesper semester Exceptionatases

will be considered by the appropriate committee authorized for shene.

1.1. EXCEPTNAL CIRCUMSTANCES

In the event of exceptional circumstances like pandemic, College reserves the right to offer modules
completely or partially through online mode and make specific changes to regulations. The College shall infori
students abouthese changei the mode of deliver of modules Students are expected to consider these
changes along with all the regulations and information provided in the Student HandHowlever,there

shall be no changés the other regulationsuch as Academic Integrity Policy and the fee ofpifsggramme

PROGRAMME (FTUDIES

Different programmes at undergraduate level are organised to have exits upon accumulation of set number o
credit points.

2.1. FIRST LEVEL OF ERHRTIFICATE

The first level of exit with an award of Certificate is availablenguzhieving 120 credit points. These
creditpointsneedto be earnedthrougha prescribechumberof modulesthat aremarked aCollege
Requirementsand Majors. A student, who exits with a Certificate, would possessvery basic
marketable skills and useful knowledge for addrestasgs demanding basskills.

Usuallyone-year period of study over two semesters, each semester extending overveeeks
period, is required under normal circumstances to meet the requingisid¢or the award of the
credit points required under this exit.

2.2. SECOND LEVEL OF EXIFLOMA

Thetitle of Diploma is awarded on successful completion of the seconduétle240 credit points.
These credit points need to be earned through a prescringdber of modules marked as College
Requirements, Majors, Major Electives and General ElectileRroject is an integral part of the
requirements to be achieved for the award of a Diploma.datrievinghis, normallyatwo - year
study period spread ovdour semesters, each regular semester extendarag period ofLl4 weeks

is required.
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2.3. THIRD LEVEL OF EXIT: ADVANGHIDMA

Thetitle of Advanced Diploma is awarded on successful completion of thiswetreB60 credit
points. These credit points neetb be earned through a prescribed number of College
Requirements, Majors, Major Electives and General Electives and Project at Diplom&devel
achievinghis,normallyathreeyear study period, spread over six semesters, each regular semester
extendingover a period ofl4 weeks is required.

2.4. FOURTH LEVEL OF EXIT: BACHELORSQWDHRS

A title of Bachelors with Honours withspecializations awarded on successful completion of this
level which necessitates achieving 480 credit points. These credispwed to be earned through

a prescribed number of College Requirements, Majors, Major Electives, General Electives, Speci
Topics and two Projects, one at Diploma level and the other at Bachelors (Honours) level

For achieving this, normally a foyear study period, spread over eight semesters, each regular
semester extendingver a period ofl4 weeks is required.

2.5. AWARDIN@GODY

Middle East College, Sultanate of Oman

MODULECHARACTERISTICS

All programmes have certain modules in common which faciliageacquisition ofacademic literacy and
preparation for the workplace such as research skills and entrepreneurial Stilients need to demonstrate

the knowledge and skills that are unique to thpecializatiorand programme. This differentiation isdurght

out with modules that are unique to each programme.

A Module Information Guide (MIG) containing all the details pertaining to the module is made available to
student in the first week of each semester for all modules s/he has registered.

GRADING &/ALUATION

Grading and evaluation policies provide the student a clear understanding about course completion
requirements and will enable the student to improve his/her performance.

4.1. EVALUATION NORMSBIDPROCEDURES

1) The module leader will arrange to share details of teaching plan, evaluation plan together
with the module objectives, learning outcomes, background materials, etc. to all students
through Module Information Guide (MIG) with reference to the different mieduaught
by him/her.

2) The evaluation plan details how student performance will be evaluated feenmester
coursework and endemester examination.

3) All coursework assignments and reports should be submitted as an electronic copy in MS
word format throwgh the VLE which shall undergo a plagiarism check via Turnitin. Latest
student submission as per the due date and time shall be considered as final and shall be
used for evaluation purposes.

4) Each module shall be evaluated for a total of 100 marks invoinisgmester coursework
alone or insemester coursework and end semester examination. Modules which are
assessed completely through coursework are referred to as 100% coursework modules.

5) Coursework assessment shall be based on continuous evaluation aid istiude
methodologies of assessment including but not limited to Open book test, Closed book test,
Individual Assignment (report/presentation), Quiz, Group Assignment
(report/presentation) and Cas8tudy (report/presentation).

6) A minimum of 50 percenbased on the overall performance in all the assessments put
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4. 2.

4. 3.

together is required for passing a module. However, there is an additional pass requirement
in the case of all modules that have coursework assessment and end semester examinatior
components: Stuents shall be considered to have passed such modules only if they have
scored a minimum of 35% marks in the external examination (end semester examination
threshold® pass mark) in addition to attaining an overall aggregate pass mark of 50%.

7) St ud e normance wik bef documented and announced by the respective module
instructor periodically.

8) In the case of modules having end semester component it is mandatory for the student to
attend the end semester component for a pass in that particular module iétes student
have acquired 100% marks in the coursework component

9) In order to maintain transparency in the procedures followed and to confirm that there is
no bias or unfair practices in any task relating to examination systems student has the right
to appeal and confirm procedures. However, there shall be no contest on the academic
judgement passed.

10) Students should refer to the Module Information Guide (MIG) and / or reach the module
instructors to have a comprehensive understanding of the nature ascttedule of
assessments for their modules.

11) Itis the responsibility of the student to obtain the marks of his/her module from the teacher
or through the SIS.

(* The regulation on end semester threshold pass mark shall be applicable to all students
joiningMEC from Spring 2017 semester onwards.)

LATESUBMISSION

Students may contact their teachers for clarification on specific details of the submission time if
required. The recommended practice at MEC is to set theffuitme to 23:59 on the due date for

all assessment submissions.

As per the Assessment Policy at MEC, for any late submissions, a penalty of deduction of 5% (fit
percent) of the marks obtained for the submitted work shall be imposed for each working day
following the last date of submissioiil tthe date of actual submission. Assessment documents
submitted beyond a period of one week (5 working days) after the last date of submission will not
be accepted and will be awarded a zero for that assessment.

In cases where the submission has beefagied due to extenuating circumstances, the student
may be permitted to submit the work without imposing the late submission policy. This extended
period of submission will be one week (5 working days) from the original last date of submission. It
is permtted only in those cases where the student has submitted the request for extension and
supporting certificates online before the original last date of submission and has received an
approval for the same. The requests shall be approved by the Module Laxadley Asst. HoD/HoD

of the department concerned. The late submission policy shall then be applied if the student fails
to submit the work within one week of the extended date of submission.

COMPENSATION

The Diploma/Advanced Diploma Examination Board may offer a student a condoned pass in at mo:
one module that the student has failed such that if the condoned pass is accepted, the student
becomes eligible for the award of a Diploma/Advanced Diploma, sulige the conditions
mentioned.

The Degree Examination Board may offer a student a condoned pass in at most one module the
the student has failed such that if the condoned pass is accepted, the student becomes eligible fo
the award of a degree, subjett the conditions mentioned.

After confirmation of the condoned pass eligibility/award by Examination Board, the student
offered condoned pass must indicate, in writing, his/her wish to accept the condoned pass
(following confirmation of the condoned pasBgibility/award by Examination Board).
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4.3.1. CONDITIONS F@®MPENSATION
A failed module may be assigned a condoned pass by an appropriate Examination Board in th
above circumstance, under any one of the situations (A or B) mentioned below, subject to the
following conditions.
1 The condoned module may not be repeated or reassessed in any means in future.
1 The condoned module may not be raised to a pass grade.
1 The condoned module cannot be the Degree or Diploma Project (Failure in the Degree or
Diploma Project, ithe case may be, will not be condoned).
1 The student has no AlV in the latest attempt of the condoned module.
1 OnlyCase Awill apply to modules assessed by 100% coursework.

A. The student has obtained 45% aggregate marks (total marks obtained from
all assessents) in the module.

B. The student has obtained at least 40% aggregate marks in coursework
assessments and (additionally obtained at least) 40% aggregate marks in end
semester assessments of the module.

1 Any changes in the assessments due to any speciaktems, the above conditions shall
be applied accordingly.
4.4. GRADINGYSTEM
All modules are marked out of a total of 100 marks. Equivalent Grade point (GP), as detailed in th
table below shall also be provided for modules
Grade Grade Point Marks
A 4.00 91 to 100
A 3.75 87 to 90
B+ 3.50 84 to 86
B 3.25 80 to 83
B- 3.00 77t0 79
C+ 2.75 74t0 76
C 2.50 70to 73
G 2.25 66 to 69
D+ 2.00 60 to 65
D 1.75 50 to 59
F 0.00 <50
Table8:UG Grade Point system
4.5. GRADE DESCRIPTOREHOUT NUMERVWALUE)

4.5. 1.

4.5. 2.

MEC_RGO_HBK_002 0
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IP¢ In Progress

The ‘In Progress{(IP) grade will be earned by the studemivhen an extenuating
circumstance preventedim/her from attending an end semester examination. The
module shall not count towards the calculation of graftesthat semester. However,

an IP grade is awarded only once per module and the student is requiredegister

for the module after exhausting the allowed-si attempts.

AnlIPgradewill be awardedonly after submissiorof a validmedicalcertificatewithin

two working days from the date of the end semester examination which was not

attended.

CPc CondonedPass
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4. 6.

4.5. 3.

4.5. 4.

4.5.5.

4.5.6.

The'CondonedPass(CPyradeshallbe assignedo afailedmodulefor whichastudent

is offereda condonedpassafter he/sheindicatesjnwriting, his/herwishto acceptthe
condoned pass, following the Examination BoacbmmendationRefer theStudent
PerformancePolicy). Condoned Pass is denoted as CP on the transcript and for the
purpose of calculation of the Overall Average Mark, Catiugd Grade Point Average
and Classification, the mark and grade of minimum passnsidered.

W ¢ Withdrawn

A grade W shall be assigned to a module in which the student withdraws formally
within the prescribed deadline.

FWc¢ Failedon Withdrawal

A gradeFW shall be assigned to a module in cases where a student withdraws a
module after the withdrawal period (FALL and SPRING).

P ¢ Exemption

A grade P shall be awarded to a module in which the student has been granted
exemptions based on the exemptions polafithe college.

T- THRESHOLD

In the case of modules that have coursework assessment and end semester
examinationcomponents studentsshallbe consideredo havepassedsuchmodules

only if they have scored a minimum of 35% marks in the extexxamination (end
semester examination threshold pass mark) in addition to attaining an overall
aggregate pass mark of 50%. The modules failed on account of threshold shall be
shown asT.

AVERAGE MARK (AM) AND OVERALL AVERAGE (QARKS

To be eligible foconsideration for an award, a student must pass all the modules and fulfil all the
requirements as mentioned in the assessment regulations in the programme document.

The classification of an award shall be on the basis of the marks and credits point &teany

the student over the period of study féihe chosen award.

4.6.1.

MEC_RGO_HBK_002 0
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AVERAGE MARKS

TheAverage Marks obtained by a student in a semester is calculated using a weighting
systemthat takesaccountof the credit pointvalueof allthe modulesattempted and

the marks obtained in thosmodules.

The Average Mark is determined as follows:

Average Mark =AM
Module Mark =A(¢& ) for module m
Module Credit Point = a ) for module m

Total number of modules attempted = N

B o0& O 4&
OUv
B o aQ

Sample calculation of Average Marks

Modules Credit Points  Marks Obtained
Module 1 15 90
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Module 2 15 83

Module 3 15 75

Module 4 15 54

Table9: Module marks and credit points

o et o ", T8 o8 VB8pwrTtT8pu

00 Q1 ®ON QI bW b X i prB)
puv puvu puv puv

4.6.2. OVERALL AVERAKBERKS

Overall Average Marks obtained by a student in a programme is calculated using a
weighted average of credit point value of all the modules passed in the programme
and the mark®btained in those modules. The OAM is determined as follows:

OAM
0(& ) for module m
0(a ) for module m

Overall Average Mark
Module Mark
Module Credit Point

Total number of modules attempted N
v o oo B
AndD O U
B
SampleCalculationof OAM
Semester 1 Semester 2
Modules Credit | Marks Modules | Credit | Marks
Points | Obtained Points | Obtained
Module 1 15 90 Module 5 | 15 60
Module 2 15 83 Module 6 | 15 77
Module 3 15 75 Module 7 | 15 45
Module 4 15 54 Module 8 | 15 57

Table10: Module marks and credit points

Overall Averag®larks (OAM)

wBpUL Y8puv X8pu UBpU GBPUL XBPUL TEBpPUL ULBPU

0060 oo
pu pu pu puv pu pu puv pu

4.6.2.1. CUMULATIVE GRADE POINT AVERAGE (CGPA) FOF

OAM
The CGPA is assigned as per the equivalence provided inlTable
Grade Grade Point OAM
A 4.00 91 to 100
A 3.75 87 t0 90
B+ 3.50 84 to 86
B 3.25 80 to 83
B- 3.00 77t0 79
C+ 2.75 74t0 76
@ 2.50 70to 73
G 2.25 66 to 69
D+ 2.00 60 to 65
MEC_RGO_HBK_002 0 Page60 of 68
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D 1.75 50 to 59
F 0.00 <50

4.6. 3.

MEC_RGO_HBK_002 0

Tablel1: Grade point system

REQUIREMENTS FARARDS

Certificate, Diploma, Advanced Diplomas classification:
Theclassifications under thaward of a Certificate, Diploma or Advanced Dipl@re
shown inTable 2. A PassMerit or Distinction classification is based on the OAM
accumulated ovethe whole programme.

Overall Average marks = Classification

50-76 Pass
77-83 Merit
84-100 Distinction

Tablel2: Mark range forclassification

| 2y 2dzNBE 6. F OKSf 2NQa 5S3aNXSSov /fl aa

The award of bachelor’”s degree classif
the whole programmégSee &able 13).

Overall Average marks Honours Classification

50-69 Third Class

70-76 SecondClass, Lower Division
77-83 Second Class, Upper Divisiot
84-100 First Class

Tablel3: Mark Range for Honours classification

In order to arrive at the OAM for Honours degree classification, the following two
options are considereaut of which the higher of the OAM shal considered.

Option 1:

Based on OAM over the whole programme i.e. all modules are considered for
calculation of final OAM.

Option 2:

To consider the OAM of 24Bedit pointsworth of modules at Level 2 and Le®ekith
Project Design and Implementation module marks being considered compulsory.
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4.6.4. CLASSIFICATION EQUIVALENT
A. Bachelor
CGPA OAM Arabic Equivalent Arabic Classification
Equivalent | Classification Classification
Classification
1.75-2.25| 50-69 Satisfactory Third class
2.50-2.75 Second class
70-76 Good Lower
Division
3.0-3.25 Second class
77-83 Very Good upper
Division
3.5-4.0 | 84-100 Excellent First Class
B. Diploma
CGPA OAM Arabic Equivalent Arabic Classification
Equivalent | Classification Classification
Classification
1.75-2.25| 50-69 Satisfactory Pass
2.50-2.75|  70-76 Good Pass
3.0-325 | 77-83 Very Good CFTht Merit
3540 1 g4_100 Excellent Distinction
Note: The Examination Board may consider a recommendation of the Department Management
Committee for upgrade of classification of a graduatstigdent, subject to condition that OAM of
the student is within 2% of the next classification boundary (lower).
4.7. 59! HLIST
The top 25 students securing an OAM of 84% and above with a minimum of 120 credits complete
by spring semester of an academic y&aeligible for appearing in the Dean's List. In case of a tie,
while considering the top OAM, the student with more credit points earned shall get the
preference.
4.8. STUDENPROGRESSION

MEC_RGO_HBK_002 0

A student who is on good academic standing will progress normally takimgal (full) work load.
Astudentisalsoallowedto takenormalworkloadif the studenthasa backlogof not more than two
modules, provided preequisite conditions arenet.

4.8.1. STUDENTS ON REDUCED WORKLOAD

A student will be required to reduce thgorkload and register in a semester for a
maximum of 45 credit point if s/he has a backlog of more than 2 modules. A student
who is on reduced workload on account of backlog modules which are to be cleared
is required to devise a remedial plan with thedpnce of his/herespectiveacademic
advior/ SSCSucha studentwill be closelymonitoredby the Student Success Centre

in consultation with the respective academic advisSuchstudentswill be allowedto

take up thenormalworkloadonly after the backlognodules are cleared.
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4. 9.

4.10.

4. 11.

A gudent who faikin any modulébut is eligible fortaking thesupplementaryexamis
required to pass the same within the immediate two semesters during which the
module is offeredfailingwhichthe studentwill be requiredto retakethe module by
payingthe prescribedee.

MOHRRIstudentswho areon reducedworkloadfor 3 consecutive semesters shall not
be allowed to continue his/her study on their scholarship as perdgelations.

4.8.2. INTERIM EXIREQUEST

Students enrolledfo Bachel or‘s award but desirir
Diploma or Advanced Diploma are also required to apply formallySuident
Information System (SIS) during the specified period within a semester. This is
normallyafter the announcemenbf results.Studentscannotapplyduringthe course

of a semester while he/she has registeredruodules.

REQUEST FOR GRADUANONIFICATION

Studentsintendingto graduateare therefore requiredto applyfor graduationnotification within
three weeks fronthe announcement of semesteesults.

As per the regulation fronMinistry of Higher Education, Research and Innovatstadents are
allowed to receive graduation notification for their applied exit levels. Students under ROHE
scholarship would follow # guidelines as per the regulations of the scholarship given.

ACADEMIREQUIREMENTS

I n order for a Certificate, Di pl oma, Advan
students must have successfully obtained credits for all the required moditiedents must also
be in good academic standing and should have a minimum OAM of 50.

REASSESSMENTS

4.11. 1. REASSESSMENFOR MODULESWHICH  CONTAIN AN
ENDEXAMINATIOROMPONENT

Any student, failing a module but achieving a mark of at least 50% in the coursework
component of the assessment, will have an opportunity to pass in the module-by re
sitting the examination during a semester in which the module is offereesitRe
examinations for all modules are usually offered during the Summer Semester.
Students are alsallowed to register for resit examinations during the regular
semesters provided they get a clash free examination schedule.

Reassessmertty re-sit of amoduleis restrictedto one attempt andis free of charge.

On failing to s eoonoduleaftartthe test atterhpt, the studeats s
is required to reregisterthe module and pay the prescribed fees. Any student, failing

a module and achieving a mark of less than 50% in the coursework component of the
assessment, will have an opportunitypass in the module only by registeringthe
module by paying the prescribed fee durithg semester in which it igffered.

The number of attempts to obtain a pass by repeating a module is not restricted. A
student should complete the rassessment withi one year of the original failure.

To obtain additional details regarding theaximum period allowed to complete the
programme refer clause4.4 (maximum period of study)

A student is required to register for supplementary attempts.

Details of registratin are notified through the notice boards and by email.
For a supplementary attempt, the registration process shall be considered complete
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upon registration for examination through SIS online or submission of the request
form duly completed in all respects the Registration and Assessment Department.
Incomplete forms are liable to be considered as not registered.

4.11. 2. REASSESSMENFOR MODULES WHICH ARE ASSESSEBY

COURSEWORK ONLY

Any student failing a module which is assessed by coursework only, magdsessed

only by repeatingthe module,duringthe semesterin whichit is offered. The student
shallbe allowedto re-registeroncefor the module by payinghalf of the module fee.

The student shall be eligible for only onersgistration per module aper this
scheme. This shall be allowed only if the student has secured a minimum of 25 percent
of the module marks or 75 percent attendance in the first atteropthe module. If

the student fails to achieve a total of 25 marks or 75 percent attendanes, sthe

shall have to reegister for the module by paying the total moddée.

4.12.9b5 {9a9{¢9w 9 ! alSthlb@¢Hb 5h Qf

1)

2)

3)

4)

5)

6)

7
8)

9)

Students are responsible for ensurithigey are aware of the exam timetable details such as
the date, time and venue of the exam

Students must bring their MEC Identity Card and Hall Ticket for all the exams. Students sha
not be allowed to write the examination if they fail to produce their MEC Identity Card and
Hall Ticket for all thexams.

Students should not write or draw usipgn/pencil on the Haliicket.

Students are advised to have a copy of their examination schedules as published on the
noticeboards and website for reference apthnning.

Useof forged documentsto gainentry into the examinationhall or any unlawful mears

shall be viewed seriously. In such cases the relevant committees and authorized personne
will recommend appropriate actions which may include expulsion or suspension from
college for a set time period.

Students are not allowed into the examination halfter 30 minutes from the
commencement of the examination. Student arat allowed toleave the examination hall
within the first 30 minutes of thexamination.

Students are not allowed to leatke examinatiorhall withthe answerbooklet

Studentsentering the examination hall should not carry anything other than the authorized
materials for examinations. Possessing any material that may be used for cheating will be
considered asalpractice.

Anystudenthavingacontagiouslinessshouldbe prevenied from takingexamination Such
students are advised to address his/her health condition priority.

10) Students must adhere to the directions provided by theigilators.
11) Students must write their MEC ID numbers on the main andweklet.
12) Studentsshallnot directlyor indirectlydiscloseheir namesor other identificationmarks in

the answerscripts.

13) Student should use blue/black pen only. Pencils may be used for diagranusagid
14) Studentare not allowedto usenotes,booksetc. in the examinationhall. Dictionariesare

allowed for certain modules if specified by respectileartments.

15) Studentscanclearanyexamdoubtswith the Module Leaderswithin the belowmentioned

MEC_RGO_HBK_002 0
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time frame:
a. 1 hour examination (Theory and Practicaf)rst 15 minutes.
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b. 2hours examination (Theory and Practicafjrst 30 minutes.
c. 3 hours examination (Theory and Practiediyst 30 minutes.

16) Exchangef calculatorsaandstationeryisnot permittedduringthe examination Exchange of
diskettes/flash memories during the L&xams is also ngiermitted.

17)Use of electronic devices or communication networks, software/hardware or other
methods not approved by the college, in ordergain advantage over other students or to
tamper with the examination system are strictly prohibited and may lead to severe
disciplinaryaction.

18) All rough work shall be done only in the space provided on the Anlsalet.

19) Any information found on thélall ticket written or drawn by the student will be considered
asMalpractice.

20) Any form of malpractice is strictly prohibited. If any student indulges in malpractice, his/her
answer sheet will be cancelled and awarded zero, and/or debarred from taking the
remaining examinations.If there is no evidencefound, the student can continue with
his/herexam.

21) No digital devices shall be allowed inside the examination hall. Possession or mere presenc
of any digital device or mobile phone inside the examinatiohdtalibe considered as an
act of malpractice and action shall be taken as per R&f(Cy.

22) If an invigilator suspectsa student of cheatingduring the examinationthe invigilator is
authorized to stop thetudentfrom continuing the examinatiorin such cas¢heinvigilator
will inform the AssessmenOffice which in turn will immediately inform theSecurity
Serviceffice about the case. The security guards wilinstructedto checkthe student
(malesecurityguardfor malestudents, femalesecurity guard for femalstudents).

23) In case oMalpractice

a. The students have to filh and sign the Malpractice formprovided by the
Assessment Office acknowledging his/laetions which will be countersigned by
both the Invigilators.

b. The student mustdave the examination hailnmediately.
c. Student must reregister themodule.
24) Talking during the examinations is strigthphibited.

25) Students may not provide assistance to or receive assistance from anyone during the exam
In such case students will facesciplinary action which may include cancellation of marks
obtained in the module in the end semesexam.

26) Students who have completed their examination before the allotted time are permitted to
leave the exam room, provided 30 minutes have elapsed fraenctimmencement of the
examination. Once they have completdte exam theymust:

a. ensure thattheir MEC ID is written in answbooklet.

b. ensure that all the required information in the answer booklet is writtézarly.

c. remain seated until the Answer bookdeare verified by the invigilator and the
permission is granted by the invigilator to leave the Exdafi.

d. immediately vacate the place and not disturb any remaining students who are
writing examinations.

27) If the emergencyalarm goes offduringan examination the following procedure needs to
be followed:

a. The sounding ofraemergency alarm requires immediate evacuatidhthe exam
hall.

b. Thestudentswill leaveallthe materialsontheir deskandthe facultywill guidethem
to the nearest exit pointo assemble athe Emergency Assembly Point of that
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building.
c. The faculty will also evacuate the room without collecting any examination
materials.

d. The examination for such modules will keescheduled.

If an exam is postponedue to an emergency situationa new schedule shall be made and
communicatedto all those studentsaffected. Thenew scheduleis likely to be at the end of the
existing examination schedule for that particukmmester.

For more information regarding this, students can refer Assessment Guidelines published in the
College portal (Instructions to students for ESE).

5. EMERGENCY RESPONSE GNHOIRMATION

,(,\'.?.\ b wol il &l =
\A\* [Middle East College
Q5

EMERGENCY RESPONSE GUIDE INFORMATION

+ Activate nearest fire alarm. + Always stay calm. On hearing alarm at any time everyone must fully

+ Call fire wardens immediately. + Call immediately Colleges Wellness cooperate with fire wardens or Emergency response

+ Fight the fire if you are trained, Centre (24531777) and inform team and shall:
all occupants left the area or the nearest first aider at your location or a) Close all doors if you are the last person to leave
flames are small. call Health & Safety Office the classroom/office.

+ Evacuate the building immediately (24531348) and explain type of b) Leave the building as per the instruction given
by nearest exit. emergency required. during the evacuation.

* Do not re-enter the building until + Remember; do not move any injured ) Most important; do not investigate the source of the

ALL Clear is issued by authorized. person/ victim unless you got the emergency.
permission. d) Do not use the elevators. you could be trapped
» Try to comfort the injured inside if the power fails or is switched off
person/victim until the medical e) Master at the assembly point and wait for ‘all clear’
services arrive. signal to return to the building.

EMERGENCY CONTACT DIRECTORY [ 1:1:

Health & Safety Office 24531438 |Facility Officer 24531433
Security Office 24531745 |ROP/Civil Defense 9999
Clinic 24531777 |On Call Ambulance 9999
Campus Service Head 24531434 |Sultan Qaboos University Hospital | 24147777

6. USEFUCONTACTS

Campus Contact Information

Middle East College
P.O. Box 79, Al Rus&gdstal Code 124, Muscat Sultanate of Oman

TEL.: +96824531400
FAX: +96824446028:+968 24446554
Email:info@mec.edu.omVebsite: www.mec.edu.om
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Important Contact Numbers

Office/Person

Front Office
Hot Line Emergency Number
Dean’s Office

DEAN
Dr. Kiran GR
DEPUT'DEAN ANOREGISTRAR
Mr. Ashwin J K

ASSISTANREGISTRA(HUMAN RESOURCESS DEANSOFFICE

Mr. HarithJahwari
ASSOCIATEEAN

Dr. Anupam Srivastav

Dr. Saleh Al Shaaibi

Dr. Ahned Nawaz Hakro
CAMPUSSERVICEBEPARTMENT

Mr. Mohammed Sakeer

Mr. Rafeeq Abdul Rahman
IT SIPPOROFFICE

Mr. Wael Shawkat

Ms. Maryam Khalid
STL Bsk

REGISTRATIORFFICE
Mr. Jabir Al Aamri
Mr. Vinu P
Mr. Sujin Samuel
Mr. Zahir Al Rawahi
Mr. Ahmed Al Aamri
Ms. Hajer Al Harthi
Ms. Fatema Al Nadhairi
Assessment Office
Ms. Pooja Krishnan
Ms. Hamda Al Ghilani
PG [Bsk
Mr. Ahmed Al Amrri
Ms. Safia Al Ghawi
ADMISSIONDFFICE
Mr. Mohammed Al Sabahi
Mr. Mohammed Al Hudaifi
Ms. Mariam Al Mamari
INTERNATIONADFFICE
Ms. Teba Fadhil Mohsin
PROCUREMENI ACCOUNTBEPARTMENT
Ms. Michelle Martin
Ms. Faiza Al Zadjali
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Extension
444
888

499/414

599

727

405

505
411
492

434
431

531
539

537

731
711
467
733
763
732
735

737
728

763
515

588
595
797

755

423
418

Mail ID

D e a rnfficesa®@ec.edu.om

kirangr@mec.edu.om

ash@mec.edu.om

harith@mec.edu.om

anupam@mec.edu.om
salshaaibi@mec.edu.om
Ahakro@mec.edu.om

sakeer@mec.edu.om
rafeeqg@mec.edu.om

wshawkat@mec.edu.om
mkhalid@mec.edu.om

StudentTechnologylLeaders@mec.edu.or

jabir@mec.edu.om
vinu@mec.edu.om
sujin@mec.edu.om
zahir@mec.edu.om
aalaamri@mec.edu.om
halharthi@mec.edu.om
falnadhiri@mec.edu.om

pooja@mec.edu.om

halghilani@mec.edu.om

aalaamri@mec.edu.om

salghawi@mec.edu.om

Mohammed@mec.edu.om
malhudifi@mec.edu.om
malmamari@mec.edu.om

teba@mec.edu.om

michelle@mec.edu.om
faiza@mec.edu.om
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Office/Person Extension Mail 1D

QUALITYASSURANCEBFFICE

Ms. BushraAl Farsi 744 Bushra@mec.edu.om

Mr. Hashim Mohammed 517 hasim@mec.edu.om

MEDIA COMMUNICATION: ADMISSIONDEPARTMENT

Mr. Ritesh Rajendra@Admissions) 535 ritesh@mec.edu.om

COMMUNITYOUTREACK: ACTIVITIEBEPARTMENT

Ms. Thuraya Al Yaarubi 521 talyaarubi@mec.edu.om

STUDENTEXPERIENGENIT

Ms. Rehab Saeed 734 rehab@mec.edu.om

STUDENTACCOMMODATIO& ESTATEBEPARTMEN(HOSTEL

Mr. Saed Al Musheifri 583 salmusheifri@mec.edu.om

Ms. Thuraiya Al Kharusi 526 thuraiya@mec.edu.om

STUDENTUCCESSENTRE

Ms. Nandita Ganesh 751 nandita@mec.edu.om

Ms. Badriya Al Hosni 747 badriya@mec.edu.om

'\Dﬂzrr)lzggnn(:gtn?f Archives and Recorc 274 hali@mec.edu.om

CAREERERVICESALUMNI& EXTERNAAFFAIRS

Mr. Qais Juma Al Haji 756 gais@mec.edu.om

Mr. Khalid Al Harthi 451 khalid@mec.edu.om

HUMAN RESOURCBEPARTMENT

Mr. Harith Al Jahwari 405 harith@mec.edu.om

Ms. Mahdim Al Balushi 527 mahdim@mec.edu.om

WELLNES&ENTRE 777 clinic@mec.edu.om
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