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Purpose

» This Student Handbook provides general information and guidance to students
who enroll at the British Applied College (BAC).

+ It serves as aready resource for students who want to know about College
policies, procedures, and activities.

+ New students receive an orientation session where they are provided with
information about their studies at BAC and contact details for the offices and
departments that provide student services.

+ The sections that follow outline general information that pertains to student
enrollment, activities, and policies at BAC.

1.1 Student Handbook Purpose

BACK TO TABLE OF CONTENTS 14
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BACU History

» The British Applied College in Umm Al Quwain (BACU) was established in April
2017 as a premier applied higher education insfitution in the UAE.

+ BACU plans to become the leading College in the UAE and the region that
offers degrees in Applied Sciences, Engineering, and Technology.

* |t also aims to be the College of the first choice for students in the Umm Al
Quwain area and beyond. To achieve this objective, BAC concluded
collaborative agreements with several national and international partners

BACU'’s Vision

Founded to address the need of the region for increased educational
opportunities in applied engineering and technology-related fields, the vision
of BACU is to provide flexible & affordable academic programs for a diversity
of learners using student-centered, technologically advanced, innovative,
and experiential learning models that will have a fransformative impact on
society while stimulating economic vitality.

BACU’s Mission

Our mission is to fully prepare students for their future professional practice
and cifizenship. We aim to create opportunities for people to grow as
professionals and as individuals. We do so by creating an applied
transformative educational experience for students focused on deep
disciplinary understanding; problem-solving; leadership, communication, and
interpersonal skills.

Our mission is to nurture a community committed to attracting and retaining
diverse, world-class talent, creating an innovative space, and ensuring
individuals can achieve their full potential.

We train students to become self-confident, empowered individuals who look
beyond borders and are equipped with the needed applied skills to innovate
in their profession. We cater to students’ different learning styles and we
provide opportunities for them to follow different learning tracks.

Core Values

; reflected in our commitment to
serve our community by delivering
consistently high-quality programs, teaching,
service, research, and scholarship.

; reflected in our commitment to
address critical issues facing society
regionally, nationally and globally.

; reflected in our
interdisciplinary approach, and working
toward common goals with others in the
University and the community.

; reflected in our openness to new
ideas, individual ingenuity and creativity and
creating an environment with opportunities
for growth.

; reflected in our focus on improving
the human condition.

; reflected in us acting in an honest,
fair, and ethical manner, creating a culture
of frust evident in all activities and decision-
making.

; reflected in our shared
commitment to lead by example in
preserving and protecting our natural
resources.

; reflected in our focus to
ensure academic, programmatic, integrity
and value through prudent management of
resources.

1.2 British Applied College
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(2 of 2)

BACU'’s Strategic Goals

GOAL 1;: Excel in Education

Provide students with an excellent applied education

To be nationally recognized for applied education and innovation
Cultivate a high-achieving and diverse student population

Recruit, foster, and graduate a student population that will succeed in the
real world.

Prepare students for thriving applied careers in Engineering, Computing,
Innovation, and Management.

GOAL 2: Enhance Faculty Visibility & Staff Development

Pivot to Preeminence & Increase Program Rankings

Build a Community with a diverse Group of Faculty who will Inspire, Educate,
and Mentor Future Graduates

Promote an organizational environment that values development, diversity
and growth opportunities for all employees.

GOAL 3: Enhance Research Impact

Produce Highly Ranked Research Contributions

Enhance Research Infrastructure and Scholarship

Enhance and Promote Multidisciplinary Research and Collaboration
Enhance Engagement in Innovation and Adapt to Changes

GOAL 4: Active Engagement

Develop an outreach strategy (social and traditional) to engage
stakeholders in conversations about mutually beneficial needs and
opportunifies.

Adapt our programs to facilitate the modification of our offerings that align
with the changing needs.

Expand our geographic reach to increase engagement and brand
recognition.

Location

Al Humrah-D, Sheikh Khalifa Bin Zayed Al
Nahyan Street, Umm al Quwain, UAE.

Mode of Instructions

All education will be dispensed in English
Language. For the facilitation of students an
English for Academic Purposes (EAP) center is
opened in the college, which introduces
language programmes and assessments for all
the students. It is aimed at improving
communication and technical writing skills
among the students. College is ambitious to
have interaction between students and faculty
members. The college also emphasis on
collaboration among students. The college
aims to keep the students feel extremely
comfortable and have the conviction that they
have better opportunities to share their
perspectives and ideas upon interacting face
to face with the college authorities.

WBritish Applied College
A8 nhnillduilagy Jidul Al

" <
. ritish pyiicn €S
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Welcome to the British Applied College in Umm el Quwain (BACU), a College that
offers unique, flexible and affordable programs led by top notch faculty
members. More than most academic disciplines, the applied programs offered at
British Applied College shape, and are shaped by, the world around us. From
computing and living spaces to transportation & automation, there is no area of
our lives that these programs do not touch. Our students engage, apply, and get
real world experiences related top their chosen pathways resulting in the highest
quality. | am awed not just by the ingenuity, but also by the passion and good
character of our current and former students. Success in the applied technology,
engineering and even management studies requires a strong technical
knowledge, the capacity to apply that knowledge to real-world problems and
most importantly the ability to engage in close collaborations with industry experts
in the field. Founded to address the need of the region for increased educational
opportunities in applied engineering and technology-related fields, the vision of
BACU is to provide flexible & affordable academic programs for a diversity of
learners using student-centered, technologically advanced, innovative, and
experiential learning models that will have a transformative impact on society
while stimulating economic vitality.

Specifically, we offer three main programs in : Computing, Engineering, &
Construction & Built Environments. Within each program, we offer several
pathways (majors) including: Cybersecurity, Data Analytics, Software Engineering,
General Computing, Electrical & Electronics Engineering, Mechanical
Engineering, Civil Engineering, Architectural Technology, Construction
Management, & Automation & Conftrol Engineering among others. The
uniqueness of our offerings lies in the flexibility of the delivery model where there
are several exit diplomas within every pathway allowing the student to decide
based on their personal career goals. There are 4 different levels in every
program: Level 3(Foundation), Level 4 & 5 (HND), Level 6 (Top Up). After the Level
3 foundation year is completed, in partnership with Pearson, we offer Level 4/5 UK
Higher National Diplomas (HNDs) which are covered over 2 years as an exit
award and if students decided to top up that degree by completing the level 6
over one year, they will be awarded an Applied Bachelors Degree.

Please explore our website for more information regarding our faculties, research
centers, innovation hubs, faculty profiles and other initiatives. Feel free to contact
me personally for any further queries.

&
o Britigy Qpplies €N

Prof. Mohamed K. Watfa
Executive Dean

British Applied College
16 Al dwilag i dul Al
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2.1

Schools at BACU

School of
Computing

School of
Construction & Built
Environments

PRI R R e .

m British Applied College

q 4 Al la_oninilldyl Al
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School of
Engineering

School of Business

Programs offered in Schools

School of Computing
a Cyber Security
4 Artificial Intelligence & Data
Q General computing
U Software Engineering

School of Engineering
U Mechanical Engineering
U Electrical and Electronic
Engineering

School of Construction & Built Environment
4 Civil Engineering
Q Architectural technology
Q Construction Management

School of Business
Q Accounting & Finance
U Human Resource Management
U Management
O Marketing

2.1 BACU’s Schools & Programs
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m British Applied College

2 ° 2 QV/ LR WS HEN]

(1 of 4)

Levels at BACU

‘ — WBritish Applied College
UK Level 3 (YEAR 1) UK Level 4 & 5 (YEAR 2 & 3)/ a6 1Nl duiliagyy JIdal Al
Foundation Year UAE Level 5 & 6

<
P ﬁ”""fl Applicd e\,

HND (Pearson)

UK Level 6 — Top-up (YEAR 4)/
UAE Level 7
Applied Bachelors
With Teesside University, UK

2.2 BACU Levels & Degrees offered
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Qualifications offered at UK Level 3 at BACU

S.N Qualification Level and Title

Pearson BTEC International UK Level 3 Subsidiary Diploma in Information
Technology

Pearson BTEC International UK Level 3 Subsidiary Diploma in Engineering

2 (Mechanical Engineering)
3 Pearson BTEC International UK Level 3 Subsidiary Diploma in Engineering
(Electrical and Electronic Engineering)
4 Pearson BTEC International UK Level 3 Subsidiary Diploma in Construction British Applied College
and the Built Environment (Civil Engineering) 10Nl dlagp Jldgl Al
5 Pearson BTEC International UK Level 3 Subsidiary Diploma in Construction g i ¢\ o

and the Built Environment (Architectural technology)

6 | Pearson BTEC International Level 3 Subsidiary Diploma in Business

Table 2.2-1: Qualification offered at UK Level 3

2.2 BACU Levels & Degrees offered
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2.2

(3 of 4)

Qualifications offered at UK Level 5 at BACU

S.N

10

11

12

13

Qualification Level and Title

Pearson BTEC (UK) Level 5 Higher National Diploma in Computing (Cyber
Security)

Pearson BTEC (UK) Level 5 Higher National Diploma in Computing (Data
Analytics)

Pearson BTEC (UK) Level 5 Higher National Diploma in Computing (General)

Pearson BTEC (UK) Level 5 Higher National Diploma in Computing (Software
Engineering)

Pearson BTEC (UK) Level 5 Higher National Diploma in Engineering
(Electrical and Electronic Engineering)

Pearson BTEC (UK) Level 5 Higher National Diploma in Engineering
(Mechanical Engineering)

Pearson BTEC (UK) Level 5 Higher National Diploma in Construction
(Construction - Architectural Technology)

Pearson BTEC (UK) Level 5 Higher National Diploma in Construction (Civil
Engineering)

Pearson BTEC (UK) Level 5 Higher National Diploma in Construction
(Construction - Management)

Pearson BTEC (UK) Level 5 Higher National Diploma in Business (Accounting
and Finance)

Pearson BTEC (UK) Level 5 Higher National Diploma in Business
(Human Resource Management)

Pearson BTEC (UK) Level 5 Higher National Diploma in Business
(Management)

Pearson BTEC (UK) Level 5 Higher National Diploma in Business (Marketing)

Table 2.2-2: Qualification offered at UK Level 5

British Applied College
16 Al dwilag i dul Al

<
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2.2 BACU Levels & Degrees offered
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Qualifications offered at UK Level 6 (With Teesside
University, UK) at BACU

S.N

1

10

11

12

118

Qualification Level and Title

BSc (Hons) in Computing

BSc (Hons) in Arfificial Intelligence

BSc (Hons) in Cybersecurity

BSc (Hons) in Software Engineering

BEng Tech (Hons) in Electrical and Electronic Engineering

BEng Tech (Hons) in Mechanical Engineering

BEng Tech (Hons) in Civil Engineering

BSc (Hons) in Construction Management

BA (Hons) in Interior Architecture and Design

BA (Hons) in Business Management (Pending Approval)

BA (Hons) in Human Resource Management (Pending Approval)
BA (Hons) in Business with Marketing (Pending Approval)

BA (Hons) in Business Finance and Accounting (Pending Approval)

Table 2.2-3: Qualification offered at UK Level é (With Teesside University, UK)

British Applied College
A_16uinill duilingp Jidul Al
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2.2 BACU Levels & Degrees offered
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Study Plan Structure for the School of Computing

UK Level 3 (Year 1)

¢ Information Technology

UK Level 4 (Year 2)

|

e Cyber Security

e Artificial Intelligence & Data Analytics

« Software Engineering H"
e Computing (General) British Qpplwb @ollege

|

UK Level 5 (Year 2)

e Cyber Security

e Artificial Intelligence & Data Analytics

e Software Engineering

e Computing (General)

UK Level 6 (Year 4)

* Artificial Intelligence

e Computing (General)

e Cybersecurity

e Software Engineering

2.3 Study Plans

Table 2.3-1: Study Plan Structure for School of Computing
BACK TO TABLE OF CONTENTS 25
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Sample Study Plan for Information Technology
(Year 1)

Fall Semester

Unit Code Unit Name GLH
wpior | iomatin Tectnaooy oyers - Siateay o
CMP102 Creating Systems to Manage Information* 90
CMP106 Website Development 60
ENGOO01 English Fundamentals | 30
SSS00T Study Skills 30
CSS001 Computer Skills 30
Total 300
Spring Semester
Unit Code Unit Name GLH
Cwpior | ermaton Techmacoy Syt - ity o
CMP104 Programming* 60
CMP107 Mobile Apps Development * 60
ENG002 English Fundamentals I 30
INE3O01 Innovation and Design Thinking 60
Total 270

Table 2.3-2: Sample Study Plan for Information Technology (Year 1)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.

British Applied College
A_16uinill duilingp Jidul Al
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2.3 Study Plans
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Sample Study Plan for Cyber Security (Year 2)

Fall Semester

Unit Code Unit Name Credit
CMP201 Programming 15
CMP202 Networking 15
CMP203 Professional Practice 15
CMP204 Database Design & Development 15
ENGI101 English | 10

Total 70

British Applied College

Spring Semester Ao il dyiUny s Jidyl Al

Unit Code Unit Name Credit o Briviay apicr €51
CMP205 Security 15
CMP206 Planning a Computing Project (Pearson-set) 15
CMP210 Cyber Security 15
CMP215 Fund.omen’rols of ér’nflcml Intelligence (Al) & 15

Intelligent Systems
ENG102 English Il 10
Total 70
Table 2.3-3: Sample Study Plan for Cyber Security (Year 2)
*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program.

BACK TO TABLE OF CONTENTS 27
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Sample Study Plan for Artificial Intelligence & Data
Analytics (Year 2)

Unit Code
CMP201
CMP202
CMP203
CMP204
ENGI10T1

Unit Code
CMP205

CMP206
CMP208

CMP215

ENG202

Fall Semester

Unit Name
Programming
Networking
Professional Practice
Database Design & Development

English |

Spring Semester

Unit Name

Security

Planning a Computing Project (Pearson-set)
Data Analytics

Fundamentals of Arfificial Intelligence (Al) &
Intelligent Systems*

English [l

Total

Total

Credit
15
15
15
15
10
70

Credit
15

15
15

15

10
70

Table 2.3-4: Sample Study Plan for Artificial Intelligence & Data Analytics

(Year 2)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.

British Applied College
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2.3 Study Plans
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2.3 (50F50)  aly, o
Sample Study Plan for Software Engineering
(qur 2) Fall Semester
Unit Code Unit Name Credit
CMP201 Programming 15
CMP202 Networking 15
CMP203 Professional Practice 15
CMP204 Database Design & Development 15
ENG201 English | 10
Total 70
ritish Applied College
Spring Semester ZLB . s "pp QL.. 9
Aouiilldylnyp Jidayl All
Unit Code Unit Name Credit Pt
CMP205 Security 15
CMP206 Planning a Computing Project (Pearson-set) 15
CMP207 Software Development Lifecycles 15
CMP215 Fund'cmen’rols of ér’nﬂcml Intelligence (Al) & 15
Intelligent Systems
ENG102 English Il 10
Total 70

Table 2.3-5: Sample Study Plan for Software Engineering (Year 2)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 29
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Sample Study Plan for Computing - General
(qur 2) Fall Semester
Unit Code Unit Name Credit
CMP201 Programming 15
CMP202 Networking 15
CMP203 Professional Practice 15
CMP204 Database Design & Development 15
ENG101 English | 10
Total 70
ritish Applied College
Spring Semester ZLB . s "pp QL.. 9
A8 unilldylngy Jidgl Al
Unit Code Unit Name Credit Pt
CMP205 Security 15
CMP206 Planning a Computing Project (Pearson-set) 15
CMP207 Software Development Lifecycles 15
CMP215 Fund'cmen’rols of ér’nﬂcml Intelligence (Al) & 15
Intelligent Systems
ENG102 English Il 10
Total 70

Table 2.3-5: Sample Study Plan for Computing - General (Year 2)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 30
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Sample Study Plan for Cyber Security (Year 3)

Unit Code
CMP316
CMP317
CMP330
CMP331
ENG 301

Unit Code
CMP316

CMP332
CMP340

CMP329

Fall Semester

Unit Name
Computing Research Project (Pearson-set)
Business Process Support
Applied Cryptography in the Cloud
Forensics

Technical Writing

Total
Spring Semester
Unit Name
Computing Research Project (Pearson-set)
Information Security Management
Client/Server Computing Systems *
Network Security *
Total

Credit
15
15
15
15
10
70

Credit
15

15
15

15

60

Table 2.3-4: Sample Study Plan for Cyber Security (Year 3)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Artificial Intelligence & Data
Analytics (Year 3)

Unit Code
CMP316
CMP317
CMP324
CMP325
ENG 301

Unit Code

CMP316

CMP326
CMP333

CMP334

Fall Semester

Unit Name
Computing Research Project (Pearson-set)
Business Process Support
Advanced Programming for Data Analytics
Machine Learning
Technical Writing
Total

Spring Semester

Unit Name
Computing Research Project (Pearson-set)

Big Data Analytics and Visualization

Applied Analytical Model*
Analytical Methods *

Total

Credit
15
15
15
15
10
70

Credit

15

15
15

15

60

Table 2.3-7: Sample Study Plan for Artificial Intelligence & Data Analytics

(Year 3)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Software Engineering

(Year 3)

Unit Code
CMP316
CMP317
CMP318
CMP319
ENG 301

Unit Code
CMP316

CMP320
CMP341

CMP354

Fall Semester

Unit Name
Computing Research Project (Pearson-set)
Business Process Support
Discrete Maths
Data Structures & Algorithms

Technical Writing

Total
Spring Semester
Unit Name
Computing Research Project (Pearson-set)
Applied Programming and Design Principles
Database Management Systems*
Prototyping*
Total

Credit
15
15
15
15
10
70

Credit
15

15
15

15

60

Table 2.3-8: Sample Study Plan for Software Engineering (Year 3)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Computing - General

(Year 3)
Fall Semester
Unit Code Unit Name Credit
CMP316 Computing Research Project (Pearson-set) 15
CMP317 Business Process Support 15
CMP345 Internet of Things* 15
CMP328 Cloud Computing* 15
ENG 301 Technical Writing 10
Total 0 British Applied College
donnillduiUnyp Jidul Al
Spring Semester i ¥
Unit Code Unit Name Credit
CMP316 Computing Research Project (Pearson-set) 15
CMP325 Machine Learning* 15
CMP324 Advanced Programming and Data Analysis * 15
CMP341 Database Management Systems * 15
Total 60

Table 2.3-9: Sample Study Plan for Computing - General (Year 3)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 34
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Sample Study Plan for Artificial Intelligence & Data
Analytics (Year 4)

Fall Semester

Unit Code Unit Name Credit
CMP401 Computing Project 20
CMP402 Internet of Things 20
CMP404 Agent Based System 20

Total 60

Spring Semester

Unit Code Unit Name Credit
CMP401 Computing Project 20
CMP403 Applied Machine Learning 20
CMP405 Deep Learning and Applications 20

Total 60

Table 2.3-10: Sample Study Plan for Artificial Intelligence & Data Analytics
(Year 4)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Computing -
(Year 4)

Fall Semester
Unit Code Unit Name

CMP401 Computing Project
CMP402 Internet of Things
CMP407 Cloud System DevOps

Spring Semester

Unit Code Unit Name
CMP401 Computing Project

CMP406 Software Reliability
CMP408 Knowledge Based Al

m British Applied College

e 3
General

Credit

20

20

20

Total 60
Credit

20

20

20

Total 60

Table 2.3-11: Sample Study Plan for Computing - General (Year 4)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Cybersecurity (Year 4)

Fall Semester

Unit Code Unit Name Credit
CMP401 Computing Project 20
CMP402 Internet of Things 20
CMP407 Cloud System DevOps 20

Total 60

Spring Semester

Unit Code Unit Name Credit
CMP401 Computing Project 20
CMP406 Software Reliability 20
CMP408 Knowledge Based Al 20

Total 60

Table 2.3-11: Sample Study Plan for Cybersecurity (Year 4)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Software Engineering
(Year 4)

Fall Semester

Unit Code Unit Name Credit
CMP401 Computing Project 20
CMP402 Internet of Things 20
CMP407 Cloud System DevOps 20

Total 60

Spring Semester

Unit Code Unit Name Credit
CMP401 Computing Project 20
CMP406 Software Reliability 20
CMP408 Knowledge Based Al 20

Total 60

Table 2.3-11: Sample Study Plan for Software Engineering (Year 4)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Study Plan Structure for the School of Engineering

UK Level 3 (Year 1)
A ‘

* Mechanical Engineering

¢ Flectrical and Electronic Engineering

UK Level 4 (Year 2)
4 ‘

e Mechanical Engineering

Hu WBritish Applied College

QV 6161l dyiliagy Jldul 4]
D o

¢ Flectrical and Electronic Engineering

UK Level 5 (Year 2)

* Mechanical Engineering

e Electrical and Electronic Engineering

UK Level 6 (Year 4)
| ‘

* Mechanical Engineering

¢ Electrical and Electronic Engineering

Table 2.3-12: Study Plan Structure for School of Engineering

2.3 Study Plans
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Sample Study Plan for Mechanical Engineering

(Year 1)

Unit Code
ENG102
ENG103
ENGI110
ENGOO01
SSS00T
CSS001

Unit Code
ENGI101

ENG103

ENG125

ENG002
INE3O1

Fall Semester

Unit Name
Delivery of Engineering Processes Safely as a Team
Product Desigh and Manufacture in Engineering
Computer Aided Design in Engineering*
English Fundamentals |
Study Skills
Computer Skills

Total

Spring Semester

Unit Name

Mechanical Principles

Product Desigh and Manufacture in Engineering
Mechanical Behaviour of Metallic Materials*
English Fundamentals |I

Innovation and Design Thinking

Total

GLH
60
60
60
30
30
30

270

GLH

60

60
60
30
60
270

Table 2.3-13: Sample Study Plan for Mechanical Engineering (Year 1)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Electrical and Electronic
Engineering (Year 1)

Fall Semester

Unit Code Unit Name GLH
ENG102 Delivery of Engineering Processes Safely as a Team 60
ENGI103 Product Design and Manufacture in Engineering 60
ENG159 Principles of Electrical Machines* 60
ENGOO1 English Fundamentals | 30
SSS001 Study Skills 30
CSS001 Computer Skills 30

Total 270

Spring Semester

Unit Code Unit Name GLH
ENG157 Electrical and Electronic Principles 60
ENGI103 Product Design and Manufacture in Engineering 60
ENG156 Industrial Robotics* 60
ENG002 English Fundamentals Il 30
INE3O1 Innovation and Design Thinking 60

Total 270
Table 2.3-14: Sample Study Plan for Electrical and Electronic Engineering
(Year 1)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Mechanical Engineering

(Year 2)
Fall Semester
Unit Code Unit Name Credit
ENG202 Engineering Maths 15
ENG203 Engineering Science 15
ENG211 Fluid Mechanics 15
ENG208 Mechanical Principles 15
ENGI101 English | 10
Total 70 British Applied College
donnillduiUnyp Jidul Al
Spring Semester i e O
Unit Code Unit Name Credit
ENG201 Engineering Design 15
ENG204 Managing a Professional Engineering Project 15
ENG210 Mechanical Workshop Practices 15
ENG213 EtrJ]g?rI}oer?en’rols of Thermodynamics and Heat 15
ENG102 English Il 10
Total 70

Table 2.3-15: Sample Study Plan for Mechanical Engineering (Year 2)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 47
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Sample Study Plan for Electrical and Elecironic
Engineering (Year 2)

Fall Semester

Unit Code Unit Name Credit
ENG202 Engineering Maths 15
ENG203 Engineering Science 15
ENG220 Digital Principles 15
ENG219 Electrical and Electronic Principles 15
ENGI101 English | 10

Total 70

Spring Semester

Unit Code Unit Name Credit
ENG201 Engineering Design 15
ENG204 Managing a Professional Engineering Project 15
ENG222 Electronic Circuits and Devices 15

Automation, Robotics and Programmable Logic

ENGZDS Controllers (PLCs) 2
ENG102 English Il 10
Total 70

Table 2.3-16: Sample Study Plan for Electrical and Electronic Engineering
(Year 2)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Mechanical Engineering
(Year 3)

Fall Semester

Unit Code Unit Name Credit
ENG334 Research Project 15
ENG336 Advanced Mechanical Principles 15
ENG337 Virtual Engineering 15
ENG339 Further Mathematics 15
ENG 301 Technical Writing 10

Total 70

Spring Semester

Unit Code Unit Name Credit
ENG334 Research Project 15
ENG335 Professional Engineering Management 15
ENG338 Further Thermodynamics 15
ENG350 Advanced Manufacturing Technology 15

Total 60

Table 2.3-17: Sample Study Plan for Mechanical Engineering (Year 3)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Electrical and Elecironic
Engineering (Year 3)

Fall Semester

Unit Code Unit Name Credit
ENG334 Research Project 15
ENG344 Industrial Power, Electronics and Storage 15
ENG352 Further Electrical, Electronic and Digital Principles 15
ENG339 Further Mathematics 15
ENG 301 Technical Writing 10
Total 70 WBritish Applied College
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Spring Semester

<
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Unit Code Unit Name Credit
ENG334 Research Project 15
ENG335 Professional Engineering Management 15
ENG345 Industrial Systems 15
ENG340 Commercial Programming Software 15

Total 60

Table 2.3-18: Sample Study Plan for Electrical and Electronic Engineering
(Year 3)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 45
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Sample Study Plan for Mechanical Engineering
(Year 4)

Fall Semester

Unit Code Unit Name Credit
ENG402 Project 20
ENG406 Computer-Aided Analysis 20
ENG408 Product Quality and Reliability Engineering 20

Total 60

Spring Semester

Unit Code Unit Name Credit
ENG402 Project 20
ENG401 Group design 20
ENG407 Applied Mechanics of Materials 20

Total 60

Table 2.3-19: Sample Study Plan for Mechanical Engineering (Year 4)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Electrical and Elecironic
Engineering (Year 4)

Fall Semester

Unit Code Unit Name Credit
ENG402 Project 20
ENG403 Electronic Systems 20
ENG405 quer S_ys’rems - Generation, Transmission and 20
Distribution
Total 60
Spring Semester WBritish Applied College
Unit Code Unit Name Credit Adenihill autiayp i al S
ENG402 | Project 20 RS
ENGA401 Group design 20
ENG404 Power Electronics & Drive Systems 20
Total 60

Table 2.3-20: Sample Study Plan for Electrical and Electronic Engineering
(Year 4)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 47
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Study Plan Structure for the School of Construction
and Bvuilt Environment

UK Level 3 (Year 1)

e Civil Engineering

e Architectural Technology

e Construction Management

|

UK Level 4 (Year 2)

» Civil Engineering H"
WBritish Applied College

» Architectural Technology - . .
aonhillaylayp Jiad Al
e Construction Management

UK Level 5 (Year 2)

e Civil Engineering

e Architectural Technology

e Construction Management

UK Level 6 (Year 4)

|

e Civil Engineering

e inferior Architectural & Design

e Construction Management

Table 2.3-21: Study Plan Structure for the School of Construction and Built 2.3 Study Plans

Environment BACK TO TABLE OF CONTENTS 48
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Sample Study Plan for Civil Engineering (Year 1)

Fall Semester

Unit Code Unit Name GLH
CBEI101 Construction Technology 60
CBE102 Construction Design 60
CBE103 Construction Science 60
ENGOO1 English Fundamentals | 30
SSS00T Study Skills 30
CSS001 Computer Skills 30

Total 270

British Applied College
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Spring Semester

<
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Unit Code Unit Name GLH
CBE107 Graphical Detailing 60
CBE113 Site Engineering for Construction 60
CBET120 Quantity Surveying 60
ENG002 English Fundamentals Il 30
INE301 Innovation and Design Thinking 60

Total 270

Table 2.3-22: Sample Study Plan for Civil Engineering (Year 1)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 49
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Sample Study Plan for Architectural Technology

(Year 1)

Unit Code
CBE101
CBE102
CBE103
ENGOO01
SSS001
CSS001

Unit Code
CBE107

CBE108
CBE119

ENGO002
INE301

Fall Semester
Unit Name

Construction Technology
Construction Design
Construction Science
English Fundamentals |
Study Skills
Computer Skills

Total

Spring Semester

Unit Name

Graphical Detailing

Sustainability in Construction
Projects in Construction

English Fundamentals Il
Innovation and Design Thinking

Total

GLH
60
60
60
30
30
30

270

GLH

60

60
60
30
60
270

Table 2.3-23: Sample Study Plan for Architectural Technology (Year 1)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Construction Management

(Year 1)

Unit Code
CBE101
CBE102
CBE103
ENGOO01
SSS001
CSS001

Unit Code
CBE107

CBE108
CBE120

ENGO002
INE301

Fall Semester
Unit Name

Construction Technology
Construction Design
Construction Science
English Fundamentals |
Study Skills
Computer Skills

Total

Spring Semester

Unit Name

Graphical Detailing

Sustainability in Construction
Quantity Surveying

English Fundamentals Il
Innovation and Design Thinking

Total

GLH
60
60
60
30
30
30

270

GLH

60

60
60
30
60
270

Table 2.3-24: Sample Study Plan for Construction Management (Year 1)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Civil Engineering (Year 2)

Fall Semester

Unit Code Unit Name Credit
CBE202 Construction Technology 15
CBE203 Science & Materials 15
CBE206 Construction Information 15
CBE208 Mathematics for Construction 15
ENGI101 English | 10
Total 70 British Applied College

d_aoninillduilnyp Jidul Sl

Spring Semester

8
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Unit Code Unit Name Credit
CBE201 Individual Project 15
CBE204 Construction Practice & Management 15
CBE220 Principles of Structural Design 15
CBE214 Building Information Modelling 15
ENG102 English [l 10

Total 70

Table 2.3-25: Sample Study Plan for Civil Engineering (Year 2)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 59
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Sample Study Plan for Architectural Technology

(Year 2)
Fall Semester
Unit Code Unit Name Credit
CBE202 Construction Technology 15
CBE203 Science & Materials 15
CBE206 Construction Information 15
CBE215 Principles of Refurbishment 15
ENGI101 English | 10
Total 70 WBritish Applied College
A1 il dyilingyy Jidyl AlI
Spring Semester sl
Unit Code Unit Name Credit
CBE201 Individual Project 15
CBE204 Construction Practice & Management 15
CBE205 Legal & Statutory Responsibilities in Construction 15
CBE214 Building Information Modelling 15
ENG102 English [l 10
Total 70

Table 2.3-26: Sample Study Plan for Architectural Technology (Year 2)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS I5G
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Sample Study Plan for Construction Management

(Year 2)
Fall Semester
Unit Code Unit Name Credit
CBE202 Construction Technology 15
CBE203 Science & Materials 15
CBE206 Construction Information 15
CBE221 Site Supervision & Operations 15
ENGI101 English | 10
Total 70 WBritish Applied College
A1 il dyilingyy Jidyl AlI
Spring Semester sl
Unit Code Unit Name Credit
CBE201 Individual Project 15
CBE204 Construction Practice & Management 15
CBE205 Legal & Statutory Responsibilities in Construction 15
CBE213 Tender & Procurement 15
ENG102 English [l 10
Total 70

Table 2.3-27: Sample Study Plan for Construction Management (Year 2)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 54
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Sample Study Plan for Civil Engineering (Year 3)

Unit Code
CBE328
CBE329
CBE330
CBE322
ENG 301

Unit Code
CBE342

CBE336
CBE343

CBE322

Fall Semester

Unit Name
Further Mathematics for Construction
Geotechnics & Soll
Advanced Structural Design
Group Project (Phase 1)

Technical Writing

Total
Spring Semester
Unit Name
Highway Engineering
Advanced Building Information Modelling
Hydraulics
Group Project (Phase 2)
Total

Credit
15
15
15
15
10
70

Credit
15

15
15

15

60

Table 2.3-28: Sample Study Plan for Civil Engineering (Year 3)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Architectural Technology

(Year 3)

Unit Code
CBE323
CBE326

CBE327

CBE322
ENG 301

Unit Code
CBE335

CBE336
CBE337

CBE322

Fall Semester

Unit Name
Contracts & Management
Advanced Construction Drawing & Detailing

Construction Technology for Complex Buildings
Projects

Group Project (Phase 2)
Technical Writing

Total

Spring Semester

Unit Name
Alternative Methods of Construction

Advanced Building Information Modelling

Environmental Assessment & Monitoring
Group Project (Phase 2)

Total

Credit
15
15

15

15
10
/70

Credit
15

15
15

15

60

Table 2.3-29: Sample Study Plan for Architectural Technology (Year 3)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Construction Management

(Year 3)
Fall Semester
Unit Code Unit Name Credit
CBE323 Contracts & Management 15
CBE324 Project Management 15
CBE325 Management for Complex Buildings Projects 15
CBE322 Group Project (Phase 2) 15
ENG 301 Technical Writing 10
Totall 70 British Applied College
A1 il dyilingyy Jidyl AlI
Spring Semester PP
Unit Code Unit Name Credit h
CBE335 Alternative Methods of Construction 15
CBE338 Personal Professional Development 15
CBE347 Construction Data Management 15
CBE322 Group Project (Phase 2) 15
Total 60

Table 2.3-30: Sample Study Plan for Construction Management (Year 3)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 57
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Sample Study Plan for Civil Engineering (Year 4)

Fall Semester

Unit Code Unit Name Credit
CBE402 Project 20
CBE403 Design of Concrete Structures 20
CBE404 Hydrology & Hydraulic Systems 20

Total 60

Spring Semester

Unit Code Unit Name Credit
CBE402 Project 20
CBE401 Group design 20
CBE405 Construction Management & Contracts 20

Total 60

Table 2.3-31: Sample Study Plan for Civil Engineering (Year 4)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Architectural Technology
(Year 4)

Fall Semester

Unit Code Unit Name Credit
CBE402 Project 20
CBE411 Digital Information Management in Construction 20
CBE412 Supply Chain Management in Construction 20

Total 60

Spring Semester

Unit Code Unit Name Credit
CBE402 Project 20
CBE401 Group design 20
CBE405 Construction Management & Contracts 20

Total 60

Table 2.3-32: Sample Study Plan for Architectural Technology (Year 4)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Construction Management
(Year 4)

Fall Semester

Unit Code Unit Name Credit
CBE402 Project 20
CBE411 Digital Information Management in Construction 20
CBE412 Supply Chain Management in Construction 20

Total 60

Spring Semester

Unit Code Unit Name Credit
CBE402 Project 20
CBE401 Group design 20
CBE405 Construction Management & Contracts 20

Total 60

Table 2.3-33: Sample Study Plan for Construction Management (Year 4)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Study Plan Structure for the School of Business

* Business

UK Level 4 (Year

* Human Resource Management

e Accounting & Finance

* Management

* Marketing

* Human Resource Management

e Accounting & Finance

* Management

* Marketing

UK Level 6

* Human Resource Management

e Accounting & Finance

e Business Management

e Marketing

Year 4

Table 2.3-34: Study Plan Structure for the School of Business
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Sample Study Plan for Business (Year 1)

Fall Semester

w dulngpld_ g6 ailidgl All

Unit Code Unit Name GLH
BUSTO1 Exploring Business 90
BUS102 Research and Plan a Marketing Campaign 90
ENGOO01 English Fundamentals | 30
SSS00T Study Skills 30
CSS001 Computer Skills 30

Total 270
Spring Semester

Unit Code Unit Name GLH
BUS103 Business Finance 90
BUS106 Principles of Management* 60
BUST17 Digital Marketing* 60
ENG002 English Fundamentals Il 30
INE3O1 Innovation and Design Thinking 60

Total 300

Table 2.3-35: Sample Study Plan for Business (Year 1)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Human Resource
Management (Year 2)

Fall Semester

Unit Code Unit Name Credit
BUS201 Business and the Business Environment 15
BUS202 Marketing Processes and Planning 15
BUS203 Human Resource Management 15
BUS204 Leadership and Management 15
ENGI101 English | 10

Total 70

Spring Semester

Unit Code Unit Name Credit
BUS205 Accounting Principles 15
BUS206 Managing a Successful Business Project 15
BUS207 Business Law*™ 15
BUS217 Professional Identity and Practice* 15
ENG102 English [l 10

Total 70

Table 2.3-36: Sample Study Plan for Human Resource Management (Year 2)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Accounting & Finance
(Year 2)

Fall Semester

Unit Code Unit Name Credit
BUS201 Business and the Business Environment 15
BUS202 Marketing Processes and Planning 15
BUS203 Human Resource Management 15
BUS204 Leadership and Management 15
ENG201 English | 10

Total 70

Spring Semester

Unit Code Unit Name Credit
BUS205 Accounting Principles 15
BUS206 Managing a Successful Business Project 15
BUS207 Business Law* 15
BUS217 Professional Identity and Practice* 15
ENG202 English Il 10

Total 70

Table 2.3-37: Sample Study Plan for Accounting & Finance (Year 2)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Management (Year 2)

Unit Code
BUS201
BUS202
BUS203
BUS204
ENG201

Unit Code
BUS205

BUS206
BUS207

BUS217
ENG202

Table 2.3-38: Sample Study Plan for Management (Year 2)

(41 of 50)

Fall Semester

Unit Name
Business and the Business Environment
Marketing Processes and Planning
Human Resource Management
Leadership and Management

English |

Spring Semester
Unit Name
Accounting Principles

Managing a Successful Business Project

Business Law*
Professional Identity and Practice*

English Il

m British Applied College
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s

Total

Total

Credit
15
15
15
15
10
70

Credit
15

15
15

15

10
70

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Marketing (Year 2)

Unit Code
BUS201
BUS202
BUS203
BUS204
ENG201

Unit Code
BUS205

BUS206
BUS207

BUS217
ENG202

Fall Semester

Unit Name
Business and the Business Environment
Marketing Processes and Planning
Human Resource Management
Leadership and Management
English |

Total

Spring Semester
Unit Name
Accounting Principles

Managing a Successful Business Project

Business Law*
Professional Identity and Practice*

English Il

Total

Table 2.3-39: Sample Study Plan for Marketing (Year 2)

Credit
15
15
15
15
10
70

Credit
15

15
15

15

10
70

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Human Resource
Management (Year 3)

Fall Semester

Unit Code Unit Name Credit
BUS319 Research Project (Pearson Set) 15
BUS320 Organizational Behavior 15
BUS330 Resource and Talent Planning 15
BUS331 Employee Relations 15
ENG301 Technical Writing 10
Total 70 British Applied College

d_aoninillduilnyp Jidul Sl

Spring Semester

Unit Code Unit Name Credit o iish appiico €
BUS319 Research Project (Pearson Set) 15
BUS332 Strategic Human Resource Management 15

BUS347 Humorj Re;ources - Volge and Contribution to 15
Organizational Success

BUS357 Business Intelligence* 15
Total 60

Table 2.3-40: Sample Study Plan for Human Resource Management (Year 3)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 67
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Sample Study Plan for Accounting & Finance

(Year 3)
Fall Semester
Unit Code Unit Name Credit
BUS319 Research Project (Pearson Set) 15
BUS320 Organizational Behavior 15
BUS321 Financial Reporting 15
BUS322 Management Accounting 15
ENG301 Technical Writing 10
Total 70 British Applied College
Spring Semester Ao pinill dpitiagp il S
Unit Code Unit Name Credit o
BUS319 Research Project (Pearson Set) 15
BUS323 Financial Management 15
BUS341 Taxation* 15
BUS357 Business Intelligence* 15
Total 60

Table 2.3-41: Sample Study Plan for Accounting & Finance (Year 3)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 48
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Sample Study Plan for Management (Year 3)

Unit Code
BUS319
BUS320
BUS324
BUS325
ENG301

Unit Code
BUS319

BUS326
BUS343

BUS357

Table 2.3-42: Sample Study Plan for Management (Year 3)

m British Applied College
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Fall Semester

Unit Name
Research Project (Pearson Set)
Organizational Behavior
Understanding and Leading Change
Global Business Environment

Technical Writing

Total
Spring Semester
Unit Name
Research Project (Pearson Set)
Principles of Operations Management
Business Strategy*
Business Intelligence*
Total

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.

Credit
15
15
15
15
10
70

Credit
15

15
15

15
60

British Applied College
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Sample Study Plan for Marketing (Year 3)

Unit Code
BUS319
BUS320
BUS333
BUS334
ENG301

Unit Code
BUS319

BUS335
BUS350

BUS357

Fall Semester

Unit Name
Research Project (Pearson Set)
Organizational Behavior
Marketing Insights and Analytics
Digital Marketing

Technical Writing

Total
Spring Semester
Unit Name
Research Project (Pearson Set)
Integrated Marketing Communications
International Marketing*
Business Intelligence*
Total

Table 2.3-43: Sample Study Plan for Marketing (Year 3)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.

Credit
15
15
15
15
10
70

Credit
15

15
15

15

60

British Applied College
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Sample Study Plan for Human Resource
Management (Year 4)

Fall Semester

Unit Code Unit Name Credit
BUS408 Dissertation 20
BUS41 1 Concepts and Principles of International 20
Management
BUS406 Contemporary Issues in Business Management 20
Total 60
Spring Semester
ritish Applied College
Unit Code Unit Name Credit ZLB . sb "1111 QL.. g
Aouiilldylnyp Jidayl All
BUS408 Dissertation 20 el
BUS412 Current Issues in Business Ethics and CSR 20
BUS410 Sustainability, Strategy and Society 20
Total 60

Table 2.3-44: Sample Study Plan for Human Resource Management (Year 4)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 71



https://www.bacu.ae/hrm-pathway

o .
y fﬁrlrlsh Qpplwh G]llleJligJT
2.3 (48 Of 50) : w Al 1A 16 pnT by

Sample Study Plan for Accounting & Finance
(Year 4)

Fall Semester

Unit Code Unit Name Credit
BUS405 Undergraduate Business Project 20
BUS401 Advanced Financial Accounting and Reporting 20
BUS402 Audit and Assurance 20

Total 60

Spring Semester

Unit Code Unit Name Credit
BUS408 Undergraduate Business Project 20
BUS403 Global Enterprise and Strategy 20
BUS404 Consultancy Project 20

Total 60

Table 2.3-45: Sample Study Plan for Business Accounting & Finance (Year 4)

*Optional Units for an optimum study plan.
Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Business Management

(Year 4)
Fall Semester
Unit Code Unit Name Credit
BUS408 Dissertation 20
BUS41 1 Concepts ond* Principles of International 20
Management
BUS406 Contemporary Issues in Business Management 20
Total 60
Spring Semester
WBritisly Applied College
Unit Code Unit Name Credit . s "1111 . 9
A8 unilldylngy Jidgl Al
BUS408 Dissertation 20 el
BUS412 Current Issues in Business Ethics and CSR* 20
BUS410 Sustainability, Strategy and Society 20
Total 60
Table 2.3-446: Sample Study Plan for Business Management
(Year 4)
*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program.
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Sample Study Plan for Marketing (Year 4)

Fall Semester

Unit Code Unit Name Credit
BUS408 Dissertation 20
BUS407 Marketing Planning Application 20
BUS406 Contemporary Issues in Business Management 20

Total 60

Spring Semester

WBritish Applied College

Unit Code Unit Name Credit 66 il AU 1yl A
BUS408 Dissertation 20 W ryeer®
BUS409 Sales Management 20
BUS410 Sustainability, Strategy and Society 20
Total 60

Table 2.3-47: Sample Study Plan for Marketing
(Year 4)

*Optional Units for an optimum study plan. 2.3 Study Plans

Please refer BACU webpage for the full list of Optional Units for this program. BACK TO TABLE OF CONTENTS 74
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Policy Purpose, Scope & Statement

Purpose

The purpose of admission policy is to define the entry requirements,
procedures and criteria for selection and to ensure that the students satisfy
the minimum criteria required for admission, admission procedure,
documents to be submitted, enrollment policy and their academic load.
Scope

This policy applies to all students aspiring admission to BACU programs.
Policy Statement

The College admits students who are interested in enrolling in its programs
once they meet all the entry requirements. The College strives to provide
opportunities to all eligible students and does not discriminate based on
ethnicity, religion, disability, gender or any other such considerations.

Procedures

Admission for UK Level 3

College may wish to consider applicants’ prior learning when considering
their acceptance on a BTEC Level 3 must meet the following minimum
requirements based on their high school study programmes:

a Graduates from the General level/Advanced level of UAE public schools
under the Ministry of Higher education can be admitted under the
following criteria:

+ Demonstrate evidence of Proficiency in English
» High school average for the 12th grade

Admission for UK Level 4

» To enroll in any BACU program, the applicant will need to meet the
general requirements for admission and provide a certificate of English
language proficiency. Some other prerequisites apply to specific programs.

General Admission Requirements

1. A UAE High School Certificate or its equivalent is required with an average
score of 60% or more

2. A High School Certificate obtained abroad must be processed in
accordance the Minister of Education UAE where an Equivalency
Certificate issued by Ministry of Education in the UAE needs to be provided.

3. The certificate was obtained on
completion of at least 12 years of
schooling and includes at least one
subject in Mathematics, Sciences, and
Languages.
Program Specific Requirements
Programs in the Schools of Engineering,
Computing, and Construction & Built
Environments require:
6. A minimum average score of 70% in Math
and Science subjects.

S

English Proficiency Requirements

The language of instruction at the British
Applied College is English. All students
applying for admission to the College must
demonstrate proficiency in English with a
minimum score of 1100 on the English
language portion of the EmSAT examination
or its equivalent on other national or
internationally-recognized tests such as:

» |ELTS - 5.5 (Paper- or Computer-Based Test)

» TOEFL - 500 (Paper-Based Test); 61 (Internet-
Based Test)

Exceptions:

» A transfer student admitted to an HND
course in an English-medium insfitution that
is recognized by the Ministry of Education —
Higher Education Affairs (MOE), who can
also provide evidence of having achieved
a TOEFL score of 500 (or its standardized
equivalent approved by the MOE) upon
admission to the sending institution’s HND
program. A verified true copy of the test
result held by the sending institution may
be sent directly to the University

2.4 Admission Policy V2
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Conditional Admission

An applicant who does not meet all of the College Admission requirements may
be granted conditional admission. The possible circumstances under which such
conditional admission may be granted include:

For students who do not meet the minimum TOEFL/IELTS English language
proficiency requirement, they may enroll in the English for Academic Purposes
program (EAP) in order to improve their English skills and achieve the required
TOEFL/IELTS score.

EAP courses are not transferable. Students will be placed in the appropriate level
of the EAP program based on their IELTS or TOEFL score.

Registered students in EAP are allowed to enroll in general education courses (or
UK Level 3 Units), in conjunction with the corresponding level of EAP.

For the students who achieved high school score below the required minimum
can be accepted conditionally for the first foundation year (UK Level 3) and
should achieve a minimum mark of Pass (P) in all Level 3 - mandatory core units.

Admission Requirements and Procedures

Prospective students can apply to any of our programs online. Students can visit
BACU campus for a personal tour, and one of our officers would be pleased to
address any questions with their application. Alternatively, inquiries can be sent to
info@acug.ae.

Once a student has submitted their completed application, they are assigned an
Applicant ID by the Admissions Department. (This Applicant ID # should not be
confused with the Student ID #, which is given only after a student has accepted
an offer of admission).

Required Documents

« Submit an online application available on BACU website

« Original and fully attested high school franscript grade 12 results (meeting
minimum admission requirements for selected program)

« Original high school franscript grade 10 and 11 results

« Original and fully attested high school diploma/leaving certificate

« Original high school equivalency certificate if required

+ Copy of Emirates ID

 Original IELTS or TOEFL score

» Proof of successful completion or a lefter of exemption of military service from
the National & Reserve Service Authority (UAE nationals only)

NOTE: Alldocuments presented by the applicant for admission purposes become

the property of BACU and will not be returned.

Attestation of Documents and

Ceriificates

Students who have graduated from High

Schools within the UAE:

» UAE High School certificates are attested
by the Ministry of Education in the UAE. In
addition to obtain Equivalency Certificate
from Ministry of Education in the UAE.

Students who have graduated from High

Schools outside the UAE

» High School certificates must be attested
by the Ministry of Education in the country
where the issuing High School is based.

» Certificates and franscripts must be
attested by the UAE embassy or consulate
in that same country.

+ If the student is not able to have the
aftestation completed by the UAE embassy
or consulate in that same country, they
may also be able to obtain the same
attestation or equalization from the Ministry
of Foreign Affairs or the Consulate of the
particular country they studied in.

« Students must obtain Equivalency
Certificate from the Ministry of Education in
the UAE.

Students who have studied at

Colleges/Universities Outside of the UAE

+ All Certificates and transcripts must be
attested by the Ministry of Education in the
country where the issuing instfitution is
based.

+ Following that, the student also needs to
have the certificates and franscripts
attested by the UAE embassy or consulate
in that same country.

2.4 Admission Policy V2
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« If the student is not able to have the attestation completed by the UAE

embassy or consulate in that same country, they may also be able to obtain
the same attestation or equalization from the Ministry of Foreign Affairs or the
Consulate of the particular country they studied in.

» The student will also be required to obtain an equivalency document of all
atftested certificates from the Equivalency Department at the Ministry of Higher

Education.

Foreign Equivalents

The following is a selected list of international equivalent admission requirements;
if a prospective student does not see their educational system listed here, they
should contact the Admissions Department for more detailed information.

American System: High school diploma (grade 2, 10, 11 & 12) with a minimum
of 60% or with a minimum CGPA of 2.00 and SAT with a minimum math score of
450.

British System (IGCSE and GCSE): Completion of at least seven (7) subjects at
Olevel /IGCSE and at least two (2) AS or one (1) A level subject. A minimum
grade of C must be achieved for O level IGCSE or GCSE certificates; however,
a minimum grade of D acceptable for subjects taken at AS level or A level
GCSE. Furthermore, the applicant must provide evidence that they have
attended school for at least 12 years by providing a school leaving certificate.
Canadian System: High school diploma (grade 9, 10, 11 & 12) with a minimum
of 60% or with a minimum CGPA of 2.00 University Track Credits.

French Baccalaureate: Diploma and transcripts with minimum grade 10 out of
20.

Iranian System: Pre-university certificate and transcript of records with a
minimum grade of 12 out of 20.

Indian Board Certificates: Grade 12 certificate with a minimum percentage of
50% and Grade 10 certificate results.

International Baccalaureate (IB) program: IB Diploma with completion of six (6)
subjects, at least three (3) at the higher level (HL) and a minimum fotal of 24
points.

Pakistani Board Cerlificates: Grade 12 certificate with a minimum percentage
of 50% and Grade 10 certificate results.

Nigerian/West African System: WAEC, NECO, or WASSCE board cerfificate with
a minimum of seven (7) subjects of C and above and secondary school
transcript of results.

Deadlines for Admission

Applications for admissions are accepted year-
round. Entry can be in the Fall or Spring.

Admission Procedure

1.

2.

Students must fill the admission application
form completely and correctly.

Submit the accomplished application form
to the Public Relation (PR) & Student
Recruitment Officer with the relevant
documents.

. PR & Student Recruitment Officer verifies the

application against minimum entry
requirements and other required documents
and approved by the Registration officer.
Candidates will be invited to attend a
formal admission interview with the student
recruitment officer.

. The student will be admitted to the college if

the student achieves a positive
recommendation.

. The student will be directed to the accounts

department to pay the fees.

Upon the payment of college fees, the
student will be asked to submit the original
School leaving certificate (obtained from
previous school) and Transfer certificate
issued by the school to the PR & student
recruitment officer.

The student is handed over the Admission
letter mentioning the programme of his/her
choice.

. On completion of the admission procedure,

the student is directed to the Registration
officer.

2.4 Admission Policy V2

BACK TO TABLE OF CONTENTS 77




2 ° 4 m British Applied College
(4 of 5) W Wlag I ST )

N 4 gppticr NS

Registration Procedure

» The registration officer collects all the Original documents/certified true copy
of documents from PR and student recruitment office including copy of the
admission letter.

» Registration officer issues the module registration form.

+ The student signs up for the modules as planned in his programme semester-
wise.

* The registrar approves the registration form submitted by the student.

* The student submits a copy of the approved registration form to his concerned
department Head.

Letter of Admission

Upon successful completion of the admission process, the student will receive
either a conditional acceptance or a fully admitted letter issued by the
Admissions Department/Registrar Office. If the student is rejected, he or she will
also receive a letter notifying him/her of the rejection.

Admission Appeals

Should a student’s Application for Admission be rejected, he/she may appeal

the decision as follows:

* Inform the Admissions Office of his/her dissatisfaction and request a review, in
writing, within thirty (30) days of having received the written reason for the
rejection.

+ The Admissions Office will acknowledge receipt of the applicant’s request and
forward it to the Academic Committee.

+ The applicant may make a presentation to the Panel, but may not be
represented by a third party at the Panel.

* The Panel will submit their decision to the Academic Director for his/her
approval.

+ The Admissions Office will inform the applicant of the decision in writing.

» The decision of the Academic Director is final and binding. Should the
decision be in favor of the applicant, the applicant will be admitted to his/her
chosen program or an alternative should no place be available in his/her
chosen program. Under no circumstance will a student already admitted to
the College be disadvantaged by the findings of the Review Committee.

Readmission Policy

* In case of interruption of study period less
than two years, the student may be
considered for readmission if there is any
valid reason and proof.

* In case a student was suspended for one or
two semesters because of disciplinary action,
the student may be considered for
readmission only on completion of suspension
period.

* In case a student was suspended due to
poor academic performance (failure or
incompletion of more than two modules) the
student may be considered for readmission
only on scoring pass grade in all pending
modules.

English Language Requirements:

Students who do not meet the minimum English
proficiency requirements may be granted
conditional admission and must complete the
English for Academic Purposes (EAP) Program.
These students may take only General
Education courses.

2.4 Admission Policy V2
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6al3 | Application Form For Admissions

English for Academic Purposes Program:

6alé | Application Form For Admissions

The English for Academic Purposes (EAP) program is an intensive (or remedial)
set of courses designed for students who do not meet the minimum English
language proficiency requirements for admission. Students enrolled in the EAP
program study 5 to 10 hours of English each week. They have two semesters to
improve their English skills and achieve the required English proficiency test
scores. Students who obtain a passing test score may exit the EAP program
immediately. However, failure to reach the minimum English requirements in two
semesters usually results in dismissal from the College.

All students who enter the EAP program must take the English Placement Test.
This test is conducted on-campus and takes about one hour to complete. It
assesses the current English skill level of learners and is based on the Common
European Framework of Reference (CEFR) standards. BACU uses these test results
to place learners in the most appropriate EAP section. The EAP program is NOT a
substitute for, nor does it exempt students from the three academic credit-
bearing English courses at the College, i.e., English |, English Il, and Technical
Communication

2.4 Admission Policy V2
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Policy Purpose, Scope & Statement

Purpose

This policy applies to all students aspiring to transfer from another accredited
college or institution to BACU with the purpose of ensuring that the admission
criteria are met, avoid repetition of courses studied in the previous institution,
get equivalent grades for completed courses as per the policy and finalize the
study plan.

Scope

This policy applies to all students aspiring to transfer from another accredited
college or institution to BACU.

Policy Statement

Students who are transferring from another accredited higher education
institution will be considered for admission at BACU upon meeting the entry
requirements, if seatfs are available.

Procedures

Students who apply for admission after the foundation year may be considered,
provided they have attended at least one semester as a full-time student at
another accredited College, or equivalent educational institution. They must also
have a minimum of 50% aggregate marks / CGPA of 2.0 or above on a 4.0-point
scale.

If a student is tfransferring to BACU from another similar institution, he/she may be
accepted to the appropriate program at the College by meeting the following
provisions:

+ The student can be admitted onto an equivalent or similar course of study,
taking into account the completed unit/subject credits, levels attained, or othe
studies undertaken as appropriate and in accordance with the College’s
Recognition of Prior Learning Policy. This will be managed and progressed
through the BACU Admissions Team together with the appropriate Head of
Schools and members of the Academic Committee

« Transferring student will have to meet the awarding body’s requirements
(Pearson or others).

If a student is transferring to another BACU
program:

The Head of School will liaise with the
Academic Director to ascertain the feasibility
of the request. The College’s Recognition of
Prior Learning Policy and Procedure will be
referred to and followed

The student will also need to meet any
requirements and be approved by the
awarding body.

Such a transfer will only be accepted at the
start of a semester

Conditions

The applicant submits an official transcript
showing all credits and grades earned along
with a detailed description of courses to the
Student Affairs Office and Registrar

Only coursework with a grade of pass/C (2.0)
or higher and that is relevant to the program
will be accepted

The course must be approved by the
respective Head of School

The coursework must be equal to
approximately 75-80% of the BACU course
content and learning outcome needs to be
met.

No more than 50% of the total credits for the
program may be accepted as fransfer credit
BACU will not accept credit twice for
substantially the same course taken at two
different institutions

2.5 Transfer Admission Policy V2

BACK TO TABLE OF CONTENTS 80




m British Applied College

2 05 g/ Ayiling Ao un il Sl
(2 of 2) =

NOTE: Grades for transfer subjects/units earned as per RPL policy at the
institution transferred from are capped ‘Pass’. To receive classification as a
transfer student they must have previously spent one full academic semester at
an accredited college.

Recognition of Prior Learning policy 6.6 is strictly applied in considering the
completion of each learning outcome in every unit/module offered in a
program to decide the units to be studied upon fransfer to BACU.

Relevant forms

Form # Form Name

6al3 | Application Form For Admissions

6aLé | Application Form For Admissions

6f Maijor Transfer Form

2.5 Transfer Admission Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to provide guidelines on how to evaluate, recognize
and consider prior learning experiences obtained by incoming students to the
college.

Scope

This policy applies to all current and new students to the college.

Policy Statement

The College recognizes prior learning experience by exempting the students
from completing specific units/subjects in selected pathways. Learning
obtained through life experiences or alternative means of educational provision
such as work related, on-line or with different types of providers is considered in
this Policy.

Procedures

Recognition of Prior Learning (RPL) involves the assessment of previously achieved
skills from formal education and unrecognized skills and knowledge achieved
outside the formal education. If an applicant is seeking credit for prior learning,
he/she needs to submit an official academic transcript showing all courses
studied and the grades obtained, syllabi details (including detailed information on
course content) for the courses successfully completed and an explanation of the
grading system, or proof of their work experience or further fraining. Applicant
eligibility for Credit for Prior Learning will be decided in consultation with the
Academic Director and Head of Schools prior to the start of their studies at the
college.

Following are the conditions applied in RPL:

« The request for RPL shall be evaluated by a committee assigned by the
Academic Director. The committee members must be experienced in the
subject, and possess excellent knowledge in the concerned program/course.

» There should be no double counting. The material submitted for RPL should not
have been counted toward a previously earned and accredited academic
qualification.

» For Higher nationals/Advanced Diploma, only
courses of 100 and/or 200 code levels (UK
Level 3, and UK Level 4) may be considered
for RPL.

+ A student will be awarded credit for a
course/subject/unit, when he/she has
demonstrated that he/she has successfully
met the learning outcomes and assessment
criteria of the course in question. The
review/assessment of prior learning must
show at least 80% similarity with the learning
outcomes of the unit/subject being waived.

« The maximum credit allowance for RPL is
limited to 50%.

Principles of Assessing RPL:

Any decision on allowing RPL must be
considered in accordance with the relevant
course regulations. The RPL process must
ensure:

+ Relevance: There should be an appropriate
match between the evidence and the
intended study presented and the learning
claimed.

+ Sufficiency: The evidence that is submitted
should demonstrate the achievement of the
learning claimed and be sufficient to cover
the learning outcomes of the units/subjects in
the intended program. The evidence that is
presented and the learning that is claimed
must be at the appropriate level.

» Authenticity: The evidence should clearly
relate to the applicant’'s own efforts and
achievements.

+ Current: The evidence should relate to
current learning. This would normally be
judged as learning that has been completed
within five years of the claim.

2.6 Recognition of Prior Learning Policy V2
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Principles of Assessing RPL:

Consideration may be given to learning that was completed more than five
years ago but, in such cases, evidence will be required that the learning has
been kept up to date.

Process

» The applicant for admission wishing to receive credits for RPL must submit
his/her request through the Registration Office/Registrar along with the
supporting evidences.

» The registration office/registrar forwards the request to the Academic
Director.

» The Academic Director will assign a committee to evaluate the case within a
week from the receipt of the application.

* The assigned committee will review the application and make a
recommendation on whether or not fo accept the request based on the
submitted documents, within two weeks. If the request is accepted, the
committee shall prepare a report for the applicant.

« The registration office shall announce the result to the applicant within a
week from the application date.

Following the approval by the Academic Director, all RPL decisions will be
recorded and filed by the Registrar. It will be clearly identified on the applicant’s
Record of Progress / Transcripts and communicated with the awarding bodies.

Notification to applicant:

For successful and unsuccessful RPL applications, the Registrar (or nominee)
should ensure the applicant is contacted and provisional feedback/feed-
forward provided. If the applicant requires further clarification of the decision, or
support and appeals information, this should be provided by the Academic
Director.

Unsuccessful applications:
Unsuccessful applications for Admissions through RPL must be recorded and an
annual report presented by each School to the Academic Committee.

Relevant forms

Form # Form Name

6b Application form for RPL

2.6 Recognition of Prior Learning Policy V2
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2.7

Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to provide guidelines on students’ advanced
standings evaluations and decisions.

Scope

This policy applies to all new and current students.

Policy Statement

BACU does not offer advanced academic standing or award credits for
the completion of portfolios, challenge examinations, completion of
advanced secondary school courses such as A-Level or International
Baccalaureate, etc.

The Policy covers the process of applying for admission and advanced
standing using RPL as well exemption from individual modules.

Procedures

Definitions

a)

b)

Advanced Standing: an applicant may be granted permission to begin
a course of study with credit granted for a full level of the course
already achieved in recognition of previously completed studies
and/or prior learning.

Credit Transfer: Where an individual has completed, within the last 5
years, the exact same module as currently exists in the course, this will
be dealt with as a credit transfer. This will transfer the credits to the
student’s new course. If an individual has completed a previous level of
a course, with the exact same modules, and is returning at a later point
to complete the next level of a course this will be dealt with as
Advanced Standing.

Decisions for Advanced Standing

All other decisions relating to RPL are ratified at an appropriate
Assessment Board or agreed via Head of School’s Action, following a
recommendation from the Academic Committee.

Cases of RP(E)L involving Advanced Standing will be subject to normal
assessment and feedback policies, including internal and external
moderation processes.

» |In order to ensure consistent decision making

and adherence to operational processes,
the Department RPL Co-ordinator will make
the initial assessment and recommendation
about the level and number of credits to be
awarded, following consultation with
Department subject expert(s) (and External
Examiners for RP(E)L) about the application,
and the Assessment Board will be asked to
ratify their decision.

All decisions, including the rationale for that
decision, must be recorded by the School to
which the application was made. This should
include those where the student was not
successful in their application.

The outcome of the Assessment Board will be
recorded in the Assessment Board minutes.
If the application is unsuccessful, it will be
reviewed by the Department RPL
Coordinator (or nominee), to determine a
way forward. Appropriate advice will be
given to the applicant.

2.7 Advanced Standing V2
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UK Level 3 learners

» BTEC Level 3 learners are required to be registered with Pearson before
November of the year they commence their studies (or within six weeks
for roll-on, roll-off programme).

» If programme of study being delivered from September to July it is vitally
important that deadlines for assessed work are met to prevent any
delays in your certification.

» If programme includes examination fees the cost of your first attempt is
included in your registration fee if you are eligible and require a resit for
any exams, you may be required to pay this additional charge.

UK Level 4/5 learners

« BTEC Level 4/5 learners are required to be registered with Pearson
before November of the year they commence their studies (or within six
weeks for roll-on, roll-off programme).

« If programme of study being delivered from September to July it is vitally
important that deadlines for assessed work are met to prevent any
delays in your certification.

« If programme includes examination fees the cost of your first attempt is
included in your registration fee if you are eligible and require a resit for
any exams, you may be required to pay this additional charge.

UK Level 6 learners (with Teesside University, UK)

« BTEC learners are required to be registered with Teesside University, UK
before November of the year they commence their studies (or within six
weeks for roll-on, roll-off programme).

« If programme of study being delivered from September to July it is vitally
important that deadlines for assessed work are met to prevent any
delays in your certification.

+ If programme includes examination fees the cost of your first attempt is
included in your registration fee if you are eligible and require a resit for

any exams, you may be required to pay this additional charge.

2.8 Learner Registration
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Policy on Drop & Add module

Students who want to add or drop modules are allowed a timeframe of
first two weeks of a semester after approved by advisor of the module and
this will not reflect on the transcript. In this case, students are not subject to
any financial penalty.

« The withdrawal of the student may be allowed from modules after the
two weeks' period, however in this case a W grade will appear in the
transcript.

« A student withdrawing in the fifth week will receive an F grade in the
module that appears in the student’s transcript.

Fees on Drop & Add Module

» Students who withdraw before program courses begin will receive a
100% refund of the tuition fee paid.

+ Students who withdraw within one week after program courses begin
will also receive a 100% refund of the tuition fee paid.

+ Students who withdraw between 1st and 2nd week after the classes
begin, will receive a 50% refund of the tuition fee paid.

» Students who withdraw from the start of 3rd week onwards after the
classes begin, will not receive refund of tuition fee paid.

Policy on Changing Major

Students are permitted to change major. The followings are the conditions

to change major:

1. Upon the approval of the Head of the department, Assistant
Dean(Academics) and Dean.

2. If Specific modules are considered prerequisite for the new major, pass
in that module is required for a transfer.

3. Modules not relevant to the new major will be ignored for calculating
the final awards and classification.

4. Change in Major will be informed to the External Standards Verifier and
then modified in EDEXEL online.

2.9 Registration with Pearson
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Policy Purpose, Scope & Statement

Purpose

The purpose is to ensure that the class size does not exceed the students limit
specified for different course types for effective teaching and learning.
Scope

This policy applies to all programs offered.

Policy Statement

BACU limits the class size for different academic activities to ensure that
students benefit more from the face-to-face teaching and learning process.
This enables the students to intellectually interact and adds a great deal of
value to the overall learning process.

Procedures

College has developed and implemented the following principles for class size:

1. For courses related to General Education, the class size will not exceed a
maximum of 30 students.

2. Information Technology related classes, the class size will not exceed a
maximum of 20 students.

3. For all other courses, the strength in the classroom is limited to 25 students.

4. Lab sessions: Class size is fixed as maximum of 15 students, and a maximum of
5 students will be permitted to work in groups.

2.10 Class Size Policy V2
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2.11

Learner Induction

An induction period will take place at the start of your course. The purpose of
this is to ensure that the learners are clear about the systems and structure of
their course and have information that will ensure their success on the
qualification. The induction will include information on the following:
» Specific details about your BTEC qualification
+ Cenftre Policies
A Discipline
O Malpractice
O Health and Safety
Q Safeguarding
» Equality and Diversity
* The teaching team and fimetables
* Where to seek support (pastoral/academic)

Orientation every Academic Year

In the beginning of each academic year, college will organize an orientation.
The main purpose behind orientation is to give students an introduction about
the college as well as other relevant information and details which are required
for smooth and easy transition in College life will be given in the orientation. In
the orientation session, student will get a tour of the whole college as well as
they will meet the academic heads.

Students can also get a chance to meet their academic advisors in order to
discuss the study plan of the degree and major as well.

Topics covered in induction to BTEC qualifications

Key document - Learner Handbook
The electronic version of the Learner handbook is available on the website. The
learners will be made aware of it and it will be shared in the LMS portal.

Content and structure of the BTEC course

+ Units being delivered

+ Difference between Mandatory, Core and Optional
* Learning Outcomes (Aims)

» Grading Criteria & terminology

BTEC Quality Assurance

* Internal Assessment Rules
« External Assessment

* Appeals

Understanding Qualification
+ Assessment Grades

» Calculating unit grades

+ Calculating final grades

* Tracking your progress

Understand and interpret the content and
design of assessments

+ Assessment design

+ Assessment deadlines

* Understanding the Scenario

» Producing independent and authentic work

Plagiarism

* What constitutes plagiarism?

+ Consequences and impact on success
» Centre disciplinary process

Employer Involvement (if applicable to the
qualification)

« Time required

* Type of work experience

* How tfo evidence

Subject-specific support
» Learning Resources
+ Website key pages

2.11 Learner Induction
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UK Level 3 courses

Units, credits and Total Qualification Time (TQT)

All units are usually 60 credits in value. These units have been designed
from a learning time perspective, and are expressed in terms of Total
Qualification Time (TQT). TQT is an estimate of the total amount of time
that could reasonably be expected to be required for a student to
achieve and demonstrate the achievement of the level of attainment
necessary for the award of a qualification. TQT includes undertaking each
of the activities of Guided Learning, Directed Learning and Invigilated
Assessment.

Examples of activities which can contribute to Total Qualification Time
include:
Guided Learning
» Independent and unsupervised research/learning
» Unsupervised compilation of a portfolio of work experience
+ Unsupervised e-learning
« Unsupervised e-assessment

Unsupervised coursework
« Watching a pre-recorded podcast or webinar
« Unsupervised work-based learning.

Programme structure
360 GLH Equivalent in size to one International A Level. Three mandatory
units that are assessed by Pearson Set Assignment.
1. Mandatory content (50%)
2. External set assignment (50%)
Learners complete remaining optional units to the value of 180 GLH

Guided Learning Hours (GLH)

Guided Learning Hours are defined as the time when a tutor is present to
give specific guidance towards the learning aim being studied on a
programme.

This definition includes lectures, tutorials and supervised study in, for
example, open learning provision and learning workshops. Guided
Learning includes any supervised assessment activity.

This includes invigilated examination and
observed assessment and observed work-
based practice.

Some examples of activities which can
confribute to Guided Learning include:
» Classroom-based learning
supervised by a tutor
» Work-based learning supervised by
a tutor
* Live webinar or telephone tutorial
with a tutor in real time
» E-learning supervised by a tutor in
real time.

All forms of assessment which take place under
the immediate guidance or supervision of a
tutor or other appropriate provider of
education or training, including where the
assessment is competency-based and may be
turned into a learning opportunity.

Students should be informed of the guided
learning they should expect to receive in
addition to the total number of additional
study hours they will need to undertake
independently to achieve the qualification.

Modes of study

Students can study for the Pearson BTEC Level
3 as a full-time student. Whatever the mode of
learning students should have access to a
high-quality teaching and learning experience.
This should include a qualified and
experienced staff, an interactive and
engaging curriculum, access to high quality
learning material and a support system that
caters for the pastoral as well as academic
interests of students. Further guidance relating
to teaching and learning can be found in the
programme specification.

2.12 Course information
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UK Level 4/5 courses

Units, credits and Total Qualification Time (TQT)

All units are usually 6015 credits in value, or a multiple of this. These units
have been designed from a learning time perspective, and are expressed
in terms of Total Qualification Time (TQT). TQT is an estimate of the total
amount of fime that could reasonably be expected to be required for a
student to achieve and demonstrate the achievement of the level of
aftainment necessary for the award of a qualification. TQT includes
undertaking each of the activities of Guided Learning, Directed Learning
and Invigilated Assessment. Each 15-credit unit approximates to a TQT of
150 hours and 60 hours of Guided Learning.

Examples of activities which can contribute to Total Qualification Time
include:
+ Guided Learning
» Independent and unsupervised research/learning
» Unsupervised compilation of a portfolio of work experience
» Unsupervised e-learning
* Unsupervised e-assessment

Unsupervised coursework
+ Watching a pre-recorded podcast or webinar
» Unsupervised work-based learning.

Programme structure
Learners complete remainingThe programme structures for Pearson BTEC
Higher Nohonols specify:
The total credit value of the qualification
+ The minimum credit to be achieved at the level of the
qualification
» The core units
» The specialist units
« The optional units
« The maximum credit value in units that can be centre
commissioned.
When combining units for a Pearson BTEC Higher National qualification, it is
the centre’s responsibility to the value of 180 GLHmake sure that the
correct combinations are followed.

More detail of the specific structure of
individual Pearson BTEC Higher National
Certificate and Diploma programmes can be
found in the qualification specifications.

QAA requirements specify that providers of
higher education should establish a formal
process for agreeing the programme structure
and delivery. The purpose of this is fo ensure
that there is a strong academic case for the
delivery of programmes and that they are
embedded within the academic/quality
structures of the organisation.

Guided Learning Hours (GLH)

Guided Learning Hours are defined as the time

when a tutor is present to give specific

guidance towards the learning aim being

studied on a programme.

This definition includes lectures, tutorials and

supervised study in, for example, open learning

provision and learning workshops. Guided

Learning includes any supervised assessment

activity; this includes invigilated examination

and observed assessment and observed work-

based practice.

Some examples of activities which can

contribute to Guided Learning include:

» Classroom-based learning supervised by a
tutor

* Work-based learning supervised by a tutor

» Live webinar or telephone tutorial with a
tutor in real time

» E-learning supervised by a tutor in real time.

All forms of assessment which take place under

the immediate guidance or supervision of a

tutor or other appropriate provider of

education or training, including where the

assessment is competency-based and may be

turned into a learning opportunity.

2.12 Course information
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Students should be informed of the guided learning they should expect to
receive in addition to the total number of additional study hours they will
need to undertake independently to achieve the qualification.

Modes of study

Students can study for the Pearson BTEC Higher Nationals, either as a part
time or full-time student or through a blended / distance learning
approach. Whatever the mode of learning students should have access to
a high-quality teaching and learning experience. This should include a
qualified and experienced staff, an interactive and engaging curriculum,
access to high quality learning material and a support system that caters
for the pastoral as well as academic interests of students. Further guidance
relating fo teaching and learning can be found in the programme
specification.

2.12 Course information
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3.1

(1 of 14)

Policy Purpose, Scope & Statement

Purpose

* The purpose of this policy is to classify and rank the achievement of students
based on their academic performance.

+ |t will provide the minimum standards and necessary criteria for the
assessment of participants in HND to ensure that all participants receive
appropriate assessment whereby all submissions are freated equally.

Scope
This policy applies to all students, faculty and IQA of the College.

Policy Statement

The policy is developed to provide the key elements and best practices of
assessing student performance and achievements in their program of study.
Also, the grading and assessment practices declare that each student is
assessed with academic standards in a fair and impartial manner.

Assessment Principles:

Assessments are designed to confribute to high-quality learning and underpin
the development, delivery and quality assurance of courses. There are three
types of assessment in each course —Pre-course assessment, assessment for
learning (formative assessment) and assessment of learning (summative
assessment). These assessments help students to:

+ know where they stand (Pre-courses assessment),

+ learn (formative assessment for learning) and;

+ measure explicit evidence of their learning (summative assessment of
learning).

Procedures

In line with the guidance of the awarding body (Pearson’s):

Assessment tracking and recording:

+ Assessment fracking and recording
procedures enable a holistic approach to
assessment of students’ work in the program.
These organize the sequence of delivery
and assessment of different units/subjects. All
assessment materials (Assignment Brief,
Student submissions, Assessor feedback,
Internal verification etc.) must be recorded
electronically in such a way that:

+ Assessment evidence is clearly
measured against the
subjects/units learning outcomes

« Student progress can be
accurately fracked using
assessment tracker sheets

* The assessment process can be
reliably verified

+ There is clear evidence that all
data and materials of this process
are safe

BACU assessors prepare assessment tracking
sheets to record all assessment activities for the
qualification on a unit-by-unit basis, at criterion
level. Incorporate time for regular formative
feedback which helps to motivate students
and provide learning targets and goals.

Track student progress by recording what
each student has achieved and what still has
to be done. This helps to ensure full coverage
of the units to allow for reliable grading. It also
helps enable internal verification and provide
samples for External Examiners
(EEs)/International Standards Verifiers (ISVs)
and other external audifs as required.

3.1 Joint Degree Programs Policy V2
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BACU plans a timetable of assessment activities with clearly identified evidence
requirements and target completion dates which includes the internal
verification of:

* Assessment plans

* Assignment briefs prior to distribution to students

* Assessment decisions

The Assessor should first decide when the learners are fittingly prepared to
undertake the assessment. Once learners start working on assignments, it is
important they work independently to produce and prepare evidence for
assessment.

Before the commencement of an assessment, the Assessor should take enough
care and ensure each learner understands:

*The assessment requirements

*The nature of the evidence they need to produce

*The importance of time management and meeting deadlines

Formative assessment

Students working at higher levels should be capable of undertaking
independent study and research, developing strategies to improve their own
performance, supported by teaching staff.

Formative assessment is an integral part of the assessment process, involving
both the Assessor and the student in a two-way conversation about their
progress. It takes place prior to summative assessment and does not confirm
achievement of grades, but focuses on helping the student to reflect on their
learning and improve their performance. The main function of formative
assessment is to provide feedback to enable the student to make improvements
to consolidate a Pass, or attain a higher grade. This feedback should be prompt
so it has meaning and context for the student and fime must be given following
the feedback for actions to be complete. Students should be provided with
formative feedback during the process of assessment and be empowered to
act to improve their performance. Feedback on formative assessment must be
constructive and provide clear guidance and actions for improvement.

Though the College does not prescribe any
hard and fast rules relating to the nature of
formative assessment, the role of feedback
in moftivating students must not be
underestimated. The College recognises that
informal verbal feedback is an ongoing
process and is an important part of the
Assessor/student relationship. However, it is
good practice to plan for at least one formal
opportunity to provide written formative
assessment feedback on each assessment,
at a point when students will have had the
opportunity to provide evidence towards all
the assessment criteria targeted. This should
be built intfo the Assessment Plan and be
formally recorded. This will help Assessors to
manage their assessment workload by
avoiding multiple assessments, and also
reduces the risk of malpractice.

Usually, further formal opportunities for
formative feedback should not be
necessary. However, if it is clear at the
formative assessment stage that students
have misinterpreted or have been
misdirected by the assignment brief, there
may be the need for another formative
assessment once issues have been
addressed.

Professional judgment should be used to
determine when this is appropriate and
should ensure that an advantageous
sifuation is not created for one student. All
assessment procedures should be operated
in line with the responsibility of being a
member of a Pearson approved centre.

3.1 Grading and Assessment Policy V2
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Following formative assessment and feedback, students are able to:
« Revisit work to add to the original evidence produced to consolidate a Pass

grade or to enhance their work to achieve a higher grade

« Submit evidence for summative assessment and final unit grade.

All records should be available for auditing purposes, as we may choose to
interrogate records of formative assessment as part of our ongoing quality
assurance.

Summative assessment

Summative assessment is the final consideration by an Assessor of a student's
assignment, agreeing which assessment criteria the student has met in the
assignment and recording those decisions. However, students should be
aware that summative assessment is subject to confirmation by the
Assessment Board, and thus is provisional and can be overridden by the
Assessment Board.

Assessors should annotate on the student work where the evidence supports
their grading decisions against the unit grading criteria. It is not expected
that students are offered opportunities to revisit assignments at this stage of
the assessment process unless approved by the program Leader (Head of
School).

Students will need to be familiar with the assessment criteria so that they can
understand the quality of what is required. They should be informed of the
differences between grading criteria so that higher skills can be achieved.

Informal Feedback during Teaching and Learning

During teaching and learning, it is essential that the judgement of the assessor is
professional and best about the nature, quantity or level of feedback.

The Assessor’s informal feedback could include, for example: :
+ Feedback related to areas for learner progression, including strengths and

challenges

+ Explanation on how the College assessments work and what learners need to

do in order to achieve a Pass, Merit or Distinction

* Mock tasks and scenarios to help learners
understand what level they have reached
and prepare for assessment

+ Feedback on the learner’s knowledge, skills,
understanding, behavior, grammar, approach
etc. and suggestions for improvement

Guidelines during Assessment
During assignment period, although learners are
working on their assignments, the assessor can
continue to give only general feedback and
support, mainly about the development of
knowledge, understanding and skills.

Feedback during assignment could include

guidance on, for example:

* How to approach and develop the
knowledge and skills requirements

* Appropriate behavior and approach,
confirmation of deadlines etc.

+ Confirmation of which criteria the assessor is
targeting

» Clarification of what the assignment brief
requires

While learners are carrying out their assignments,
assessors can continue to give only general
feedback and support, particularly around the
development of knowledge, understanding and
skills detailed earlier. However, assessors should
not give feedback on specific assignment
evidence as the learners are generating if, or
confirm the achievement of specific assessment
criteria. This happens only when formal
assessment takes place. Assessors should also
supervise learners when they are carrying out
assignment work in class though the work itself
must be produced only by the learners
themselves, inside or outside the class.

3.1 Grading and Assessment Policy V2
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(4 of 14)
Feedback versus Coaching

Learners must demonstrate that they can produce evidence independently

using their knowledge, skills and understanding gained through the learning and

teaching process. Higher Diplomas are vocational qualifications, designed to

help learners become independent workers in their chosen field. While it is

important to continue giving general feedback and support during assessment,

it is not appropriate for faculty members to:

+ “Coach” the learners to produce the evidence itself

+ Give specific list of actions they need to carryout to meet the assessment
criteria or achieve a particular grade

Preparing for assessment

« Before starting an assessment, the faculty member must ensure that each
learner understands the requirements of assessment, nature of evidence to
be produced and time management skills fo meet the deadlines.

*  While the learner is working on an assessment the faculty member must not:
» provide specific assessment feedback on the evidence produced
by the learner prior to submission for assessment.
» Confirm achievement of specific assessment criteria before the
assessment stage.

Resources available to help learners generate
evidence

While the learners are carrying out their assignment, they still have access to the
following information to help them produce evidence:

+ knowledge and skills gained during teaching on the program.

* handouts and learning resources available for the unit content, assessment
criteria and assessment guidance in the qualification specification for the
program.

+ the assignment brief, detailing the scenario, specific tasks, evidence and
information sources.

Submission of evidence

Only one submission is allowed for each

assignment. The Assessor is expected to formally

record the assessment result and confirm the

achievement of specific assessment criteria.

+ Each learner should submit:

+ Evidence towards the targeted assessment
criteria

A signed and dated declaration of authenticity
with each assignment which endorses they have
produced the evidence themselves. The
declaration can be on the assessment record or
a separate learner authenticity declaration or
an electronic platform or by including a learner
declaration into an Assignment Brief front sheet.

The assessor should further formally record and
confirm the achievement of specific assessment
criteria

« Complete a confirmation that the evidence
they have assessed is authentic and is the
learner’s individual work to the best of their
knowledge

» Before your learners start an assessment, the
assessor should:

» Be confident they are sufficiently prepared o
commence assessment

» Encourage the learners to aim at “getting it
right” on first submission so need not relying on
a repeat submission or retake where
applicable

» This should help learners to develop
responsibility for their own achievement and
prepare them for Higher Education.
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Following Assessment

On the assessment record, the assessor should give clear and detailed feedback
on what criteria the learner achieved giving explanation for assessment
decisions, and what criteria not achieved although you should not provide a list
of specific instructions on how to get a higher grade.

Assessor’s feedback could include, for example:

* Which assessment criteria the learner has achieved and what the learner has
done well.

* Which assessment criteria the learner has not achieved and what was missing.

» Information or guidance available to the learner they could have drawn on
(e.g. class notes; handouts; resources in assignment brief)

+ General behavior and conduct, approach, grammar etc.

Formal feedback to learners

Subsequent to assessment, the assessor formally records the assessment
decisions against individual assessment criteria on the assessment record. The
assessment record offers a formal opportunity for the assessor to give feedback
to support learner progression:

The assessor should:

« give feedback on which criteria the learner has achieved — and not achieved
— giving clear reasons why so that the learner can learn and progress.

« avoid giving direct, specific instructions on how the learner can improve the
evidence to achieve a higher grade.

During teaching and learning, the assessor makes best professional judgement
about the nature, quantity or level of feedback.

Annotating learner work

« The College guides all its Assessors/faculty members to make annotations on
learner work during feedback. This enables the learners, Assessors, Internal
Verifiers and International Standards Verifiers to identify the evidence towards

specific assessment criteria. Yet, the annotations
themselves do not establish confirmation of
achievement of specific assessment criteria; they
are just indicators to where the evidence can be
found.

Marking spelling, punctuation
and grammar

It is good practice for Assessors to "mark” spelling
and grammair, i.e. correct mistakes on student
work and expect the student to either correct
them (at the formative feedback stage) or note
them (at the summative feedback stage).

If student work has consistently poor spelling,
grammar or language it should not be
accepted for marking, but should be returned to
the student to be corrected. The student must
be given a deadline by which to correct the
work.

Mistakes in spelling and grammar should not
influence assessment decisions unless:

« The mistakes are so problematic that they
undermine the evidence of student
understanding, or

« Specific assessment criteria require good
communication, spelling and grammar and/or
correct use of technical language.

3.1 Grading and Assessment Policy V2
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Grading UK Level 3 units

Achievement of the qualification requires demonstration of depth of study in
each unit, assured acquisition of a range of practical skills required for
employment or for progression to higher education, and successful
development of transferable skills. Learners who achieve a qualification will have
achieved across mandatory units, including synoptic assessment, where
applicable.

Units are assessed using a grading scale of Distinction (D), Merit (M), Pass (P) and
Unclassified (U). Allmandatory and optional units contribute proportionately to
the overall qualification grade, for example a unit of 120 GLH will contribute
double that of a 60-GLH unit.

Qualifications in the suite are graded using a scale of P to D*, or PP to D*D*, or
PPP to D*D*D*.

The relationship between qualification grading scales and unit grades will be
subject to regular review as part of Pearson’s standards monitoring processes, on
the basis of learner performance and in consultation with key users of the
qualifications.

Contextualising the generic grade descriptors

The generic Merit and Distinction grade descriptors need to be viewed as a
qualitative extension of the assessment criteria for Pass within each individual
unit. The relevant generic grade descriptors must be identified and specified
within an assignment and the relevant indicative characteristics should be used
to place the required evidence in context.

Grading UK Level 3 units

(

RQF)

To achieve a Pass, a student must have
satisfied all the Pass criteria for the learning
outcomes, showing coverage of the unit
content and therefore attainment at Level 3
of the national framework.

To achieve a Merit, a student must have
satisfied all the Merit criteria (and the Pass
criteria) through high performance in each
learning outcome.

To achieve a Distinction, a student must have
satisfied all the Distinction criteria (and the
Pass and Merit criteria), and these define
outstanding performance across the unit as a
whole.

The award of a Pass is a defined level of
performance and cannot be given solely on the
basis of a student completing assignments.
Students who do not satisfy the Pass criteria
should be reported as Unclassified.
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Grading Higher National Diploma units

The grading of Higher National qualifications is at the unit and the qualification
level. Each successfully completed unit will be graded as a Pass, Merit or
Distinction according to the following:

+ Pass(P): A Pass is awarded for the achievement of all outcomes against all the
specified ‘Pass’ assessment criteria in the unit/subject specification (syllabus)

* Merit(M): A Merit is awarded for the achievement of all outcomes against the
specified ‘Pass’ and ‘Merit’ assessment criteria in the unit/subject specification
(syllabus)

 Distinction(D): A Distinction is awarded for the achievement of all outcomes
against the specified ‘Pass’, ‘Merit’ and ‘Distinction’ i.e. all assessment criteria
in the unit/subject specification (syllabus), and these define outstanding
performance across the unit as a whole.

The award of a Pass is a defined level of performance and cannot be given
solely on the basis of a student completing assignments. Students who do not
satisfy the Pass criteria should be reported as Unclassified.

Assessment decisions are based on the specific criteria given in each unit and
set at each level of attainment in that unit and at the qualification level. The
criteria for each unit have been defined according to a framework provided by
Pearson to ensure that standards are consistent in the qualification and across
the suite as a whole. The way in which individual units/subjects are written
provides a balance of assessment of understanding, practical skills and
behavioral attributes appropriate to the purpose of the qualifications.

Assessors must show how they have reached their decisions using the criteria in
the assessment records. When a student has completed all of the assessment for
a unit then the assessment team will give a grade for the unit. This is given simply
according to the highest level for which the student is judged to have met all
the criteria.

Contextualizing the generic
grade descriptors

The generic Merit and Distinction grade
descriptors need to be viewed as a qualitative
extension of the assessment criteria for Pass
within each individual unit. The relevant generic
grade descriptors must be identified and
specified within an assignment and the relevant
indicative characteristics should be used to
place the required evidence in context.

Submission of late work

Meeting assessment deadlines and mitigating
circumstances:

Setting and meeting deadlines for assessment is
an essential part of BACU delivery process.
Learners should be assessed consistently and
fairly so that learners do not take undue
advantage taking additional time to complete
assignments. Assessors have the liberty to refuse
to accept work that is late but should ensure
that learners are informed well in advance and
aware of the consequences of failing fo meet
deadlines.

The College has set best practices and
procedures to allow learners to formally apply for
an extension using Student Special Request Form
if they have honest and genuine reasons for not
meeting a deadline, such as illness. If an
extension is approved, the new deadline should
be followed and recorded. This should be
covered with learners in their induction at the
start of the program. For major extensions, the
International Standards Verifier will be consulted.

3.1 Grading and Assessment Policy V2
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It should be noted that once evidence is accepted for assessment, learners are
not to be penalised purely for late submission of work, unless this is explicitly
included in the Merit or Distinction assessment criteria and/or the associated
assessment guidance. Only the assessment criteria prescribed for the units
should be used for assessment decisions. The Assessment and Grading policy
should be strictly followed.

In accordance with the College policy, Assessor will apply a grading cap to
work that has been submitted late without any approved special consideration.
However, the submitted work should be assessed ‘without penalty' in the first
instance, the late submission should be recorded, and the student should be
made aware that the lateness of submission may have an impact on their
grade. In addition, the student should be informed that they may wish to submit
‘mitigating circumstances’; if there are circumstances that have related to the
late submission.

A decision can then be made as to whether any exceptional/mitigating
circumstances are accepted. Decisions will be ratified by the Assessment Board
or some form of Exceptional/Mitigating Circumstances Panel.

Extensions:

Students should only be given authorized extensions for legitimate reasons and
extenuating circumstances, such as illness at the time of submission. It is best
practice to have a clear, published assessment procedure (e.g. in the code of
practice and program specification) for a student to formally apply for an
extension if they have genuine reasons for not meeting a deadline. If an
extension is granted, the new deadline must be recorded and adhered to.

Extension requests should be made prior to the assessment deadline and should
be formally approved by the program Leader. The duration of extensions should
be consistent across all students and should not be after summative feedback
has been issued to the other students on the program. All extensions granted by
the program Leader must be recorded and made available at the Assessment
Board and to the External Examiner (EE). Recording details of extensions enables
the Assessment Board and the EE to confirm that the program is operating
consistently in accordance with the centre’s and Pearson’s policies and
guidance.

Resubmission

Because every assignment confributes towards
the final qualification grade, learners may be
eligible for one resubmission of evidence for
each assignment submitted.

One resubmission is allowed if a student does not
achieve a pass on first submission (same
assignment).

The reassessment opportunity will be capped at
Pass for that unit.

A student will not be entitled to be reassessed in
any component for which a Pass or higher has
already been awarded.

A student who, for the first assessment
opportunity, has failed to achieve a Pass for that
unit specification shall be expected to
undertake a reassessment.

+ Only one opportunity for reassessment of the
unit will be permitted

» Reassessment for course work, project or
portfolio-based assessments shall normally
involve the reworking of the original task

» For examinations, reassessment shall involve
completion of a new task

+ A student who undertakes a reassessment will
have their grade capped at a Pass for that
unit

+ A student will not be entitled to be reassessed
in any component of assessment for which a
Pass grade or higher has already been
awarded.

3.1 Grading and Assessment Policy V2
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Procedures for resubmissions

If the program Coordinator or Assessment Board authorizes a resubmission, the
following conditions apply:

* The resubmission must be recorded in the relevant assessment documentation

* The student must be given a clear and realistic deadline for resubmission that
is consistent across all students granted a resubmission. We recommend that
students be required to resubmit the pending work within 15 working days of
the student being notified that a resubmission has been authorized

» The resubmission must be undertaken by the student with no further guidance

» The original evidence submitted for the assessment can remain valid and be
extended, or may need to be replaced partially or in full

+ Arrangements should be made for resubmitting the assessment in such a way
that does not adversely affect other assessments and does not give the
student an unfair advantage over others.

The program team may opt to conduct a resubmission of the assignment under
supervised/controlled conditions, even if this was not necessary for the original
assessment. For example, this may be necessary to ensure that plagiarism
cannot take place.

The External Examiner (EE/ISV) is likely to want to include assessments that have
been resubmitted as part of the sample they will review.

Repeat Units

The following applies to a student who, for the first assessment opportunity and
resubmission opportunity, still failed to achieve a Pass for that unit specification:

+ Af the discretion of Assessment Board, decisions can be permitted to repeat a
unit

+ The student must study the unit again with full attendance and (if required)
payment of the unit fee

+ The overall unit grade for a successfully completed repeat unit is capped at a
Pass for that unit

A student who, for the first assessment
opportunity within a repeated unit, has failed to
achieve a Pass for that unit specification shall be
expected to undertake a reassessment. This
reassessment will be subject to the standard
resubmission rules and regulations as stated
above.

If a student repeats a unit and still does not
achieve a Pass in neither their first submission nor
resubmission, they will be required to either
complete a different unit in full or take the unit as
compensation. In either instance, the college will
make sure that the relevant rules of combination
and requirements have been met.

The External Examiner (EE/ISV) is likely to want to
include assessments that have been re-
submitted as part of the sample they will review.
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Forms and deadlines

If the Lead Internal Verifier/IQA does authorize a resulbbmission, it must be:

+ Recorded on the assessment record giving a deadline for resubmission within
15 working days [15 working days must be within term time, in the same
academic year as the original submission, and must not fall over a holiday
period If learners are studying part-time. This is fo ensure that the equivalent of
15 days of “study time” and the time limit is fair to all learners] of the learner
receiving the results of the assessment

» Carried out by the learner with no additional guidance.

The feedback on assessment is given to each student after assessment. If a
student has Referral grade, the students are given a minimum of two weeks for
Assessment that covers four learning outcomes and one week for that covers
only two learning outcomes. In case of any appeals from dissatisfied students,
as the first step, the Internal Verifier will verify the justifications given by the
Assessor to finalize the decision.

The students seeking resubmission beyond the deadline fixed or retake
opportunities shall give a Student Special Request form to Academic Director
through the Head of School within two weeks from the date of announcement
of results. All written requests will be forwarded to the concerned program
Coordinator for perusal and consideration. Based on the validity, reliability, and
genuineness of each request, the final decision will be taken by the Assessment
Board.

Reasonable adjustments and special
consideration in Internal Assessment

The College supports access to its learners who are eligible for reasonable
adjustment and/or special consideration in assessments, without compromise in
the assessment of the knowledge, skills, understanding or competence being
measured. The college will apply to Pearson, and seek a reasonable adjustment
to internally-assessed unit or qualification to decrease the effects of any difficulty
or disability which would place a learner at a disadvantage in an assessment.
For reasonable adjustments in such cases, the college will request Pearson for a
special consideration to be applied to an assessment result.

Reasons for a Learner to apply
for ‘Reasonable Adjustment in
Internally assessed Units’

Reasonable adjustment should be put in place
before the learner starts the assessment. The
Assessor/IV/Assessment Board will identify
whether any action is needed to help reduce
the effect of any difficulty or disability, which will
restrict a learner with substantial disadvantage in
the assessment. The College will ensure that
reasonable adjustments does not affect the
reliability or validity of assessment outcomes or
give a learner any advantage over other
learners undertaking the same or similar
assessments.

The College applies and manages any
reasonable adjustments for its learners, in line
with the Access Arrangements, Reasonable
Adjustments and Special Consideration for
Vocational qualifications. Since each learner’s
circumstances are different, the college reviews
each case needs separately to ensure that the
best type of support can be put in place for the
learner.

Types of Reasonable Adjustments:

The College may apply the following for

reasonable adjustment:

« Changing usual assessment arrangements.

« Adapting assessment materials. Providing
assistance during assessment.

« Re-organising the assessment physical
environment.

« Changing or adapting the assessment
method.

« Alternative ways of presenting responses.

« Using assistive technology.
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Conditions applied for
Special Consideration:

The College may apply for special consideration
where:

Assessment procedure applied for the case of
Reasonable Adjustments

The assessor will assess the work produced following the application of a
reasonable adjustment in the same way as the work from other learners.

The College will record the reasonable adjustment using the RAT form, and
stored with the learner records for three years and must be available to Pearson
official, if requested.

In case of any clarifications, the college will contact
uk.special.requirements@pearson.com

Special Consideration for internally assessed units:

Special consideration is a post-assessment allowance to reflect temporary iliness,
injury or indisposition that happened at the time of assessment. Any special
consideration granted is not planned to fully compensate for the difficulty faced
by the learner at the time of assessment and can only be a small adjustment to
ensure that the integrity of the assessment is not compromised.

Special consideration shall not give the learner any unfair advantage or mislead
anyone regarding the learner’'s achievement. The learner’s results must reveal
real achievement in assessment and not his potential ability.

Special consideration is only to assist a learner affected by a potentially wide
range of difficulties, either physical or emotional, which may affect their
performance and shall not remove the difficulty faced by the learner. There may
be situations where learners should not be permitted for an assessment if the
Assessor/IV/Assessment Board believes that it is doubtful that they can meet the
standard required. Only minor adjustments can be made to the achievement so
that the standard of the qualification is not at risk.

Performance in an assessment is affected by
sifuations beyond the control of the learner,
for example, an accident, recent personal
illness, bereavement

Part of an assessment was missed due to
circumstances beyond the learner’s control
Learner’s assessment work has been lost
Posthumous certification is being requested
Alternative assessment arrangements which
were agreed in advance of the assessment
proved inadequate or inappropriate. The
learner cannot apply for special consideration
on his own and certification claims should not
be made until the application has been
approved.
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Application procedure for special consideration:

* Learner cannot apply for special consideration on his own and certification
claims should not be made until the application has been approved

+ SCI1 form should be filled at the time of application

+ Applications will be accepted by awarding body only in extraordinary
circumstances where all learners are equally affected. For example, if a fire
has destroyed a cohort’s work or there has been any notifiable disease that
forced the college to be closed by law.

Given the nature of internally assessed units within vocational qualifications,
where there is no single fixed assessment date, we would expect learners to be
given the opportunity to complete the assessment at a later date.

Assessment Board Membership and guidelines

The main purpose of an Assessment Board is fo make recommendations on:
+ The grades achieved by students on the individual modules or units

+ Extenuating circumstances

+ Cases of cheating and plagiarism

+ Progression of students onto the next stage of the program

+ The awards to be made to students

« Referrals and deferrals.

Assessment Boards may also monitor academic standards. The main Boards are
normally held at the end of every semester. There may also be separate Boards
to deal with matters such as repeat units and mitigating circumstances. The
Assessment Board can also delegate certain responsibilities to program
coordinators/Lead Internal Verifier, such as the power to authorise resulbbmissions.
Assessment Board's reports and minutes provide valuable evidence for quality
AssSUrance review processes.

Preparation for an Assessment Board

All members of Assessment Boards must be aware of the associated policies and
procedures prior to the meetings taking place. Written information should be
provided about:

Membership

How the views of those unable to attend
might be recorded

The quorum for meetings and how to deal
with the meeting being inquorate

Provision for Chair’'s action, its limitations and
the recording and reporting of such decisions
The exercise of discretion in a consistent
manner, for example in relation to
extenuating/mitigating circumstances, and
borderline cases.

Good preparation prior to the Assessment Board
is essential if it is to be effective. Ways of ensuring
this are to:

Plan meeting dates for the academic year
and circulate them to the members of the
Assessment Board

Ensure that these dates are aligned with the
External Examiners' (EEs’)/International
Standards Verifier's (ISV) visits

Collate all information regarding students’
achievement and ask appropriate staff to
indicate which students will need discussion at
the Assessment Board, for example because
of mitigating circumstances (this will save time
during the meeting)

Circulate an agenda in good time before the
Assessment Board meeting and ask members
to confirm their attendance. This is important
as meetings must be quorate in accordance
with the College’s policies

Include a declaration of Conflicts of Interest as
a standing agenda item so that members can
abstain from specific discussions if they need
to

Identify who will minute the meeting and that
he/she is aware of the responsibilities of this
role.
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Assessment Board Membership

At BACU, the Chair and the Secretary of an Assessment Board are, as far as
possible, independent of the program under consideration. The College often
uses the program coordinator of a different department, or a Head of School, or
even a Director of Institutional Effectiveness to ensure this. Likewise, the Secretary
can be from another department or from the Office of Institutional Effectiveness.

The College cannot insist that the External Examiners (EEs/ISV) attend Assessment
Boards, although it is essential that they have the right to attend. It may be
possible for the college to arrange with their External Examiner (EE) an
examination visit that includes time for them to attend the Assessment Board.
Alternatively, they will need to see the minutes from the most recent Assessment
Board(s) held.

All members of the program team should attend the Assessment Board. Clearly,
absences are sometimes unavoidable, but it would become a quality issue if
certain members were regularly absent, or if attendance were to be persistently
pOOor.

In addition to the Chair and Secretary, the membership of the Assessment
Boards shall be as follows:

1. Executive Dean and/or Academic Director

2. Head of Schools

3. program coordinators and faculty members

4. Director of Institutional Effectiveness

Members of the Assessment Board shall make every possible attempt to attend
the meeting. Where appropriate, a nominee will be proposed to the Chair. The
meeting will be valid when 50% of the required attendees are present. If not
quorate, the Assessment Board will proceed informally and the minutes will be
shared to the absent members of the Board for review and confirmation of the
minutes that they are appropriate and reflect the terms of reference. The
Assessment board will normally be held at least once every semester for each
program.

Whilst the maijority of Assessment Board activity
will be enacted at the Board itself, there may be
rare occasions where this is not possible. The
Chair of the Assessment Board has delegated
powers to act between scheduled meetings on:

+ Items of routine business that would not
normally merit discussion at the meeting

* Matters relating to the implementation of
decisions which have already been approved
at previous meetings

+ Issues that arise that, in the view of the Chair,
are too urgent and important for
consideration to be deferred until the next
scheduled meeting.

Under such circumstances, the Chair will have
delegated authority to take action, which may
take the form of calling a special meeting of the
Board or consulting with board members by
correspondence.

The Chair will exercise care before taking action
on behalf of the board member and if
appropriate, may consult with senior colleagues.
The Chair may take action on matters of
importance where the delaying of a decision
would disadvantage the College or the student.
Where the Chair has exercised delegated
authority, a written report of the action taken wiill
be presented to the next scheduled meeting
which shall give its formal endorsement or
otherwise to the actions.
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Assessment Board decisions

When results are provided by the assessors, the assessment board follows the
guidelines in this policy to provisionally approve the final grades and make other
recommendations. Each result is provisional until final approval is received from
the External Examiner (EE/ISV). Students also need to be aware of the timescale
for lodging an academic appeal or complaint following final results.

If an External Examiner (EE/ISV) attends an Assessment Board it is in the capacity
of an adviser, they have no power of veto at the Board. If an EE/ISV feels that a
wrong decision is being made, they can only register disagreement with the
decision on their report.

Minutes

Assessment Boards are responsible for ensuring that assessment decisions are
recorded accurately, supported by taking adequate minutes of any discussions
which, in particular, demonstrate the factors taken into account when discretion
is exercised, or extenuating/mitigating circumstances are considered. Such an
approach provides assurance and fransparency. The minutes of the Assessment
Board must be made available to the External Examiner (EE/ISV).

Confidentiality

The College takes extremely care about what happens to the documentation
used in the meeting. Only the Chair, program Coordinators and Secretary keep
the documentation. The College has clear regulations on how students are
informed of their results. No discussion of individual results or counselling of
students should take place until after the results have been formally ratified and
results lists have been published.

Relevant forms

Form # Form Name
P23al3 | Assessment Plan Template BTEC
P23al4L5 | Assessment Planning HN
P23bL3 | Assignment Brief Template BTEC
P23bL4LS | Assignment Brief Template HN
P23cl3 InTernoI Verification of Assignment
Brief Template BTEC
P23cL4LS | |V Assignment Brief Template HN
P23d Student Asses.smen’r Submission
and Declaration
P23el3 Record of Practical Activity
Template BTEC
P23el4L5 | Witness Statement HN
P23fL3 Assessment Record Template
BTEC
P23fL4L5 Higher Nationals Summative
Assignment Feedback Form
P23gL3 In’rer.n'ol Verification of Assessment
Decisions BTEC
P23gL4L5a I\{ Assessment Decision Template
Single Student
P23gL4AL5b Y A§sessmen’r Decision Template
Multiple Students
P23NhLALS | Witness Statement HN
3a In-course Tracker Sheet
P3h Reasonable Adjustments Form
(RA1 form)
P3i Special Consideration Form
340 Student Special Request Form

(SC1 form)
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to clarify both students and faculty the guidelines
for examination practices to evaluate the outcomes of College education.
outcomes.

Scope

This policy applies to all students and faculty members.

Policy Statement

The College uses exams as a form of academic assessment to measure
student performance and also to evaluate the knowledge, intellectual skills
and competencies of the course.

Procedures

Module Assessment
All assessments should be submitted in English.

ASSESSMENT Strategy

Formative:

« Formative feedback will be provided to students on a continuous basis
throughout the module, however, feedback on the assignments will be given
two weeks after the hand in dates.

Summative:

« Summative: In course Assignment (ICA) X% comprising 2 elements and EA
(100-X)%.

* End examination (2 2 hours duration with a (100-X)% weighting, covering all
the learning outcomes.

+ To pass the module, students must achieve an overall module mark of at least
40%.

Notfe: Assessment submission dates are approximate and may be subject to
change. Assessment Briefs & Criteria

The in-course assessments will take the form
of technical reports and presentations,
assessing the students’ ability to research,
interpret and analyze problems associated
with the module.

The end examination will allow assessment of
the student’s understanding, application and
overall competence within the areas of the
module.

Module Assessment

Module Pass: The overall pass mark for each
module is 40%.

Module Pass with Multiple Components:
Where the assessment strategy of a module is
comprised of two or more components of
assessment, a pass will be awarded where a
student achieves at least 40% in the overall
module mark. The student does not need to
achieve a mark of 40% in each component.
Pass/Fail Modules: The minimum criteria to
pass a module approved to use only pass/fail
grades is the achievement of an overall pass
grade. If a combination of pass/fail grades
and percentage marks are used then both
minimum requirements must be met (i.e. a
pass grade and a minimum aggregated
mark of 40% in the other components).
Pass/fail module credits will contribute
towards progression and the award. In such
modules, while a pass must be achieved, the
module does not contribute o the
calculation of level averages or to the
classification/grading of an award.

Passed Modules and Reassessment: A
student who has passed a module at the first
aftempt either outright or by compensation
may not be reassessed in the module in order
to achieve a higher mark.
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Module Reassessment

Limit to Reassessment: Students who fail any module at the first point of
consideration will be provided with an opportunity to undertake
reassessment. In such cases, the student will be offered reassessment in the
failed component(s) of the module. There is no limit to the number of
modules eligible for reassessment. Students are normally only entitled to one
reassessment attempt per module.

The Timing of Reassessment: Reassessment opportunities will normally take
place on an inter-sessional basis after the Level has been undertaken in full.
However, Assessment Boards may be scheduled to determine and offer in-
session reassessment where, for course specific circumstances, it is deemed
beneficial to student completion and achievement.

Module Mark for Reassessed Modules: When a student is reassessed in a
module, the marks obtained in the component(s) of assessment passed at
the first point of consideration shall stand whereas the maximum mark that
may be awarded for the reassessed component(s) is 40%. The mark for the
module will be recalculated on the basis of the original marks for the
component(s) passed at the first attempt and the marks gained in the
reassessed components.

Where, exceptionally, capping at the component level results in a failed mark
for the module overall, and where capping at module level would have resulted
in a pass, the module shall be recorded as passed with a capped mark of 40%.

If the pass mark for the module has not been attained following reassessment,
the mark that will stand is the higher of either the original module mark or the
recalculated mark following the reassessment.

In-module Retake: On a module basis, and only if approved as a specific
reassessment strategy at the time of approval, courses may make
arrangements for students to retake specific assessment tasks before the
result has been formally ratified by a Module Assessment Board. In-module
Retakes are permitted only where:

a) The assessment is not an examination.

b) The assessment has been subjected to full internal moderation

processes.

c) Either the module pass mark has
not been attained outright; or the
module pass mark has been
atftained but the minimum required
mark in specified assessment
component(s) has not been
achieved.

d) The module is designated as non-
compensable.

e) The module has been
attempted.

* |In-module Retakes are not available for

Foundation Year.

When a student retakes an assessment,
the marks obtained in the component(s)
of assessment passed at the first attempt
shall stand whereas the maximum mark
that may be awarded for the retaken
component(s) is 40%. The mark for the
module will be recalculated on the basis
of the original marks for the component(s)
passed at the first attempt and the marks
gained in the retaken components.

If the pass mark for the module has not
been attained following the In-module
Retake, the mark that will stand is the
higher of either the original module mark
or the recalculated mark following the
retake.

Students who fail to attain the module
pass mark following an In-module Retake
will be eligible for reassessment if permitted
within the course regulations and the
constraints of the award.

3.2 Examinations Policy - Level 6 V2
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V. Exceptional Third Altempt: On a module basis, and only if approved as a
specific reassessment strategy at the time of approval8, course teams may
make arrangements for students to undertake a second reassessment
opportunity (i.e. a third attempt). Third attempts should normally only be used
where:

Either the module pass mark has not been attained outright; or the module
pass mark has been attained but specified assessment component(s) must
meet a minimum level of achievement.

a) The module is designated as non-compensable.

b) AnIn-module Retake, is not available as an approved reassessment
strategy on the module;

c) There are no Fitness to Practice concerns (if applicable);

d) The module has been attempted.

e) Exceptional Third Attempts are not available for Foundation Year
modules.

f)  When a student is reassessed for a second time in a module, the marks
obtained in the component(s) of assessment passed at the first attempt
shall stand whereas the maximum mark that may be awarded for the
reassessed component(s) is 40%. The mark for the module will be
recalculated on the basis of the original marks for the component(s)
passed at the first attempt and the marks gained in the reassessed
components.

g) Where, exceptionally, capping at the component level results in a failed
mark for the module overall, and where capping at module level would
have resulted in a pass, the module shall be recorded as passed with a
capped mark of 40%.

h) If the pass mark for the module has not been attained following
reassessment, the mark that will stand is the higher of either the original
module mark or the recalculated mark following the reassessment.

3.2 Examinations Policy - Level 6 V2
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Policy Purpose, Scope & Statement

Purpose

This policy ensures that students are assessed fairly in any assignment/exam.
Scope

This policy applies to all students enrolled at BACU.

Policy Statement

BACU has a internal assessments policy to ensure there is an efficient system that
allows faculty members to assess fairly the work submitted by students in
unconftrolled assignments at different levels.

Procedures

1. UK Level 3/4/5 subjects MUST be given a minimum of one confrolled
examination (preferably Assessment 2) to confirm standardization of the
assessment process, and academic integrity.

2. UK Level 6 uncontrolled assignments MUST allocate af least 30% of allocated
marks for a one on one viva/interview evaluation. A summary slide/poster for
each task is recommended.

UK Level 6 Projects MUST have two individual presentations by the learners:

* 20% of the final mark shall be awarded in Week1/Semester 2 on the Project
Proposal Defense Presentation.

* 20% of the final mark shall be awarded in Week12/Semester 2 on the Project
Defense Presentation.

Each head of school will form a committee (of at least 3 faculty members) to
evaluate all project presentations using a uniform marking criteria.

Project Proposal Guidelines

The Project Proposal shall cover (at least) the following topics:
1 Project Title
1 Infroduction and Background
1 Areas for investigation
[ Literature review and existing state of art
[ Research Questions

[0 Rationale for Project choice

[0 General objectives and specific objectives
[0 Designs and methodology

[0 Project Plan

[ Tools required

[0 Budget

[0 Beneficiaries/Stakeholders

[0 Research Ethics

[0 References

The final project defense will include an update
to the above along with a prototype
demonstration and/or simulation. Exact
timelines of the proposal and the final report
presentation will be shared with the whole
faculty in advance.

Relevant forms

Form # Form Name

34a Research Ethics Approval Form

3.3 Internal Assessments Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to clarify when Pearson or BACU may withhold results
or certificates from learners.

Scope

This policy applies to all students enrolled at BACU.

Policy Statement

BACU and Pearson has the right to withhold results and certificates from
candidates and learners

Procedures

1.

e

There are very few cases where we would withhold results or certificates from
learners. This may be necessary where:

+ There are cases of alleged cenfre or learner malpractice.

* Avresultisissuedin error.

+ There is reasonable evidence that there is a risk to the integrity of

the results.

Pearson may ask BAC to withhold results or certificates from learners because
there is an allegation of malpractice or a result has been issued in error. In
such events, Pearson will ask BAC to hold or return results or cerfificates until
any investigation is completed and any issues are resolved.
Pearson does not withhold learner results or certificates on financial grounds.
Any learner who is entered for an examination should expect to be awarded
a certificate on successful completion of the relevant assessment. Except in
cases described in section Il above, you cannot withhold results or
certificates from learners under any circumstances, including non-payment
of fees. As recommended by Pearson, BAC will aim to have secured
payment of course fees by the time of registering a learner for an
examination.
BAC will report an incident or discuss concerns with Pearson by emailing to
Investigations Team at pgsmalpractice@pearson.com.

3.4 Withholding results and certificates
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to give clear guidelines on qualification

completion requirements to obtain an award (credential).

Scope

This policy applies to all students of the College.

Policy Statement

« Students will qualify for an Award upon successful completion of the
required number of Units in the Award.

 This policy complies with Awarding Bodies requirements and outlines the
conditions under which Qualifications can be correctly awarded.

Definition:
« Award -refers to a Certificate, Diploma, Higher National Diploma,
Advanced Diploma or other accredited Qualifications.

Policy Principles

+ Students who complete part or all of their program of study are entitled to
receive documentation recognizing and confirming their achievement.

» Partial completion of a program entitles the student to a
Transcript/Statement of Attainment on leaving BACU.

» Full completion of a program entitles the student to a Qualification
Credential and a Transcript/ Statement of Attainment

« All students who meet the requirements for course completion as set out
below will be entitled to an Award.

Procedures

Eligibility for Award

Students will qualify for an Award upon successful completion of the required
number of Units/subjects in the Award.

Where Recognition of Prior Learning (RPL) is applicable, students must
complete a minimum number of Units/subjects at BACU in order to qualify for
an Award.

The BACU Assessment Board has authority to approve students who are eligible
to graduate and to obtain their Qualification.

Completion Requirements for
Higher National Diploma
(HND)

In order to be awarded a qualification, a
student must complete all subjects/units,
achieve a Pass or above in all mandatory
subjects/units unless otherwise specified.

To achieve any qualification grade, learners

must:

« complete and have an outcome (D, M, P
or U) for all units within a valid combination

» achieve the required units at Pass or
above, abiding by the minimum
requirements in the compensation criteria

» achieve the minimum number of points at
a grade threshold.

4.1 Qualification Comp. and Cert. Policy V2
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Profile for Award Eligibility:

Students are considered for an HND award if they have satisfied the general
credit requirements for the award and/or have satisfied the specific outcomes
of the course set out in the program Specification. An award is conferred
following the meeting of the relevant Assessment Board and the endorsement of
the outcomes of that Board. Once an award has been made, students will not
be allowed to restudy any part of that award. Students must satisfy all financial
obligations with the College in the timeframe specified by the Registrar. Degrees
and franscripts will not be issued for students with past-due accounts, loans, or
other arrears.

Graduation Requirements for UK Level 3

In order to be awarded a qualification, a learner must complete all units,

achieve a Pass or above in all mandatory units unless otherwise specified.

» To achieve any qualification grade, learners must:

« complete and have an outcome (D, M, P or U) for all units within a valid
combination

» achieve the required units at Pass or above, abiding by the minimum
requirements in the compensation table below

* achieve the minimum number of points at a grade threshold.

Compensation table

Qualification Compensation rule Unit Equivalence

Subsidiary Mandatory must be passes, 60 GLH
Diploma (360 only at U grade permitted from 1*60 GLH Unit
GLH) optional

It is the responsibility of a centre to ensure that a correct unit combination is
adhered to. Learners who do not achieve the required minimum grade (P) in
unifs shown in the structure will not achieve a qualification.

Learners who do not achieve sufficient points for a qualification or who do not
achieve all the required units may be eligible to achieve a smaller qualification
in the same suite, provided they have completed and achieved the correct
combination of units and met the appropriate qualification grade points
threshold.

Academic Progression

To progress from level 3 to level 4, the learner
must pass all mandatory units and permitted
to take U grade in any one optional unit only.

The final grade awarded for a qualification
represents an aggregation of a learner’s
performance across the qualification. As the
qualification grade is an aggregate of the
total performance, there is some element of
compensation in that a higher performance
in some units may be balanced by a lower
outcome in others.

In the event that a learner achieves more
than the required number of optional units,
the mandatory units, along with the optional
units with the highest grades, will be used fo
calculate the overall result, subject to the
eligibility requirements for that particular
qualification fitle.

BTEC International Level 3 qualifications are
awarded at the grade ranges shown in the
table below

Qualification Available Grade Range

Subsidiary

Diploma Pto D

The Calculation of qualification grade table,
given later in this section, shows the minimum
thresholds for calculating these grades. The
table will be kept under review over the
lifetime of the qualification. In the event of
any change, centres will be informed before
the start of teaching for the relevant cohort
and an updated table will be issued on our
website.

4.1 Qualification Comp. and Cert. Policy V2
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Learners who do not meet the minimum requirements for a qualification grade
to be awarded will be recorded as Unclassified (U) and will not be certificated.
They may receive a Nofification of Performance for individual units.

Unit size
60 GLH 90 GLH 120 GLH
U 0 0 0
Pass 6 9 12
Merit 10 15 20
Distinction 16 24 32

Claiming the qualification grade

Subject to eligibility, Pearson will automatically calculate the qualification grade
for your learners when the internal unit grades are submitted and the
qualification claim is made. Learners will be awarded qualification grades for
achieving the sufficient number of points within the ranges shown in the relevant
Calculation of qualification grade table for the cohort. Upon qualifaication of
Level 3, students will be progressed to Level 4.

Subsidiary | Grades U P M D D*
DR Points
(360GLH) | -0 0 36 52 74 90

4.1 Qualification Comp. and Cert. Policy V2
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Graduation Requirements for UK Level 4/5

The Higher National Certificate (HNC) is a Level 4 qualification made up of 120
credits. It is usually studied full-time over one year, or part-time over two years.

The Higher National Diploma (HND) is a Level 4 and Level 5 qualification made
up of 240 credits. It is usually studied full-time over two years, or part-time over

four years.

Pearson would expect that an HND student would have achieved at least 90
credits at Level 4 before progressing to Level 5 units. This allows for the students
to submit the remaining 30 credits at Level 4 while undertaking their Level 5
study. Students undertaking an HND who fail to successfully complete the full
qualification may be awarded an HNC, if their credit achievement permits.

BTEC Higher Nationals consist of core units, specialist units and optional units:
« Core units are mandatory
» Specialist units are designed to provide a specific occupational
focus to the qualification and are aligned to Professional Body
standards

Required combinations of units are clearly set out in Pearson specifications. All
units are usually 15 credits in value, or a multiple thereof. These units have been
designed from a learning time perspective, and are expressed in terms of Total
Qualification Time (TQT). TQT is an estimate of the total amount of time that
could reasonably be expected to be required for a student to achieve and
demonstrate the achievement of the level of attainment necessary for the
award of a qualification. TQT includes undertaking each of the activities of
Guided Learning, Directed Learning and Invigilated Assessment. Each 15-credit
unit approximates to a TQT of 150 hours and 60 hours of Guided Learning.

Total Qualification Time (TQT) Higher National Certificate (HNC) = 1,200 hours
Total Qualification Time (TQT) Higher National Diploma (HND) = 2,400 hours

Examples of activities which can contribute to TQT include:
+ Guided Learning
» Independent and unsupervised research/learning
» Unsupervised compilation of a portfolio of work experience

* Unsupervised e-learning

* Unsupervised e-assessment

* Unsupervised coursework

+ Watching a pre-recorded podcast
or webinar

» Unsupervised work-based learning.

Academic Progression

The Higher National Diploma (HND) is a Level 4
and Level 5 qualification made up of 240
credits. It is usually studied full-time over two
years, or part-time over four years. It is
expected that an HND student would have
achieved at least 90 credits at Level 4 before
progressing to Level 5 units. This allows for the
students fo submit the remaining 30 credits at
Level 4 while undertaking their Level 5 study.
Students undertaking an HND who fail to
successfully complete the full qualification may
be awarded an HNC, if their credit
achievement permits.

BTEC Higher Nationals consist of core units,
specialist units and optional units:
« Core units are mandatory
« Specialist units are designed to
provide a specific occupational
focus to the
» qualification and are aligned to
Professional Body standards
« Required combinations of units are
clearly set out in the programme
specifications of Pearson.

All units are usually 15 credits in value, or a
multiple thereof. These units have been
designed from a learning time perspective,
and are expressed in terms of Total
Qualification Time (TQT).

4.1 Qualification Comp. and Cert. Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose is to ensure successful completion of Qualification.

Scope

This policy applies to all students who are enrolled in programs offered at BACU.
Policy Statement

The College conducts qualification Audit and analyzes student academic
progress towards a qualification including intellectual and personal
development of students for successful progress towards graduation.

Procedures

1. The Degree Audit is not an official certification of student academic record--it
is only a planning fool that an academic advisor uses to guide student
progress.

2. Head of Schools and Academic Advisors analyze the student progress using
‘Assessment Board Grade tracker’ sheet.

3. The program coordinators/academic advisors map degree requirements and

compare them with the student progress,

Then they identify student gaps in the study plan that the student needs to fill.

The program coordinators/academic advisors prepare an academic plan to

select and schedule courses that the student needs to fake.

o~

4.2 Qualification Audit Policy V2
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Policy Purpose, Scope & Statement

Purpose

The Regulations governing student progression apply to all BACU
Undergraduate courses unless specific variance has been approved by, or on
behalf of, Academic Board.

Scope

This policy applies to all students.

Policy Statement

A student is expected to complete every year satisfactorily passing all courses
to progress to the next year and graduate. The College has set minimum
criteria for academic progress to ensure effective and quality academic
progress.

Procedures

« The Regulations governing student progression apply to allBACU
Undergraduate courses unless specific variance has been approved by, or on
behalf of, Academic Board.

Compensation of Failed Module

Compensation refers to the process of deliberately balancing a limited amount
of under achievement in one aspect of a student’s overall performance in a
Level (Year) of a course against the otherwise positive performance in the Level
as a whole. Where compensation is confirmed by an Assessment Board, credits
will be awarded to the relevant module.

I. Application of Compensation: Compensation will automatically be awarded
at the earliest opportunity to any module up to a maximum of 20 credits in
any Level of a course subject to the following conditions:

a) Compensation can only be applied at the formal point of
progression on a Level- by-Level basis.

b) Compensation can only be awarded if an overall Level average of
at least 40% and a total of at least 120 credits has been successfully
achieved.

c) Compensation is only permitted if the failed module has been
attempted at the first and/or second attempt.

d. Modules determined as non-compensable
at approval are ineligible for compensation.

e. Any module where academic misconduct
has been proven will not be eligible for
compensation.

Il. Marks for Compensated Modules: Where a
module is compensated, the original mark shall
be used for the purposes of calculating Level
averages and classifications. However, the
mark that will be displayed on all
communications notifying or documenting the
student’s achievement (e.g. record of progress,
transcript, diploma supplement, etc.) will be
‘Pass by Compensation’.

4.3 Academic Progress Policy V2
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Progression Decisions

+ A Progression and Award Board may ascribe a formal progression decision
to each student, as follows:

Progression

Decision

Proceed

Reassess

Defer
(student)

Proceed
Trailing

Proceed
Under
Provision

Description

A student has been awarded 120 credits at the current Level of
the course and may proceed to the next Level.

A student has not satisfied the progression criteria at first point of
consideration for the current Level of the course but is offered
the opportunity do so through reassessment.

A student has not satisfied the progression criteria at either first
or second point of consideration for the current Level of the
course but has approved extenuating circumstances for one or
more modules. Consideration of such students is formally
deferred until the next meeting of the Assessment Boards.

A student has passed a minimum of 120 credits at the current
Level of the course and may proceed to the next Level trailing
up to 20 credits (non-compensatable module(s)) to be
aftempted again in that Level. Students are permitted to trail a
module on only one occasion within their course of study.

A student, at the second point of consideration, has not
satisfied the progression criteria but either has approved
extenuating circumstances or has been permitted to undertake
reassessment by the Assessment Board. The student progresses
to the next Level of the course but is required to successfully
meet the progression criteria for the current Level within 6 weeks
of the next academic year, otherwise progression is rolled-back
and suspended.

Table 4.3-1: Progression Decisions table - |

Students who do not Meet
Minimum Credit
Requirements for Award:

Students who do not Meet Minimum Credit
Requirements for Award:

» Students who have not achieved the
necessary number of credits to be eligible for
the named award within the normal period
of registration may be permitted the
opportunity, at the discretion of the
Assessment Board, to continue to study by
any approved mode of attendance to make
good the deficient credit before being
considered for the award subject to:

4.3 Academic Progress Policy V2
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Description

A student has satisfied all requirements for the intended award
as detailed in the program Specification and the intended
award is conferred.

A student has not satisfied all requirements for the intended
award as detailed in the program Specification and has either
exhausted the opportunities to retrieve failure or is otherwise
unable to complete the course. If the criteria for an
intermediate award are satisfied, the intermediate award is
conferred.

A student has not satisfied the progression criteria for the
current Level of the course at the second point of
consideration but may remain on the course to retrieve failure
through restudy in a subsequent academic year.

A student has exhausted all opportunities to retrieve failure, has
failed to meet the requirements to continue on their course of
study, and is formally withdrawn by the Assessment Board. In
such cases, it may also be possible to confer an intermediate
award.

A progression decision cannot be made. This may be because
outcomes of other processes are pending (e.g. academic
misconduct, extenuating circumstances), or due to the
absence of, or errors in, the information presented to the
Board. In such cases, the Board may defer the business to the
next scheduled meeting, reconvene the meeting at a
subsequent time, or delegate responsibility fo Chair's Action.
A progression decision cannot be made. Subject to the
approval of the relevant external examiner(s), the Progression
and Award Board agrees to delegate its responsibilities in the
relevant matter(s) to the Chair.

Table 4.3-2: Progression Decisions table - I

Progression between the
Levels of a Course

In order to progress to the next Level of the
course students must have attained or
exceeded the following profile:

a) Passed 120 module credits at the current
Level.

b) Achieved an average of 40% or more across
all modules comprising the current Level.

c) Attempted all modules that comprise the
Level.

d) Attained 140 credits in any and all previous
Levels of the course.

4.3 Academic Progress Policy V2
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Where this progression profile is achieved the
student will be permitted to progress to the
next Level of the program

Progression with Compensation: If the student is eligible for the Assessment
Board will confirm that the failure has been compensated and that credit
has been awarded to the module(s).

Progression and Trailing Modules with a Level Average of 240%: Where a
student has passed 120 module credits in the Level has achieved a Level
Average of 240% and has attempted all the modules but the failed
module(s) are ineligible for compensation, the Assessment Board will
confirm that the student is permitted to progress to the next Level of the
course and to trail failed module(s) to be retrieved in that Level (this can
be a single 20 credit module or two 10 credit modules).

Progression under Provision: At the second point of consideration, students
who have not achieved the necessary profile to progress to the
subsequent Level, but either have approved extenuating circumstances or
have an outstanding reassessment opportunity may, at the discretion of
the Assessment Board, progress to the next Level of the course subject to
the following provisions:

a) The student is informed that the progression criteria for the current
Level must be attained within 6 weeks of the next academic year.

b) Assessment Boards are held in a timely manner after the 6-week
period has passed to consider the outcome of assessments and
make progression decisions.

c) Where the progression criteria have been successfully attained,
the Assessment Board will ratify the progression and communicate
to the student that they can continue with their studies.

d) Where the necessary progression criteria have not been attained,
the Assessment Board will roll-back progression and determine a
new decision based on consideration of the student profile in
accordance with the provisions set out in these Regulations. This
decision will be communicated to the student.

4.3 Academic Progress Policy V2
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Purpose

Students have the right to appeal a final grade for any semester course.
Scope

This policy applies to all students at BACU.

Policy Statement

The College promotes the ambience of equality and fairness. The College
further reassures student to file an appeal who feels he or she was innocent.
The petition will in no way have an impact on the subsequent actions or
decision.

Procedures

The Purpose of Assessment

* Akey function of assessment is to promote high-level learning. Assessment
is also the primary mechanism that enables students to demonstrate they
have achieved the learning outcomes of the course on which they are
registered and fulfilled the standards required of the award. Given its dual
purpose, assessment is not merely the evidence that learning outcomes
have been achieved but a crucial aspect of a high-quality student
learning experience.

+ The Role of Academic Judgement

+ The outcomes of high-level learning are assessed by professional
examiners who use their academic judgement to determine the level of
achievement demonstrated in student assessment. These judgements are
based on associated criteria and standards. The academic judgement of
examiners cannot, in itself, be questioned or overturned. As such, a
common understanding of the meaning of those criteria and standards -
both academic and professional - is based on mutual frust and
meaningful dialogue between staff and students.

* Indeed, the assessment of student work is usually a matter of judgement,
not merely of simple computation. Marks, grades and percentages are
thus the means by which examiners communicate their judgement of a
student's work and the different aspects of learning it demonstrates.

* Their purpose is to provide information for
Assessment Boards who will make the final
decision on a student's progress,
achievement of learning outcomes, and the
fulfilment and classification/grading of the
award.

+ These Regulations provide a framework within
which professional academic judgement can
be exercised in such a way that students are
treated with equity, parity, and consistency
across the College's undergraduate courses.

+ Assessment Regulations for BACU
Undergraduate Degree Awards

Standard Regulations

» These Regulations are the standard
regulations for all BACU Undergraduate
Degree courses, including those with a
Foundation Year. They will apply in their
entirety to all undergraduate awards and to
all students undertaking those awards, unless
variance has been approved by, or on behalf
of, Academic Board.

» Discretion

In clearly specified circumstances, Assessment
Boards have the power to exercise their
discretion in the light of their academic
judgement to ensure that students are treated
equitably and fairly, that academic standards
are maintained, and students are not
disadvantaged by administrative or procedural
irregularities beyond their control. In exercising
discretion, Assessment Boards must take
account of the views of the external examiner(s)
and should ensure that decisions are taken in
the spirit of these Regulations to the benefit of
students. Decisions reached as a result of the
exercise of discretion must be minuted together
with the reasons for the decision.

4.4 Grade App. and Change Policy V2
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Chair's Action

An Assessment Board may delegate its responsibilities to the respective Chair
in relation to recommendations concerning an individual student, subject to
the approval of the relevant external examiner(s). Delegated responsibility
should only be exercised in exceptional cases, for example:

a. To correct errors and/or omissions in the assessment marks and/or
module results presented to an Assessment Board.

b. To reconsider a decision of the Board in light of a
recommendation made by an Academic Committee following
consideration of the evidence relating to an Academic Appeal
Application.

c. To instigate the Irregular Results Procedure or otherwise ensure
students are considered justly and consistently.

d. Torecommend conferment of an award in light of the above.

e. To consider module results and/or the conferment of an award for
a very small number of students where it is not practical to
reconvene a Module and/or

Authority: The regulations in force at any time shall be those published on the
Student Regulations section of the College Website unless otherwise specified.
Students who register for an award part-way through an academic year of
study, or resume study after a period of interruption, will be governed by the
regulations in force at the time of such registration or resumption.

Review and Approval of Regulations:

The Regulations are reviewed periodically to reflect changing institutional
agendas and for the purpose of editorial amendment. This review process is
informed by feedback from appropriate staff, students, and external
examiners and, where appropriate, other agents external to the College. The
Regulations pertaining to a semester will be published in advance of its
commencement

Changes to the Regulations:

+ While the College reserves the right fo amend
the Regulations, changes will not normally be
implemented within a year of study. In
exceptional cases (for example, following
major review and modification), amendment
to the Regulations may result in different
cohorts of students registered for the same
award being considered under different
Regulations. Students will be notified in such
cases and every effort will be made to ensure
no cohort is unduly disadvantaged.

4.4 Grade App. and Change Policy V2
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Grade Change Policy
(3 of 3) + The policies and procedures related Grade
Change is detailed in the section 6.25a

Assessment Boards Student Grievance and Appeal Policy

» Impartiality of Assessment Boards: An effective staff-student relationship
requires a culture of trust, respect, and professionalism. As part of this, the
assessment of students will take place with due regard to the principles of
transparency, independence, equity, and impartiality. Assessment Boards
will ensure there is no conflict of interest during the assessment process that
might compromise this culture and these principles.

* Where a potential conflict of interest arises, the academic staff member(s)
concerned will not have sole responsibility for assessing the work of any
relevant student. In addition, a declaration of interest must be made to the
relevant Assessment Board (or in advance to the Chair of the Board). Unless

prior dispensation has been given by the Chair, the member of academic Relevant forms
staff will leave the meeting of the Board when the individual case is being Form # Form Name
considered. This process will be recorded in the minutes. .

» |If a member of staff is a student on a module/course being considered by 36a Student Special Request Form
the Board, they will not be involved in the Board in any capacity. (SC1 form)

* Ininstances where Assessment Boards are asked to consider outcomes from 69 Retake form

other regulatory processes (e.g. Academic Misconduct, Fithess to Practice),
due regard will be given to the impartiality of the Chair and Members of the
Board. If the Chair of the Board has had any previous formal involvement in
a case to be considered, they will declare an interest and hand the Chair
over to an impartial senior colleague during the discussion of the case.
Similarly, if any Member of the Board has had formal involvement in a case
to be considered, they will declare an interest and must not take part in the
discussion and decision-making process. Such declarations and actions
must be recorded in the minutes.

+ System of Assessment Boards: The College employs a two-tier system of
Assessment Boards to determine the outcome of student assessment. This
system is conducted sequentially through Module Assessment Boards and
Progression and Award Boards. Each Assessment Board will make
judgements on student performance within its own approved terms of
reference. It will minute the basis on which decisions are made and record
these in the Student Information System [SIS] using the approved codes. The
Terms of Reference for College Assessment Board are published on the

College website.
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5.1

(1 of 9)
Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to inculcate and ensure academic integrity by
moral and ethical code of conduct.

Scope

This policy applies to all students.

Policy Statement

The College has student academic integrity policy to prevent dishonesty and
unethical behavior. Academic integrity refers to the ethical policy or moral
code of the academic world.

Procedures

The College is committed to safeguarding the standards of its academic
awards by acting on alleged cases of Academic Misconduct. The Academic
Misconduct Regulations are intended to allow the College to determine
whether or not Academic Misconduct has taken place within a summative
assessment. It is expected that Academic Misconduct suspected in formative
work will be drawn to a student’s attention by staff.

Below are examples of the definitions, descriptions stages and recommended
penalties.

Bribery The offering of money or other incentives to a person,
which may result in a student gaining an unfair advantage
over their peers.

Collusion | Where two or more students collaborate to produce a piece of
work which is then submitted by one or both students as their own
work, or a student sharing with another student(s) a copy of their
work whether in whole or in part when this is not a requirement of
the assessment. In such cases, the originator of the work may also
be liable to the charge of Academic Misconduct where it can be
shown that the originator knowingly allowed their work to be used.
If Academic Misconduct is suspected in respect of a piece of
group work, and the originator of the work cannot be established,
the entire group may be deemed responsible to a charge of
Academic Misconduct

Table 5.1-1: Definitions table - |

5.1 Student Acad. Integrity Policy V2

BACK TO TABLE OF CONTENTS

126




5.1

Exami
nation
Irregul
arities

A

(2 of 9)

Engaging in any action with the intent of gaining an unfair
advantage over other students taking the same examination or
knowingly assisting others in this intent. This may include, but is not
limited fo:

+ Copying, consulting or attempting to make use of a script from
any other student(s) during an examination with or without
their permission or knowledge or knowingly assisting others in
this intent.

« Communicating or attempting to communicate during an
examination with any person other than an authorized
member of staff except where the Regulations specifically
allow such communication.

« Taking into the examination room, or making use of, any
wriften or printed materials, electronically stored or
communicated information, or devices unless expressly
permitted by the examination or course regulations that have
been notified to the Senior Invigilator, or knowingly supporting
others in this intent. Devices may include, but are not limited
to, mobile telephones, smart watches, pagers, MP3/MP4
players, iPods, tablet computers, laptop computers, personal
organizers, electronic  dictionaries, and unauthorized
calculators.

« Gaining access to any unauthorized material relating to an
examination during or before the examination.

* Removing or attempting tfo remove, part of an examination
script from the examination room.

+ Impersonating, being knowingly impersonated or being party
to impersonation of a student sitting an examination in place
of another student with the intention to deceive or gain unfair
advantage.

+ Obtaining a copy of an ‘unseen’ examination question paper
in advance of the date and time of its authorized release.

* Leaving the examination room, for instance during a comfort
break, and consulting any material, which would give an
unfair advantage or knowingly assisting others in this intent.

» Disruptive behavior during an examination.

* Leaving the examination room outside of the authorized
timeframes without permission from the Senior Invigilator.

Table 5.1-2: Definitions table - Il
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Exceptional
Cases

Fraudulent
Applications

Fabrication of
data, evidence
or results

Interfere with
recorded marks

Modification

Personafion

Plagiarism

QY o

(3 of 9)

No evidence to support the allegation of Academic
Misconduct but nevertheless needs to be dealt with
insofar as possible.

Submitting a fraudulent case to obtain an extension,
deferred submission or extenuating circumstances
application in order to gain an unfair advantage.

The presentation of data purported to have been
carried out by the student, or obtained by unfair means.
This also includes the manipulation, tampering with and
adding of data in experimental or similar situations.

The interference with recorded marks which give a
student an unfair advantage.

The submission of a piece of work known to have been
originated by another but which the student has
deliberately modified to make it appear as if it was their
own piece of work.

The assumption by one person of the identity of another
person with intent to deceive or to gain unfair
advantage. It may exist where one person assumes the
identity of a student, with the intention of gaining unfair
advantage for that student, or the student is knowingly
and willingly impersonated by another with the intention
of gaining unfair advantage for themselves.

The incorporation of another’s work, which can include
items or articles, images, equations, programming results
or codes, test results, judgements or ideas in an
assessment either verbatim or in substance without
proper, clear and unambiguous acknowledgement of
the source or content (for example, paraphrasing of a
source with no attempt to acknowledge the source, or
failure to reference appropriately the source of material
used). This includes unacknowledged material
downloaded from electronic sources, published sources
or the work of another student.

Table 5.1-3: Definitions table - 11l
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Purchase/
Commissioning
(including
Contract
Cheating)

Self-Plagiarism/
Duplication

Theft

Unauthorized
possession of
confidential staff
materials

Unethical
Behavior

Any other
Academic
Misconduct

QY o

(4 of 9)

The purchase/commissioning of a piece of work from
another party which is passed off as the student’s own
work, which can include work purchased from
commercial internet assignment writing sites,
organizations or private individuals.

Submitting or duplicating work which is in whole or part
identical or similar fo work already submitted by the
student for another assessment within the College or
elsewhere to gain credit. This will not apply to draft copies
of work.

Theft of another student’s work.

The possession of confidential staff material which has
been obtained without the consent of the member of
staff relating to an assessment, which would give the
student an unfair advantage.

Conduct which deviates from acceptable behavior
including breach of confidentiality or improper handling
of privileged or private information on individuals
gathered during data collection. In addition, failure by a
student to gain appropriate ethical clearance before
collecting data.

Any other practice or deliberate attempt, which the
College considers to give a student an unfair advantage
over other students.

Table 5.1-4: Definitions table - IV
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Stages for Academic Misconduct

Type Example

Minor and/or first offences of Academic
Misconduct, but not limited to cases which
are:

Stage 1

+ Normally less than 40% of the assessed
work was related to the Academic
Misconduct.

+ The Academic Misconduct resulted
primarily from the inclusion of unattributed
material including poorly applied citation
conventions.

+ Failure to follow assessment instructions.

+ The submission of work which has been
previously submitted by the student
(either at the College or at another
institution), or work submitted for
assessment that has previously been
published elsewhere.

Major cases and/or second or more

offences of Academic Misconduct, but not

limited to cases which are:

Stage 2

* Normally more than 40% of the assessed
work was related to the Academic
Misconduct.

» There are strong indications that the
student has infended to gain an unfair
advantage.

+ Exceptional Cases.

Table 5.1-5: Stages of Misconduct
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Recommended
Penalties

Penalty 1, 2, 3 or
4

Penalty 4, 5, or 6.

Recommended Penalties
for Academic Misconduct

Penalty
Penalty 1

Definition

For the first violation, faculty will
give appropriate advice and
guidance on how to avoid
Academic Misconduct in the
future, and award a mark for the
work omitting the Academic
Misconduct issues.

Failure of the work, with a
reassessment opportunity granted
where permissible. The relevant
component will be capped at the
relevant pass mark.

Failure of the work, with a
reassessment opportunity granted
where permissible. The overall
module result will be capped at
the relevant pass mark.

Failure of the module. The student
may restudy the same module, or
take an alternative module if
permitted, at the next available
opportunity.

Failure of the module. The student
may restudy the same module, or
take an alternative module if
permitted, at the next available
opportunity fo receive a capped
mark.

Failure of the module and
withdrawal of the student from
their course of study. Students
retain the credits granted up to
that point of study, with any award

that this may lead to.
Table 5.1-6: Penalties for misconduct

Penalty 2

Penalty 3

Penalty 4

Penalty 5

Penalty 6
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Recommended Penalties for Academic
Misconduct

+ The above mentioned penalties are available for proven cases of Academic
Misconduct. No penalty may be imposed for Academic Misconduct other than
in accordance with the provision of these Regulations as cited below.

« Any of the penalties/actions may also be applied to a student found to have
committed academic misconduct during a reassessment. A penalty for a
second or subsequent substantiated allegation of Academic Misconduct
should be at least a penalty higher than the previously imposed penalty. When
applying Penalty 2 and 3 care should be exercised to ensure that a student is
not able to gain an unfair advantage.

Instructions for Students Undertaking Examinations
By entering the Examination Room, a student agrees to be bound by the
regulations of British Applied College, under the authority of the Senior Invigilator.

NOTE: Where reference to Examinations Office, BACU Student Card, and Head of
Learning Environment etc. appears below, the equivalent will apply at
Collaborative Partner Institutions and it will be the responsibility of the
Collaborative Partner to advise the student on the alternative arrangements.

a. A student must present themselves at the time and place appointed by the
College for the examination. Failure to do so, or failure to submit work having
so presented himself or herself, will normally be deemed to constitute failure in
that assessment, unless there is some cause found valid on production of
acceptable evidence to the relevant Mitigating Circumstances Board.
Students are not allowed to bring a child or pet into the examination room, nor
is a child or pet allowed to be left unattended outside of the examination
room.

b. Students should arrive at the examination room at least 15 minutes before the
start of the examination. Students must not enter the examination room untfil
permission is given by the Senior Invigilator, normally not more than 10 minutes
before the scheduled start of the examination.

c. Students must bring their BACU Student

Card (or equivalent) identification to the
examination room and this must be
shown to the Invigilator, before entering
the examination room. Students who do
not provide appropriate identification will
not be allowed to enter the room until
appropriate identification is provided.
Students permitted to enter the
examination room must place their BACU
Student Card face upwards on the desk
at which they are sitting their
examination. This card will be inspected
by the invigilators during the
examinations.

. Students must not communicate with

each other whilst they are in the
examination room. Students found to be
communicating, looking at another
student work, or using mobile telephones,
pagers, mobile devices or any other
similar devices may be classed as a case
of Academic Misconduct, and this
matter will be forwarded to the student’s
relevant School for consideration.
Students must also behave in a quiet and
orderly manner. Senior Invigilators have
the authority to report, or remove, any
student from the examination room who
is acting in an inappropriate manner. Any
allegations of inappropriate behavior
may lead to disciplinary action.

. Students are not permitted to use

dictionaries unless approval to do so has
been granted by the Module Leader and
nofification subsequently made to the
Invigilator.

5.1 Student Acad. Integrity Policy V2
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f. Students have a personal responsibility prior to an examination to ensure
that non permitted items are not present within unauthorized areas of
the examination room.

The College is not liable for any losses of personal belongings experienced
during an examination. It is recommended that students do not bring
valuables to an examination room. Students should only take into the
examination room those essential items needed to complete the
examination.

Students must leave all large items such as handbags, backpacks and
coats in the area designated by the Invigilator.

Smaller personal belongings including, but not limited to, mobile
telephones, smart watches, pagers, MP3/MP4 players, iPods, tablet
computers, laptop computers, personal organizers, electronic dictionaries,
and unauthorized calculators, wallets, purses, and keys (or any other similar
item), and any other unauthorized material can be stored underneath a
student’s exam desk but these must be contained in a transparent pencil
case or small fransparent plastic bag, which can be provided by Invigilator
on request. Please note that any electronic devices should also be
switched off and not accessed for the duration of the examination. “Non-
smart” wrist watches are permitted but Invigilators have the right to
examine a watch if they suspect it may be used for misconduct.

Before the examination commences, students must place all essential
equipment on their desk. These include: pens, pencils, highlighters, erasers
(no correction fluid or tape is permitted), pencil sharpener, ruler, colored
pencils; these must be contained in a transparent pencil case or small
transparent plastic bag and must be visible to invigilators at all times. In
addition, any examination materials that are listed on the rubric for the
examination e.g. dictionaries, calculators, course notes etc. These materials
maybe checked for any suspected misconduct. Other items such as
calculator cases and spectacle cases, must be placed (and all similar
unauthorized small items) on the floor under their desks.

Students with alternative arrangements may
have a specific item with them which is not
listed above, provided it is recommended
within their support plan, such as an insulin
pen, medical device, or other item.

If unauthorized material is subsequently
discovered not to have been placed in the
appropriate areqa, such material may be
confiscated at the discretion of the Invigilator.
Receipts will be provided by the Invigilator for
personal possessions, which are confiscated. If
a phone rings or an alarm goes off during an
examination, the device will be confiscated by
the Invigilator for the duration of the
examination and a log of the disruption made
against the student’s record.

If a student has any queries about what
material is regarded as being unauthorized
they must consult the Senior Invigilator before
the examination.

A student found with unauthorized material in
his or her possession during the examination
will be reported by the Invigilator. This may be
deemed as Academic Misconduct and be
subject to action under the Regulations
relating to Academic Misconduct. If a student
does not cooperate with the Invigilator(s) this
will be noted on the Invigilators Report Form,
and this evidence will be considered within
any suspected Academic Misconduct
Hearing.
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In examinations with durations that necessitate a break during which fime bags,
books, notes, etc. must be left in the examination room, the College will make
reasonable efforts to ensure that such possessions remain secure but the
exclusion of the liability for valuable items referred to above will apply to such
possessions. Furthermore, the College’s liability for loss or damage to a student’s
possessions will be limited solely to a proven loss of items necessary for the
examination.

d.

Smoking, eating and alcoholic beverages are forbidden in the examination
room, unless prior arrangements have been made in relation to the medical
needs of a student. Students may bring a small bottle of water in a clear
container.

. Each student must complete an attendance card and the front cover of

any answer scripts before he/she commences the examination.

. Students will be informed by the Invigilator of any specific instructions and

when they may commence the examination.

. Any student arriving late will be admitted providing they arrive no later than

30 minutes from the commencement of the examination. Students who
arrive after the 30 minutes may be denied entry intfo the examination room
and the Invigilator will record their details on the Invigilator's Report Form.
Students must read all instructions carefully. Any queries about the contents
of examination questions will not be answered. A student having any such
query must note it in his or her answer script and, in the case of an
apparently ambiguous question, must state the interpretation assumed in his
or her answer

Students must not leave their seats without permission from an Invigilator.
Any student wishing to attract the attention of an Invigilator must raise his or
her hand.

. Extra paper for rough work will not be provided. All work must be done in the

supplied answer scripts and any rough work crossed out. Students must
ensure that all work is written in a legible manner.

. Students wishing to leave the examination room because of iliness or

wanting to visit the toilet must be accompanied by an Invigilator. A student
may only use toilets designated to them by the Invigilator, which may be
inspected by them. Invigilators will indicate in the student’s Answer Book the
time the student left the Examination.

Students should ensure that they do not
consider leaving the Examination Room
until they are sure they have completed.
Students who have completed their work
are not permitted to leave the examination
room during the first 30 minutes or the last
15 minutes regardless of the duration of the
examination. Students wishing to leave the
examination must obtain permission from
an Invigilator and will not be re-admitted.
The Invigilator will formally announce the
end of the examination at which time
students must stop writing their answers.
Students must remain seated and silent unfil
dismissed by the Invigilator. Students will not
be dismissed until all answer books, scripts
etc., have been collected.

. The Regulations define Academic

Misconduct in examination situations as
engaging in any action with the intent of
gaining an unfair advantage over other
students taking the same examination or
knowingly assisting others in this intent. This
may include, but is not limited to:

1. Copying, consulting or attempting to
make use of a script from any other
students during an examination with or
without their permission or knowledge or
knowingly assisting others in this intent.

2. Communicating or attempting to
communicate (by way of oral, written,
electronic, non-verbal) during an
examinatfion with any person other than
an authorized member of staff except
where the Regulations specifically allow
such communication.
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3. Taking into the examination room, or making use of, any written or printed
materials, electronically stored or communicated information, or devices
unless expressly permitted by the examination or course regulations that
have been nofified to the Invigilator, or knowingly supporting other students
in this intent.

4. Gaining access to unauthorized material relating to the examination during
or before the examination.

5. Removing or attempting to remove, part of an examination script from the
examination room.

6. Obtaining a copy of an ‘unseen’ examination question paper in advance of
the date and time of its authorized release.

7. Impersonating, being knowingly impersonated or being party to
impersonation of a student sitting an examination in place of another
student with the infention to deceive or gain unfair advantage, or assisting
others in this intent.

8. Leaving the examination room, for instance during a comfort break, and
consulting any material which would give an unfair advantage, or knowingly
assisting others in this intent.

9. Leaving the examination room outside of the authorized timeframes without
permission from the Invigilator.

10.Disruptive behavior during an examination.

11.Breach of the Regulations with reference to the ‘Instructions to Students
undertaking Examinations.

Any student suspected of contravening these Regulations will be reported to
the relevant Head of School and dealt with in accordance with these
Regulations. The student(s) involved will be informed by the Senior Invigilator, at
the time of the alleged contravention that this is going to happen.

. During an examination, the interpretation of these Regulations is at the
discretion of the Invigilator. A student dissatisfied with any such interpretation
must send a letter to Student Affair’'s Office, within 4 days after the
examination.

If following or prior to an examination the student feels his/her performance
may have or may be affected by any extenuating or mitigating circumstances
he/she must complete a Special Request Form, which is available from the
Department Office.

Relevant forms

Form # Form Name
360 Student Special Request Form
(SC1 form)
6e Invigilators Report Form
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Policy Purpose, Scope & Statement

Purpose

The purpose is to ensure that students receive equal protection and that all
actions and practices are applied equally in a fair, unbiased, and non-
discriminatory fashion.

Scope

This policy applies to all students enrolled at BACU.

Policy Statement

The College has developed Disciplinary Policies and Procedures to prevent
and correct any conduct that is inappropriate or does not comply with the
College standards.

Procedures

Compliance with the Student Code of Conduct and Adjudication Procedures

a. Students shall not assist, encourage or incite any other student to behave in a
way which may constitute a breach of the Student Code of Conduct;

b. Students may be held responsible for any breach of the Student Code of
Conduct committed by any person whom they have invited to any part of the
College (including Halls of Residence);

c. Students may be held responsible for any misconduct which amounts to a
breach of the Student Code of Conduct which occurred prior to enrolment at
the College and which was not previously known to the College, which raises
questions about the fitness of the student to remain a member of the College
community, poses a threat to any Person or the discipline and good order of
the College, or raises questions about the student’s fitness to be admitted to
and to practice any particular profession to which the student’s course or
program of study leads to directly;

d. Students shall co-operate with the implementation of the Student Code of
Conduct and any associated disciplinary action;

e. Students shall comply with the outcome of any disciplinary process as a result
of a breach of the Student Code of Conduct;

f. Students shall not intimidate, victimize or threaten any person who has raised
a complaint against them in respect of a breach of the Student Code of
Conduct, or any witnesses who are involved in that complaint;

g. Students shall not make false, frivolous,
malicious or vexatious complaints about
another person. Where they do they may
themselves be deemed to have breached
the Student Code of Conduct and will be
subject to the procedures in investigating
this breach.

Compliance with the Law

a. Students shall not engage in conduct
which constitutes a criminal offence within
the premises of the College, at institutions
where students are placed or visiting as
part of their studies, or elsewhere;

b. Students shall report to the College
immediately any instances in which they
have been involved which gave rise to
them being arrested, under police
investigation, charged or convicted of a
criminal offence;

c. Students shall not deliberately do, or fail to
do, anything which causes the College to
be in breach of a statutory obligation;

d. Students shall declare upon enrolment any
criminal convictions which they have
received prior to their commencement at
the College.
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Academic Misconduct

d.

b.

Students must attend and fully engage in all learning activities and adhere
to all attendance requirement of the College.

Students must conduct themselves appropriately in all program-related
activities, including placements;

Students must comply with national regulatory framework/professional
body/ external Health Trust, expectations, as required for the standards of
professional conduct expected at the point in training that the concern is
raised;

Students shall not participate in any assessment offences, including making
use of unfair means in any College assessment or assisting another Person
to make use of such unfair means;

Students shall not participate in any misconduct in the course of carrying
out any research activities.

Misconduct in Halls of Residence

a.

Students shall comply with the conditions relating to standards, behavior,
and domestic arrangements required in Halls of Residence as outlined in
their tenancy agreement;

Students shall comply with a direction of any Person, in the execution of
their responsibilities in relation to the Conditions of Halls of Residence.

Ovutcomes and Penalties

© 0000

Dismissal of the case;

Requirement for a verbal or written apology;

Guidance and advice regarding future behavior;

Informal warning (not held on student’s file);

Formal written warning, to be held on the student’s file for a time limited
period, which will be taken info account in any future disciplinary cases
within that timescale;

Formal permanent written warning to be held on the student’s file for the
duration of their study, and which will be taken into account in any future
disciplinary cases;

Requirement for student to sign a ‘good behavior agreement’;

Order for restitution and/ or compensation for damage or loss;

i. Order the withdrawal of any benefit, facility
or privilege for such period as the considered
appropriate, including notice to quit College
Halls of Residence;

. Requirement for the student to aftend a
relevant support service;

k. Reasonable requirement that the student
should carry out an activity, which confributes
to the College community, particularly where
that activity relates to their offence;

|. Reasonable restrictions on communication
with named students or members of staff,
either verbally or via written or electronic or
other means;

m. Production of an action plan for
completion within a set period of time
(normally a maximum of three months), where
possible with the agreement of the student,
setting out actions to be taken to address any
issues, by whom, a completion date for any
actions, and how and when a review of the
action plan will be undertaken.

Nn. Removal from an elected or appointed
office

o. Disciplinary probation with or without loss of
privileges for a specified period

p. Violating the terms of disciplinary probation
or any subsequent infraction (results in
automatic suspension)

g. Suspension from the College for a specified
period

r. Expulsion from the College
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Misconduct Resolution Procedures

d.

o.
C.

—h

A faculty member should try to solve the situation individually with the
student.

If this is not possible, report the misconduct to the Student Affairs Head.
The Student Affairs Head coordinates with the Grievance Committee to
investigate the situation.

. The Grievance Committee interviews the faculty member, student, then

investigates the situation.

Relevant forms

Form Name

Student Special Request Form
(SC1 form)

The Committee reports to the Student Affairs Head within two weeks.
The Student Affairs Head reviews the report and issues a decision.
. The Executive Dean approves the decision. Form #
36a
6j

Student
Complaints/Compliments
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Policy Purpose, Scope & Statement

Purpose

The purpose of the policy to bring awareness to students about the conduct
followed at BACU

Scope

This policy applies to all students.

Policy Statement

The College assures and encourages the students to follow proper code of
conduct in BACU.

Procedures

Student Conduct

+ The College consists of individuals who interact with others to mutually
benefit everyone. This eventually develops a culture with excellent and fair
standards of conduct with distinguishable aims.

+ The College follows a system that is based on freedom of choice that strives
to create best possible educational and cultural conditions that lead to the
full development of students and members of the community.

« Students who enroll at the College neither give up their personal freedom or
their rights, nor do they escape from the duties and responsibilities of a legal
UAE resident or citizen while they enjoy the excellent educational
opportunities that the College has to offer.

« Students therefore have a responsibility to themselves, to their fellow
students, to the UAE laws, and to the policies and procedures of the
College where they have enrolled on their own free will.

Discrimination and Harassment

+ The College believes in equal opportunity in education and employment
and will not tolerate any behavior that is discriminatory or that constitutes
harassment on the grounds of race, belief, color, national origin, religion,
age, gender, or disability.

* Harassment is a type of discrimination. It is
defined as an act or verbal expression
intended against a person's race, belief,
color, national origin, religion, age, gender, or
disability with the aim of interfering with the
ability of that person to find employment or
study, or with the aim of frightening or
creating a threatening or harmful
environment.

* Any person engaging in discrimination or
harassment is subject to disciplinary action.

Dress Code

* Faculty, staff, and students at BAC are
expected to dress appropriately and respect
the cultural and religious principles of the
United Arab Emirates.

* Inappropriate dress for males and females is
unacceptable and not condoned at the
College. Additionally, offensive words or
pictures should never be displayed on items of
clothing in any language.

* Report dress code violations to the
appropriate manager, supervisor, or Student
Affairs Department. Violators of the College
dress code are subject to disciplinary action.

Smoking

BAC provides an environment free from
exposure to tobacco smoke and other harmful
agents such as “vaping.” Smoking or the use of
tobacco, electronic cigarettes or similar
products is not permitted inside the College
facilities.

5.3 Student Conduct
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The College ensures No Smoking signs are properly placed and visible
throughout its facilities.

Notification and Obligation to Read Email

* For much of the communication that occurs at the College, email to @
student's BAC email account is the official form of notification to the
student, and emails sent by College officials to student email addresses are
presumed to have been received and read by the student.

* Emails and forms delivered through an official BAC account by a student to
the College may likewise constitute formal communication, with the use of
the password-protected account that constitutes a student's electronic
signature.

Visitors

Visitors are not permitted in classrooms, laboratories, non-instructional, or
student areas of the campus facility without approval from the management.
Visitors may not pass further than the Campus Reception and waiting area
without proper escort.

Change of Address

Students must noftify the Admission and Registration Office immediately if there
is any address or name change. The Admission and Registration Office
forwards this information to the appropriate academic or administrative
department as required.

The Liberty for students

The students are authorized to enjoy complete full freedom to perform
academic activities and progress in their education. While exercising their
academic liberty, the students should refrain from addressing certain issues
that might offend the community or students/staff and should be subftle to the
local custom, religion and culture.

The guide for Professional Ethics
The college expects from students to follow high
level of ethical standards while dealing with
staff, fellow-students, and society in general.
Below is the list of certain directions for students
regarding professional ethics.
» To follow the college rules and
regulations.
» To discourage all sorts of prejudice or
discrimination.
+ To promote culture of collaborative
learning.

The Guideline for Intellectual Property
According to the Federal Law No. 7 of 2002,
UAE, all the individuals will be disciplined
according to the college regulations. The
College will not give permission to violate any of
its facilities. In addition, the College will not
make use of any resources that violate the
copyrights.

5.3 Student Conduct
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Policy Purpose, Scope & Statement

Purpose

The purpose of the policy to bring awareness to students about their rights
and responsibilities.

Scope

This policy applies to all students.

Policy Statement

The College assures and encourages fair freatment and equal opportunities
to all students. Students are encouraged to be aware of their rights and
responsibilities well in advance.

Procedures
Student Rights

Student rights include but are not limited to:

* The right to exercise the privileges of a legal resident in a higher education
setfting.

* The right to question and recommend improvements to policies,
regulations, and procedures that affect student welfare. This right is often
exercised by using the appropriate channels available through the Student
Affairs Office. Students may also be a committee member where they
participate in the governance of the College.

» The right to a counselor representation, a fair hearing, and to an appeal
when disciplinary actions are taken against the student as an individual or
as a member of a group.

Student Responsibilities
Student are responsible for the following (but not limited to):
« Being fully aware of all published rules, regulations, and policies of the

College and comply with them in the interest of maintaining an orderly and
productive College community.

» Following the principles of common decency

and acceptable behavior that are expected
while pursuing a college education. This
includes the obligation to respect the rights,
freedoms, and property of others.

Checking their College email account
regularly, as this is the primary method of
communication from the College

Attending all learning and teaching activities,
unless they have valid mitigating reasons for
not doing so.

Engaging fully with learning and teaching
activities, including arriving punctually and
remaining for the duration of the session.
Notifying their Program Coordinator/Head of
Schools, in a timely manner, of absence due
to sickness, where possible and practical to
do so.

Notifying their Program Coordinator/Head of
Schools of other periods of anficipated
absence. In some circumstances, this may
constitute an interruption of studies.

Where a student is undertaking a work
placement or internship, the student must
notify both their School/Collaborative Partner
and placement/internship provider in the
event of absence.

If they are unable to attend due to religious
observance, the student must liaise with the
Module Leader at the earliest opportunity in
advance of the religious observance to agree
an alternative approach to engagement in
the learning experience.

Familiarizing themselves with the content of
this Policy and Procedure.

5.4 Student Rights and Resp. Policy V2
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Equality and diversity

Equality and fairness are central to our work. The design of these qualifications

embeds consideration of equality and diversity as set out in the qualification

regulators’ General Conditions of Recognition. Promoting equality and
diversity involves treating everyone with equal dignity and worth, while also
raising aspirations and supporting achievement for people with diverse
requirements, entitlements and backgrounds. An inclusive environment for
learning anticipates the varied requirements of students, and aims to ensure
that all students have equal access to educational opportunities. Equality of
opportunity involves enabling access for people who have differing individual
requirements as well as eliminating arbitrary and unnecessary barriers to
learning. In addition, students with and without disabilities are offered learning
opportunities that are equally accessible to them, by means of inclusive
qualification design.

BAC follows Pearson’s equality policy which requires all students to have equal

opportunity to access our qualifications and assessments. It also requires our

qualifications to be designed and awarded in a way that is fair to every
student. We are committed to making sure that:

» students with a protected characteristic (as defined in legislation) are not,
when they are undertaking one of our qualifications, disadvantaged in
comparison to students who do not share that characteristic;

» all students achieve the recognition they deserve from undertaking a
qualification and that this achievement can be compared fairly to the
achievement of their peers.

» Pearson’s policy followed by BAC regarding access to its qualifications is
that:

+ they should be available to everyone who is capable of reaching the
required standards;

+ they should be free from any barriers that restrict access and progression;

« there should be equal opportunities for all wishing to access the
qualifications.

BAC recruits students to BTEC Level 3 qualifications with integrity. This will

include ensuring that applicants have appropriate information and advice

about the qualifications, and that the qualification will meet their needs. BAC
will review the entry profile of qualifications and/or experience held by

applicants, considering whether this profile shows an ability to progress to a

BTEC level 3 qualification.

BAC will take appropriate steps to assess each
applicant’s potential and make a professional
judgement about their ability to successfully
complete the programme of study and achieve
the qualification. This assessment will need to
take account of the support available to the
student at BAC during their programme of study
and any specific support that might be
necessary to allow the student to access the
assessment for the qualification.

5.4 Student Rights and Resp. Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose is to ensure that students attend classes and acquire knowledge
by face to face teaching and learning.

Scope

This policy applies to all students enrolled at BACU.

Policy Statement

The College has student attendance policy to ensure there is an efficient
system that students attend the college on time, regularly and maintain good
attendance and face to face teaching and learning.

Procedures

Leave of Absence
+ Students are required to attend all scheduled classes. Unexcused absence
from class can never relieve students from the work necessary to
satisfactorily complete a course. Excessive unexcused absence from
courses results in the following measures:
» First Warning: Unexcused absence for 10% of the total class hours
» Second Warning: Unexcused absence for 20% of the total class
hours
» Final Warning: Unexcused absence for 25% of the total class hours
(students must retake the module paying additional tuition fee for
retake).

NOTE: Any exception to the above policy requires approval from the Head of
School.

Rules for Altendance
+ Students may be marked absent but allowed to enter the classroom if they
are:
a. More than 10 minutes late from the start of a class in the first class
period of the day.
b. More than five minutes late from the start of a class for all other
class periods.

Students who remain absent claiming to
aftend rehearsals or events for College or
intercollege programs, for example, will be
marked absent unless they produce written
permission from the appropriate faculty
member or student services officer in
advance.

Leaving a classroom to answer telephone
calls is never permitted.

In extraordinary situations (valid and
acceptable reasons) where student
aftendance is below 75% but not below
70%, they may be permitted to take part in
final examinations with permission from the
Head of School. An administrative fee may
be charged in these cases.

Head of Schools and faculty are required to
ensure the above rules are enforced by
managing daily attendance records and
through other checks and monitoring
means.

Relevant forms

Form # Form Name

360 Student Special Request Form
(SC1 form)

5.5 Student Altendance Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to elucidate student college fees and clarify
BACU’s norms and guidelines in offering financial assistance to students.
Scope

This policy applies to all new and current students.

Policy Statement

The College requires students to pay tuition fees depending on their levels in
addition to other fees related to registration, activities among others. The
college also offers financial assistance & scholarships to students based on
norms and guidelines outlined in this policy..

Procedures

Tuition and Fees
+ The British Applied College (BACU) charges the following tuition and fees for
registered students:

Application ¢« Admission ¢ Registration Fees:
Application Fees One-fime fee submitted with the application; non-refundable
Regis‘l‘rdﬁon Fees One-time fee submitted per year; non-refundable
Graduation Fees One-time fee (Final Semester)
Tuition Fees:
Tuition - For different Levels Per year Payment plans available

Other Fees:

Late Registration Fees
Activities & Technology Fees

Other Fees

Table 5.5-1: Sample Fee Structure
Students must refer to College Website for the latest approved Fees

Refund Policy

+ Admission and Registration Fee is non-
refundable. Refer to Refund policy for
details.

Fees on Drop & Add Module

» Students who withdraw before program
courses begin will receive a 100% refund of
the tuition fee paid.

« Students who withdraw within one week
after program courses begin will also receive
a 100% refund of the tuition fee paid.

» Students who withdraw between 1st and
2nd week after the classes begin, will
receive a 50% refund of the tuition fee paid.

« Students who withdraw from the start of 3rd
week onwards after the classes begin, will
not receive refund of tuition fee paid.

5.6 Student Finance Policy V2
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Financial Aid, Discounts & Scholarships
The College offers the following discounts and scholarships for students:

 Early Registration Discount: A discount of up t010% on the tuition fee for
brothers, sisters, or spouses studying at BACU. (Both family members must be
registered during the same semester to take advantage of this discount).

+ Financial Aid: An Individual Needs Scholarship (Financial Aid) is a reduction
of the tuition fee based on special needs. These scholarships are awarded
on a case-by-case basis. Students are required to present evidence of

financial hardship to the student affairs officer who will submit their case to Relevant forms
the senior management for approval.
Form # Form Name
« Merit Scholarship: A Merit Scholarship provides up to 50% reduction of tuition 6h Scholarships, Discounts &
fees. A designated committee chaired by the Executive Dean awards this Financial Aid - BACU
scholarship to new students with high secondary school score averages 6] Refund R b f
(0% and above). Currently-enrolled students who earn an average of 90% = U SOJLIEs JOllnT

marks or above (or AllD’s in UK Level 3,4, or 5) in the previous semester may
also qualify for this award.

» Any scholarship/Special Discount/Financial Aid given to the student is only
available for one academic semester. For this scholarship/Discount to
confinue in subsequent years, senior management will revise student
performance and the necessary renewal approval will be required.

» For scholarship approval renewals, students must maintain class atftendance
of no less than 90% and earn an average of 0% marks or above (UK Level
6), or All Dsin UK Level 3,4, and 5 in each semester.

For any of the discounts, scholarships or financial aids, students must submit an
Application For Scholarship, Discounts, & Other Financial Aids to the student
affairs officer along with the registration form who will forward their request to
the registrar for further processing. Students will be informed of the decision

with five working days. 5.6 Student Finance Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose is to inform the rights and responsibility of students on their College
records and ensure the privacy of the records.

Scope

This policy applies to all documents, records and transcripts of college students
Policy Statement

The College keeps students’ records and ensures the confidentiality and safety
of student data.

Procedures

Each student’s permanent record maintained at BACU includes:

+ Essential student identification information

» A listing of all coursework accepted for transfer by the College

« Current list of BACU courses/subjects/units completed

* Marks earned each semester

+ Documents that pertain to academic probation, suspension, or dismissal
+ Degree completion documentation for a student who has graduated

Student records are considered permanent and will be kept as active records
perpetually. The institution will never dispose of these records as they are the
permanent and official records of all grades, credits, and degree earned by
students at BACU.

Scanned archive copies of student records are maintained electronically through
the network server system at the College and on electronic media securely stored
at an off-campus location. The College stores active student records in fireproof
file cabinets on campus.

The college has developed procedures for an effective and efficient record
keeping of the students’ data as well as ensuring the confidentiality of the
records. However, students can access their own data on written request. The
college will not fulfill the request if student has to pay the outstanding balance on
his or her account.

In addition, college personals that have a
valid reason to access the student’s record
can access the data however in order to do
this, the Dean’s approval is mandatory.
Furthermore, all the data has backup and
student record is kept in soft copy with must
backup file. The data of the students is safe
and maintained in the fire proof place to
avoid any problem.

Maintenance and disposal
of students’ records

Students’ original records, such as 12th grade
transcript, Transfer certificate and other
relevant photocopy of documents are
maintained safely by the Registration Officer.
These records are secured in a fire-proof
storage and backed up off-site.

The registration officer prepares and maintains
the semester-wise assessment report summary
of all students up to the end of his or her
studies in the college. The registration office
maintains hard and soft copy of theses
transcripts permanently.

Students’ attendance records and assessment
records are maintained at concerned
academic departments. The academic
department also maintains information about
other achievements of students such as
participation and winning in various
competitions, Symposiums, Conferences
conducted by different colleges.

5.7 Student Records Policy V2
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BAC maintains records of assessment for each student. Records include
assessments taken, decisions reached and any adjustments or appeals. for
audit by Pearson. Student work will be retained for a minimum of 3 years after
certification has taken place. All these records will be made available to
External Examiners upon request.

5.7 Student Records Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose of the policy is to inform that the secrecy of all relevant data or
information are maintained.

Scope

This policy applies to every student at BACU.

Policy Statement

The College does not release student information to any third party without a
valid authorization from the student.

Procedures

No person other than the Registrar and assigned staff has access to student
information and the College will not disclose any information from a student's
permanent academic record without the written consent of the student
concerned.

Access to student records is only given to authorized individuals at BACU who
have an official requirement to view information about completed courses and
grades earned by students to fulfill administrative responsibilities and assist students
with registration, advising, degree completion, and career counseling.

Student grades and any other relevant data will not be made available to other
people or any third party without an authorization letter signed by the student.
Moreover, all the students can request their transcripts anytime when needed.
Official transcript will be given to the students free of cost for the first time.

Additional copies of the transcripts will be charged at 100 AED per copy. In this
case, franscripts cannot be handed over to any third party without an
authorization letter and Identity proof of the third party. It is the individual
student’s responsibility to get attestation of the transcripts if any required from the
ministry of higher education.

5.8 Student Information Release Policy V2
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Physical Resources established for learners

The following table shows that most of the laboratory requirements for the first
and second year segments of the Level 3 Diploma programs established at the
College to support the curricula proposed by the Curriculum Committee.

The table below shows the established basic resources required for all students
and staff such as classroomes, library, cafeteria, prayer rooms, computer labs,

offices, drawing room, and rest rooms.

Common Service Facility Requirements

Facility
Classrooms
Computer Labs
Laboratories
Drawing Room
Faculty and Staff Offices
Library
Maker's Space
Innovation Room
Cafeteria
Student Center
Gym
Closed Auditorium
Open Hall Auditorium
Playground
Prayer Room (Male)

Prayer Room (Female)

Quantity
25
4

Male Washrooms Table 6.1-1: Support services for students g

- 1 xa1

6.1 Physical Resources
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Labs in the School of Construction & Built
Environment

The School of Construction & Built Environments hosts:

» Strength of Materials Laboratory with Universal Testing Machine, Charpy
Impact Test, Torsion Test, Spring Test for Rigidity Modulus, Beam Deflection Test.

* Fluid Mechanics and Hydraulics Laboratory with Metacentric Height, Pipe
Losses, Venturimeter, OrificeMeter, Rotometer, Pelton Turbine, Reciprocating
Pump, Centrifugal Pump.

» Concrete Laboratory with Vicat apparatus, concrete mixer, vibrator, curing
tank, slump cone test apparatus and moulds.

» Highway Engineering Laboratory with Los Angeles, California Bearing ratio test,
aggregate impact test, Ring and ball test equipment.

» Geotechnical Laboratory with Castigliano’s apparatus, sand replacement
method set up, core cutter apparatus, direct shear test set up and proctor
compaction instrument.

» Surveying Laboratory with Total Station, Dumpy Level, Theodolite, Prismatic
Compass.

» Design Studio & Workstations with Revit, AutoCAD, SketchUp, STAAD PRO

6.1 Physical Resources
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Notable lab setup in the School of Construction & Built Environment

6.1 Physical Resources
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Labs in the School of Engineering

The School of Engineering hosts:

Computer Labs & Workstations with the latest simulation software and virtual
labs.

Electronics Laboratory with Function Generators, Analog or Digital Integrated
Circuits, Oscilloscopes, PCs with specialized electronic design software, Fixed
and Variable Power Supplies and Arduino Kits.

Control System Laboratory with a hand robot, coupled tanks, industrial control
systems, microcontroller boards from Maftrix (E-blocks2) and Field
Programmable Gate Arrays (FPGA) kits. The equipment is used for teaching
process calibration, open loop and closed-loop systems, and PID conftrollers.
The lab is also equipped with digital oscilloscopes, arbitrary sweep generators
and Flowcode and Matlab/Simulink software.

Fluid Mechanics Laboratory with Metacentric Height, Pipe Losses,
Venturimeter, OrificeMeter, Rotometer, Pelton Turbine, Reciprocating Pump,
Centrifugal Pump and Digital Viscometer.

Strength of Materials Laboratory with materials samples, Single and Double
Rotor System, Rockwell and Brinell Hardness Test, Torsion Testing
Machine, Beam Deflection Test Apparatus, Spring Testing Machine, Izod
Testing Machine, Microstructure test setup, Non-destructive test setup and
Universal Testing Machine.

Dynamics & Workshop Laboratory with Transverse Vibration Setup, Spring Mass
System, CNC Miling Machine, Lathe Machine, Milling and Driling
Machine, Portable Welding Machine.

Thermal Engineering Laboratory with Section of 2 Stroke Petrol Engine, Section
of 4 Stroke Petrol Engine, Section of 4 Stroke Diesel Engine, Forced Convection
Heat Transfer, Natural Convection Heat Transfer, Emissivity of A Gray Surface
and 4 Stroke Diesel Engine with Mechanical Loading

6.1 Physical Resources
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Some key Notable lab setup in the School of Engineering
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Labs in the School of Computing
The School of Computing hosts:

a wide range of computing resources and laboratories available to support its
educational and research missions.

In addition to 100+ workstations (with the latest software), the school has a
number of high-end shared-memory multiprocessor compute servers and file
servers and multiple specialized research labs for individual research groups
including IOT, Network, Computer Vision and Robotics Labs.

Programming with Visual Studio 2022, Eclipse IDE, Notepad++, Java

Website Development with Visual Studio Code/ Sublime Text

Mobile Apps Development with Android Studio, MIT App Inventor, and Java

Networking and Security with Packet Tracer and Wireshark

Database Management System with MS SQL Server Management Studio,
Visual Studio, MySQL, and MS Access.

Internet of Things(loT) with Arduino, Raspberry Pi, Python IDE, Thony python,
and Raspberry Pl OS

Artificial Intelligence with Clojure, Tensorflow, R Programming, and R Studio

Machine Learning and Deep Learning with R Programming, R Studio, Keras
API, TensorFlow API, and Python

6.1 Physical Resources
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Some key Software Screenshots used in the School of Computing
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> library(ggplot2)
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to provide guidelines on how to improve the
intellectual and personal skills of students and hence succeed in academics.
Scope

This policy applies to all students.

Policy Statement

The College provides academic advising for intellectual and personal
development of students for successful progression towards graduation.

Procedures

« Every student has an Academic Advisor assigned to them by the respective
Head of School for the duration of their degree program.

» Academic Advisors assist students with:

choice of major

semester course selection including choice of program electives

registration-related matters

academic progression

internship guidance and support

o career goals.

« Advisors are available to students on a daily basis by appointment orin
non-scheduled sessions. Advisors primarily discuss goal-setting, answer
questions about academic programs, review student registration forms for
courses, and refer students to College and off- campus resources as
required.

+ The optimal advisor-to-student ratio is 1 advisor for every 25 students.

O O O O O

Assistance to poor academic performers

Students whose performance is poor in academics are identified by the
academic advisors. They are advised individually to identify the reasons
behind poor academic performance. The academic reasons identified are
addressed on a case to case basis. Necessary academic support is arranged
by the head of the department.

. The concerned faculty members provide
necessary guidance and teaching apart from
regular contact hours in his office to guide the
student for his academic betterment. Any non-
academic reasons are sorted by advising or
discussing with the parents/guardians of the
adyvisee.

Relevant forms

Form # Form Name
6d Academic Advising Session
Record Form

6.2 Academic Adyvising Policy V2
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6.3

Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to provide guidelines on supporting students with
proper counselling in a healthy and safe study environment.

Scope

This policy applies to all students.

Policy Statement

The College helps students understand their strengths and weaknesses and
resolve their educational, vocational, and personal problems. The Student
Affairs Office will have basic counselling services for students. The College
provides counselling through the Student Affairs Office to all enrolled students.
The student counsellor works with students struggling with a variety of personal
issues such as:

+ Adjustment to college life

+ Academic challenges

» Emotional issues or distress (anxiety, stress, grief, depression)

+ Low self-esteem - feelings of inadequacy

» Relationship issues (friends, classmates or roommates)

Procedures

+ The Student Affairs Office will provide confidential counselling services and
general advising to BACU students. Its goal will be to help students reduce
stress, maximize opportunities for academic and personal success, enhance
personal development, and make important life changes.

o Any student requiring counselling support should contact Student
Affairs Office and make an appointment.

o All administrators, faculty, and staff should refer students to Student
Affairs Office for counseling services when necessary.

o If the student is currently seeing a Medical/Mental Health
Professional, the student will need to provide documentation from
the Medical/Mental Health Professional.

* The Students Affairs Office maintains a record

each student who has taken the counselling
services. It contains the notes of the
counselling session and the information
provided by the student.

To obtain any special facility or
accommodation for a disability, a current
medical certificate from a recognized
medical practitioner needs to be submitted.
The certification must not be older than one
year from the date on which it is being
submitted to the institute.

Relevant forms

Form #

Form Name

6C Student Counselling Record Form

6.3 Student Counseling Policy V2
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Policy Purpose, Scope & Statement

Purpose

Career Services department plans to meet its mission by supporting students, future
alumni, faculty and staff, and through collaboration with local area, regional, and
international employers. They will also offer the best possible suggestions and
solutions with access to the most current employment information and career
resources available. They plan to offer on-line interaction for off-campus clients.
Scope

This policy applies to all college students, faculty and staff.

Policy Statement

The College offers career services to students through the Student Affairs Office and
the Schools at BACU.

Procedures

The Student Affairs Office at BACU will provide advice, counseling, and information
to students and future alumni as a key part of the Student Affairs Office. Career
Services will do its best to provide BACU students and future graduates with a clear
purpose and the sound decision-making skills required to be confident and
competitive in managing their careers and in advanced academic pursuits.

Career Services plans to meet its mission by supporting students, future alumni,
faculty and staff, and through collaboration with local area, regional, and
international employers. They will also offer the best possible suggestions and
solutions with access to the most current employment information and career
resources available. They plan to offer on-line interaction for off-campus clients.

The Student Affairs Office intends to provide the following training (seminars,
workshops) and support services for students and future alumni:

Career Planning Job Search Techniques BACU Alumni Directory

Career Interest Surveys CVs and Cover Letters Links to Employer Databases

Links to
Agencies

Employment

Career Assessment Tools Employment Interviews

Internship Opportunities Employment Workshops @ Career Opportunities Abroad

Table 6.4-1: Support services for students

The Student Affairs Office will collaborate with
employers in these ventures:

+ Ask employers to post key contact
information for student and alumni access

* Invite private and public sector companies
or agencies to participate in Career
Services-sponsored job fairs and workshops

« Schedule on- and off-campus interviews for
organizations who wish to hire BACU
students and alumni

» Encourage employers to list job vacancies
and internship opportunities with the Student
Affairs Office

+ Enable employers to search student and
alumniresumes on file at the campus for
possible internship positions and full-fime
employment

Career Services plans to regularly engage
College faculty, and staff to update them on
additions to the services it offers and to
encourage them to remind students to take
advantage of its service offerings. The faculty
and staff are also excellent sources for
providing job referrals for students and
potential employers.

The Student Affairs Office will employ staff with
the appropriate skills and expertise to achieve
its mission. Career Services expects to meet the
College mission through the many top-quality
services it plans to offer.

Thus the mutual benefits of industrial fraining,
internship, and job placement for our students,
developing industry required applied research
by faculty, and man power support from BACU
that is industry-ready to meet the demands of
the employers and society.

6.4 Career Services Policy V2
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Thus the mutual benefits of industrial training, infernship, and job placement for our
students, developing industry required applied research by faculty, and man power

support from BACU that is industry-ready to meet the demands of the employers
and society.
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to expose the students to the real-life industrial
experience which will allow them to be involved in existing engineering
applications development, as well as gain practical knowledge and
experience related to the major.

Scope
This policy applies to all students interested in doing internships (usually after
completing UK Level 4).

Policy Statement

« All students are highly encouraged to be enrolled in the internship
programs with local industry. The internship location can be a public or
private organization that is involved in services related to the students'
major.

« The Student Affairs Office is responsible for coordinating with Head of
Schools and interested students regarding internships and other forms of
experiential learning at the College.

« This policy describes the Internship Program along with the roles,
responsibilities, and completion requirements for faculty, staff, students, and
employers involved.

Procedures

Currently, the internship program is zero credits and non-compulsory but, it is
highly recommended. However, BACU has future plans to make internship as
a core requirement in the study plan. The following include a list of conditions
related to the internship.

* The Internship course requires at least 25
workdays in the private or public sector.

« Students need to choose to perform
internship duties in areas related to their
program of study.

« he College approves the desired or
selected workplace.

« Students can perform academic
projects/research projects proposed by
faculty members or project leaders from
the industry.

+ Tenure of this project will be during
summer vacation (preferably after UK
Level 4.

« This internship should be preferably
aligned with their Program Learning
Outcomes (PLOs).

Following are the details regarding the
procedures to be followed for enrolment
and participations in internships:

+ Head of Schools will prepare an up-to-
date list at end of every academic year of
local companies (public/private) that
offers services related to the program they
are enrolled to.

+ Head of Schools will communicate and
create dlliances with managers and
directors from the list of companies in
attempt to secure internships for interested
students.

* The list of potential companies will be
published on the college website and
made available to all students.

* Interested students will submit the
‘Students Internship  Application Form’
(Form #3b) to the Student Affairs Office.

6.5 Internship Policy V2
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The Student Affairs Office will forward the student internship application
form to the respective Head of schools through Academic Director’s
Office.

Arrangements to secure the internships with the student’s preferences will
be made accordingly by the Student Affairs Office in coordination with the
Head of Schools.

The approved students will start the internship after end of UK Level 4 during
the summer session.

The Faculty member/advisor need to monitor the student’s performance
by interacting with the Internship on-site mentor and by getting weekly
progress reports from the students.

At the end of the internship program, students need to submit a final report
and present their work to the members of the School.

Relevant forms
Form # Form Name
3b Students Internship Application
Form

6.5 Internship Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to provide guidelines on healthcare services
available for students, faculty and staff.

Scope

This policy applies to all students, faculty and staff.

Policy Statement

The College is dedicated to provide proper healthcare services for all
stakeholders including a healthy and safe environment that promotes
wellbeing of the students, faculty and staff.

Procedures

« All students, faculty members and staff must be covered by health
insurance. As a part of the registration process during admission, every
student will be required to enroll for health insurance if they do not have
any other insurance.

« Students and staff can access the health services through the health
insurance scheme in designated hospitals and clinics. Administration Office
will provide the list of designated hospitals and clinics.

« For any minor health-related services, students, faculty and staff can
contact health care clinic at the college.

6.6 Headlth Services Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to ensure health and safety of all its stakeholders within
the College premises.

Scope

This policy applies to British Applied College community which includes faculty,
staff, students, guests and visitors.

Policy Statement

In accordance with the United Arab Emirates Laws and Regulations regarding
health and safety, the College provides safe and healthy environment for the
BACU community which includes faculty, staff, students, guests and visitors. The
College will comply with all required legislation relating to health and safety. This
Policy provides staff and learners guidance regarding their responsibilities to ensure
a safe place to learn and work.

Procedures

The BACU ensures that this Health and Safety Policy is implemented on a day-to-

day basis and that sufficient resources are made available to achieve this. In

accordance to this policy, BACU is committed to:

» Providing a safe and healthy working and learning environment at the college

* Preventing accidents and work-related ill health

» Assessing and confrolling risks from academic and non-academic activities

« Ensuring safe working methods and providing safe equipment and tools

» Providing effective information, instruction and training to learners, staff and
faculty

* Monitoring and reviewing systems to make sure they are effective

« Promoting a positive health and safety culture through communication and
consultation with employees, students and their representatives on health and
safety matters

+ Ensuring adequate welfare facilities exist at the college

« Ensuring adequate resources are made available for health and safety issues, so
far as is reasonably practicable

» Reporting any hazardous or unsafe condition identified to concerned person in
the office/building

 Investigating any accidents occurred at work and appropriate reports are mad
for the purpose of minimizing any recurrence

Responsibility

Executive Dean:
Dean has ultimate responsibility/accountability
ensuring the implementation of this policy.

Director of Marketing and Student Affairs:
The College has a Director Marketing and
Student Affairs who is responsible for ensuring
legal and regulatory compliance and for
ensuring this Policy is implemented.

Responding to Safeguarding Concerns
Chairman:

 Is accountable for ensuring an appropriate
health and safety policy is in place and it is
implemented.

+ Assign and communicate safety and health
responsibility to all staff levels.

Executive Dean:

Executive Dean is responsible for the day-to-
day management of the college and shall be
responsible for the following:

* Promote and implement the Health and
Safety policy.

« Ensure that the Policy is communicated
adequately to all relevant persons.

» Ensure appropriate information on significant
risk activities is given to faculty, staff, Students
and visitors.

» Provide sufficient resources to enable faculty,
staff and students to comply with Health &
Safety Requirements.

6.7 Occup. Health and Safety Policy V2
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Health and Safety Officer

Health and Safety Officer will act as the main point of contact for all premises
Health and Safety issues and will advise on any Health and Safety issues and
methods of resolving the H&S issues. Health and Safety Officer will:

Ensure that the activities conducted within the college comply with the Health
and Safety policy

Formulate and promulgate safety rules for the activities conducted within the
college.

Ensure that all staff and faculty are provided with adequate information,
instruction and training on health and safety issues.

Make suitable arrangements for the identification of hazards and the completio
of risk assessments for departments and working practices to be undertaken.
Ensure safe systems of work are in place as identified from risk assessments.
Ensure that emergency procedures are in place.

Ensure that equipment is inspected and tested to ensure it remains in a safe
condition.

Ensure records are kept of all relevant health and safety activities e.g.
assessments, inspections, accidents, etc.

Ensure arrangements are in place to monitor Health and Safety performance.
Ensure frained first aid personnel are available.

Ensure that all accidents are investigated, and any remedial actions required ar
completed.

Provide Report annually on the health and safety performance of the college.
Review and up-date policy as appropriate

Facility Manager:

Ensure the safety, security and maintenance of BACU premises.

Ensure fire risk assessment and ensure adequate evacuation procedures are in
place including for persons who require assistance during an emergency
evacuation and the adequate provision of appropriately trained staff to enact
evacuation.

Ensure that fire safety equipment are adequately maintained and tested in
accordance with statutory requirements.

Ensure premises inspections are completed fo ensure maintenance and safety
issues are monitored and identified for action as appropriate.

Provide suitable resources where appropriate.

Heads of Department

Promote the Implementation of the BACU
Health and Safety Policy to their own
department or area of work and ensure that
faculty are aware of their responsibilities for
the application of the Health and Safety
policy.

Ensure there is effective supervision of their
students.

Ensure that everyone in their department
comply with all arrangements in place for the
promotion of Health and Safety.

Faculty and Staff

Follow the particular Health and Safety
measures to be adopted in their own
teaching areas

Give clear health and safety instructions and
warnings to students when necessary.

Use all work equipment and substances in
accordance with instruction, training and
information received.

Report all accidents, near misses/dangerous
occurrences and defects to their Head of
School or Health and Safety Officer.

Act in accordance with any specific health
and safety tfraining received.

Individual Responsibilities (students)

Understand their responsibilifies within the
Health and Safety Policy.

Follow safe working practices

Report any hazardous and unsafe condition
to their health and safety representative

Visitors
Adhere to college policies and procedures
Follow college site safety rules at all times.

6.7 Occup. Health and Safety Policy V2
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In the near-term, the College will coordinate with local Civil Defense authorities to
determine the type of safety training that will be required for employees and
students to increase safety awareness and strictly follow safety rules.

Safety equipment and other protective clothing for students is available to assure
safety in laboratories and workshops where they handle different types of
equipment. Emergency equipment is in place at proper locations to handle fire,
injury, or other emergency that may arise.

Different sets of warnings and safety rules have been developed for each
laboratory. Special protective gear and clothing is specified in accordance with
these rules. Instructions for equipment operation have also been prepared and
must be strictly followed.

ITEM QUANTITY LOCATION
First Aid Kit 5 All Laboratories and Workshops
First Aid Box 5 Clinic
. Workshop, Thermal Laboratory,
Burn Kit 2 Energy Lab, and Cafeteria
Oxygen Cylinder 2 Clinic (when built)
Fire Extinguisher 2% Laboratory, Cafeteriq, and
(Powder) Corridors
Fire Extinguisher (CO2) 28 Lobc?rofory, Selisisiel elne
Corridors

Available in

Emergency Lighting ;rr:]e’rhsuél\(jlenngr Classrooms, Corridors, Laboratories,

Units and Offices
of a power

outage

Table 6.7-1: Emergency Equipment

6.7 Occup. Health and Safety Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to first aid treatment is available within the College
premises for injured or ill person when necessary.

Scope

This policy applies to British Applied College community which includes faculty,
staff, students, guests and visitors.

Policy Statement

British Applied College is committed to encourage and promote good health and
to deal efficiently and effectively with illnesses and emergencies that may arise at
the campus. The policy ensures that the College has adequate and appropriate
equipment, facilities and procedures to provide appropriate First Aid.

Responsibility

Executive Dean

Deans is responsible for ensuring that an appointed persons and adequate
equipment are available to provide first aid for faculty, staff, students and visitors at
BACU.

Health and Safety Officer

» Ensure first aid arrangements are communicated to staff, pupils and visitors,
through induction, briefings and signage.

« Ensure any first aid kits held locally by the department are periodically checked
and appropriately stocked.

« Carry out a first aid needs assessment to ascertain the needs of the College.

» Arrange appropriate first aid training.

First-Aider

First Aiders are staff who hold a current first aid certificate issued by an approved
Health & Safety training organisation. First-Aider will:

» Provide first aid, as required.

» Acting as first responders to any incidents;
they will assess the situation where there is
an injured or ill person, and provide
immediate and appropriate freatment

* Respond promptly to all requests for
assistance.

« Summon further help if necessary.

* Look after the casualty until recovery has
taken place or further medical assistance
has arrived.

* Report details of any tfreatment provided to
the person completing the College
Accident/Incident Recording form.

Obtaining First-Aid

When immediate first aid is needed because
of a minor accidental injury or iliness, faculty,
staff and students should obtain freatment
through Health Clinic at BACU.

Transportation to Medical Facilities

In emergency situations, BACU will provide
fransportation to nearby Medical Health
Center. For serious-situation, Nurse/First aider
will call 997 for ambulance.

Recording Injuries and llinesses

All work-related injuries and illnesses must be
recorded and reported to the injured person’s
supervisor in case of faculty and staff and in
case of students, parents should be informed.

6.8 First Aid Policy V1
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First Aid Supplies:

Basic First Aid kits are available. They are easily identifiable and must be kept in a
clean dry area. They are checked on every quarter to ensure the contents are
there and up to date. The kit should contain at least the following:

10 adhesive dressings (plasters) of assorted sizes

+ 3 medium sterile dressings

» 1 large sterile dressing

» 3 small sterile dressings

» 1 extra-large sterile eye patch

« 2 friangular bandages

» Safety pins

» Disposable latex gloves

« 2 small plastic bags- for disposable of soiled items
» 1 guidance card and contents list

Training

Training and renewal of first aid qualifications will be coordinated and arranged
through Health and Safety Department.

6.8 First Aid Policy V1
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Policy Purpose, Scope & Statement

Purpose

The purpose is to provide and ensure quality, and timely availability of
academic and research materials for study and reference.

Scope

This policy applies to the entire College community, guests, or visitors.

Policy Statement

The Library and Learning Resources Center provides high-quality resources to
the right learner at the right time.

Procedures

« The Library supports the institution in developing an internationally reputed
research institution. The Library will proactively reach out to the user
community to facilitate learning resources to meet the demands of the
academic community. The Library will acquire collections of print and
electronic resources which includes books, periodicals, online databases,
CD/DVDs, e-Books, e-Journals, tfraining manuals, and other reference
materials.

« The library has electronic research materials (e-books and e-journals) as well
as printed versions to help students with coursework, research projects, and
other academic activities.

« All students, staff, and faculty members can access the reference materials
and books at the College as well as General Education reference books.

» Library users can download and print the articles using the computers
installed in the library.

+ Students at the College can print material that has no copyright or patent
restrictions. If the library receives new journals, books, or other materials, this

information will be circulated to students, staff, and faculty members through
College email so that they are informed about new resources available in the

library.

British Applied College
dlng Ao pn il gl Al

Library Code of Conduct

*  Maintain complete silence inside the library

+ Use of mobile phones is strictly prohibited
(keep phones in silent mode)

+ Food and beverages are not allowed inside
liorary, except water.

+ Student activities should be conducted
quietly and must not disturbb others

* The use of any sound-producing devices is
prohibited

+ Video games are not allowed inside the
library

» Library users should produce a valid College
ID on request by the library staff

* Failure to follow this basic code of conduct will
result in adverse action against the offender

6.9 Library Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to avoid plagiarism and copyright violations in
academia.

Scope

This policy applies to the entire College community and visitors or guests who
use the library

Policy Statement

Library users will be encouraged and instructed to follow the copyright policy
(fair-minded use) to avoid the copyright violation. .

Procedures

1. The library follows a fair-use clause that states that 10 percent of any given
work may be photocopied

2. Keeping that in mind, the library does not allow the photocopying of entire
works of books or journals

The library collection does not include any illegally photocopied materials
Library will announce the policy through the notice board and website

Hw
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Policy Purpose, Scope & Statement

Purpose

The purpose is to limit the borrowing of library resources for different user groups
on the basis of their demand and to provide guidance for borrowing, return,
renewal, reservation, and overdue fines.

Scope

This policy applies to students, faculty, staff, and alumni.

Policy Statement

The College has developed a needs-based guideline for circulation of library
resources to its users

Procedures
Borrowing Limits
Resource Qty Duration
Books 4 14 days
Module Reserved [Text/Reference] - Reference Only
Periodicals [back issues] 2 7 days
AV Resources [CD/DVDs] 2 7 days
Table 6.11-1: Browsing Limits for Students
Resource Qty Duration
Books 10 Semester
Module Reserved [Text/Reference] - Reference Only
Periodicals [back issues] 2 7 days
AV Resources [CD/DVDs] 2 7 days
Table 6.11-2: Browsing Limits for Faculty
Resource Qty Duration
Books 3 30 Days
Module Reserved [Text/Reference] - Reference Only
Periodicals [back issues] 2 7 days
AV Resources [CD/DVDs] 2 7 days

Table 6.11-3: Browsing Limits for Administrative Staff

Renewal

1. Resources can be renewed only twice
and each time for 7 days

2. Periodicals and AV Resources can be
renewed once for 2 days

3. Resources are not allowed to renew if
there is any reservation

Return

1. Resources are to be returned on or
before the due date indicated

2. Overdue reminders will be sent through
email or SMS to the user if delayed

Reservation

1. Library resources are allowed to be
reserved, if they are checked-out

2. User will be informed by email if the
reserved item available

3. Reservation will be cancelled, If the
reserved item is not collected in 2days of
intimation

Overdue Fines

Library strongly encourages users to return
the borrowed items on time without delay
beyond the due date. Fines will be
calculated as follows:

1. Books: 1.00 AED / day

2. Periodicals: 1.00 AED / day

3. Recalled Items: 2.00 AED / day

6.11 Circulation Policy V2
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Lost or Damaged Resources

» If a borrowed item is lost or damaged, the borrower will be responsible for
the replacement cost including additional cost of AED 25 (for shipping and
handling) to be paid within 30 days.

Library Technical Support

1. Library technical support services are provided on daily basis of a KOHA

library management systems, Online Public Access Catalogue, Online

database access and hardware available at the library

Technical support is prioritized and followed-up with the ICT support staff

Critical issues on computers and internet problems will be sorted out by

calling the ICT support staff on an immediate basis

4. Standard MS Office application software is installed on all library
workstations for patrons

W N
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to establish administrative, editorial, and
budgetary responsibilities for the publication, and provide facilities to improve
such publications.

Scope

This policy applies to students’ research publications in print and media. This
policy does not apply to brochures and leaflets of only few pages.

Policy Statement

All students at the College are encouraged to contribute to publications of
academic research in media and print, College website or under the
supervision of faculty members in collaboration with Student Affairs
Department.

Procedures

BACU supports an atmosphere of free and responsible discussion along with

the use of media (social media and other electronic means) throughout the
education process. However, all student-generated publications and media,
financed and published by the College, must conform to the standards and
norms of responsible journalism and common decency.

These publications must never contain libelous, indecent, objectionable, or
harassing material in any form. These same publication policies apply when
deciding what material can be included on the College website developed
and managed by BACU or the use of College logos, trademarks, and other
branding images.

The Executive Dean has the ultimate authority to determine the acceptability
of any questionable material in student publications.

6.12 Student Pub. and Media Policy V2
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Policy Purpose, Scope & Statement

Purpose

The purpose is to get updated information about their employment status, the
value of BACU education system, the scope for improving the programs
delivered, and provide future career guidance to the current batch of students.
Scope

This policy applies to all graduates passing out from BACU.

Policy Statement

The College maintains Alumni relations through the Alumni Association
coordinated by the Student Affairs Head and the Schools at BACU

Procedures

« The College Alumni Association offers graduates the opportunity to network
with students, faculty and potential employers. The contact details of the
alumni are maintained. Survey on their present employment status,
opportunities in the industry, learning experience at BACU and their
satisfaction are carried every year.

6.13 Alumni Relations Policy V2
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Policy Purpose & Scope

Purpose

The purpose of this policy is to assist the college in fulfilling its official duties and to
reduce the risk of injury to students under 18 and vulnerable adulfs.

Scope

This policy applies to all faculty, staff and students.

Policy Statement

The British Applied College is fully committed to safeguarding the welfare of all
students, faculty, staff and other stakeholders. The College recognizes its
responsibility to take all steps possible to promote safe practice and to protect
students and vulnerable adults from harm, abuse, and exploitation whenever they
are on campus and/or engaged in college activities..

Procedures

Definitions:

Child: References to “child” or “children” in this policy means anyone under the
age of 18 years.

Adult at Risk: Adult at Risk is someone over 18 years of age who (i) has needs for
care and support; and (ii) is experiencing or is at risk of abuse or neglect; and (iii)
because of those needs, he/she is unable to protect himself or herself against the
abuse or neglect the risk of it.

« The College ensures that this policy complies with the legal obligations of the
college, and that all those who are under the control of the college adhere fo it.

« The College will act appropriately in response to any allegations, injury, reports, o
suspicions of abuse.

+ The College is a higher education institution and provides an adult learning
environment,

« The College does not directly engage with children under 18 except the
circumstances when children, young people and adults atf risk may interact with
faculty, staff and students at the college during its activities which include, but
are not limited to:

Q school visits, and other activities

4 outreach or widening participation activities taking place on or off
campus

Q4 public events and conferences

O career guidance, admission
counselling, placements and other
professional activities

Q fieldtrips, excursions, and other
volunteering activities

Responsibility
Executive Dean:

The Executive Dean has the ultimate
responsibility and accountability ensuring the
implementation of this policy.

Director of Marketing and Student Affairs:

The College has a Director of Marketing and
Student Affairs, who is responsible for ensuring
legal and regulatory compliance and for
ensuring this Policy is implemented.

Responding to Safeguarding Concerns

Where any member of the College becomes
aware of a possible safeguarding concern or
receives a disclosure or an allegation they
should:

« make a written report of all the relevant
details: name, student number (if relevant),
and details of the person raising the concern,
reasons for the cause for concern including
any specific incidents, actions or
observations.

+ Contact the Director of Marketing and
Student Affairs without delay and send them
the written report

6.14 Safeguarding Policy V1
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Responsibility (cont.)

» The Director of Marketing and Student Affairs will be responsible for responding to
the concern:

O Wherever possible and appropriate, meet with the person about whom
the concerns have been raised, usually (unless in exceptional
circumstances where this is impossible or inappropriate) with an
appropriate professional member of staff to obtain their views of the
situation

U Take a written record of any such meeting

0 Reach a decision on what action is required appropriate to the person’s
safeguarding needs and the situation, including referral to external
agencies where appropriate

6.14 Safeguarding Policy V1
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Purpose

This document outlines the College Mitigating Circumstances (MC) Policy. It
should be read while referencing the Coursework Submission Policy. It is
important fo notify students who have submitted an MC application at every
stage of the process. The underlying principle of this policy is that the College
will always act in the best interests of its students by establishing a consistent
and connected process from application through to resolution.

Scope

The policy applies to all students who study British Applied College (BACU)
courses of study and includes all types of summative assessment (including
examinations).

Policy Statement:

There are certain circumstances which, through no fault of the student, mean
that they have not been able to perform to their potential. These instances are
commonly known as mitigating circumstances. This policy outlines how students
can request that their studies be considered for mitigating circumstances (or
MC) to be applied. BACU has a clear and transparent set of acceptable
situations that will normally be recognized as grounds for consideration. This also
encompasses circumstances which affect groups of students. Refer to
Appendix 1 for additional details.

The confidential nature of information that students provide to support an
application for consideration of MCs will be respected by BACU. Confidential
information can only be shared with authorized individuals within the College
on a need-to-know basis. These persons are required to keep applications
securely to avoid unauthorized access or other breaches of information
security.

This policy is designed to offer students an opportunity to apply for mitigating
circumstances and receive from an MC committee (a sub committee of the

Disciplinary & Grievance Committee) one of these courses of action within 10
working days from the time of submission:

[0 Accepted for referral to the MC Committee for the mitigation decision
[1 Not Accepted or Rejected (with reasons provided)

[0 Referred to a department MC Committee for a decision on whether to
accept or reject the mitigating circumstances

Procedures

Students are required to submit their request
for an entire semester and are not advised to
submit requests for every individual
assessment type. Instead of submitting
multiple MC applications, students should
summarize their entire MC case at the end of
a semester.

Students applying for mitigating
circumstances should do so as soon as
possible. However, the College will accept
retroactive applications until the deadline
date for submissions, for all assessed work (e.g.
coursework and examinations) with
appropriate supporting evidence.

The dates for the two semesters will be agreed
on prior to each academic year and
published in the Academic Calendar.

The Student has the option to request that
their MC application applies to any or all of
the courses in which they are enrolled for that
semester only.

In exceptional or extreme circumstances, the
Chair of the MC Committee may coordinate
with the Dean (or nominee) to determine the
mitigation for a student prior to an MC
Committee meeting. In such cases, the
Chair’s Actions must be recorded and
reported to the appropriate Examination (or
Exam) Board. However, this would be rare and
abnormal event.

Any case which has not already been agreed
on should be referred to the MC Committee.
The MC Committee will determine the course
of action agreed on.
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Stages of Approval

The approval process for considering whether mitigation ought to be applied is
as follows:

Stage One: Within 10 working days from receipt of an MC application, an MC
Administrator (to be nominated by the chair of the Disciplinary & Grievance
Committee ) will review the application and ensure that the evidence
submitted is complete and determine the proper course of action.

Stage Two: MC Committee Actions:

1. Review all applications that have been accepted for referral to the MC
Committee and determine the mitigation decision

2. Consider all applications that have been referred to the MC Committee for
a decision and either:

« Determine the mitigation decision to be made (where the mitigating
circumstances are accepted)

» Provide areason(s) as to why the mitigating circumstances have not been
accepted (i.e., rejected).

4. Advise students of the Stage Two outcome following the applicable Exam
Board.

5. Exam Board (if required): The Exam Board must consider the
recommendation from the relevant MC Committee.

6. Advise students of the Exam Board outcomes.

NOTE: Adverse circumstances related to completed examinations should not
be dealt with through this policy. The College Examination Policy applies if a
completed examination goes missing or is damaged and becomes illegible.

Implementation

It is the responsibility of the Registrar’s Office to
deliver a solution that enables:

» Students to complete an MC application
online and upload all relevant evidence

« Students to receive timely notifications of the
status of their application

» Build and maintain the approval process as
outlined above

* Build and maintain a report that enables
Schools at BACU to view students who met the
criteria for mitigating circumstances to be
considered by an MC Committee

It is the responsibility of the Schools at BACU to:

* Adhere to the policy and timelines outlined in
this policy

« Support, inform, and manage academic
progression situations relating to each student
who has submitted an MC application

« Conduct MC Committee meetings, which are
normally held after the final assessment date
of a semester

It is the responsibility of the Office of Institutional
Effectiveness to monitor the effectiveness of the
policy and process by reviewing annual reports
and feedback from the Schools at BACU and the
Office of the Registrar.

It is the responsibility of the Student Affairs Office
to research previous examples and issues which
have arisen and how these can be managed in
a consistent manner across the College.
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Acceptable Circumstances
Significant iliness or accident
affecting the student
Bereavement - death of a close
relative or significant other
Significant adverse personal or
family circumstances (e.g. students
with caring responsibilities)

Other significant exceptional factors
that are outside the student’s control
or for which there is evidence of
stress caused

Circumstances affecting the
College’s ability to schedule, set, or
deliver courses or assessments,
including marking assessments, e.g.
staff participation in industrial
actions, or problems affecting
infrastructure or IT systems

Severe adverse weather, political
unrest, or natural disaster

m British Applied College
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Acceptable Examples of Mitigating Circumstances

Unacceptable Circumstances
Holidays or other events that were
planned or could reasonably have
been expected
Assessments that are scheduled
close together or on the same day,
or that clash due to incorrect
registration by the student
Misreading the timetable for
examinations or otherwise
misunderstanding the requirements
for assessment
Inadequate planning or fime
management
Last-minute or careless fravel
arrangements
Consequences of paid employment
for full-time students
Exam stress or panic attacks not
supported by medical evidence

Table 6.15-1: Acceptable and unacceptable examples of
Mitigating Circumstances

Supporting Evidence

Students are required to submit supporting evidence that accompanies every
MC application. Every piece of evidence must state the period of time covered
(from and to dates). Examples of what constitutes acceptable supporting
evidence include:

[0 Medical letter or certificate

0 Statement from a qualified practitioner (e.g. Counsellor)

0 Official documentation (e.g. Death Certificate) outlining the death of a
relative

] Evidence outlining severe adverse weather or a natural disaster

[0 A doctor’s letter that confirms student responsibility to care for a close friend,
relative, or neighbor, and any perceived impact on the student

Approved Absences

Although not usually approved as a matter of
course, there are also situations where students can
apply for an approved absence such as religious
and cultural observance, representing the College
at an academic event, or participating in some
other significant or prestigious activity.

MCs for Groups of Students

In other cases, such as adverse weather,
significant computer software or hardware issues,
political unrest, or industrial action, which could
be common to a group of students, there is a
requirement for active management by the
Dean, working together with the senior
management team. In such cases, the
responsibility for initiating action lies with the
Executive Dean.

+ The Executive Dean, when proposing to take
action, should coordinate with the Academic
Director in the first instance

« The circumstances should be evaluated, taking
into consideration factors such as the number
of students affected, the extent of the
disruption, the delay until the next scheduled
exam, etc.

+ A decision will then be made either to
reschedule an examination (or assessment) or
to take another form of action, as appropriate

If action is taken by the Executive Dean, students
affected are not required o submit an
application form and supporting documentation
for consideration of mitigating circumstances.
However, such students should contact their
department chair as soon as possible to provide
information on their situation.
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Actions Following MC Application Submission

1. Accepted for referral to
the Mitigating
Circumstances Committee
for a mitigation decision.

2. Not Accepted or Rejected
(with reasons provided).

3. Referred to the MC
Committee for a decision
whether to accept or reject
the mitigating
circumstances.

4. MC Committee.

5. Recommendation for
mitigation to Exam Boards.

The application reason(s) and evidence meets the
requirements acceptable for having a detrimental impact
on the student’s ability to perform to their potential. The
case will therefore be referred to the Mitigating
Circumstances Committee to determine what mitigation
to apply to the particular course(s).

The application reason(s) and evidence does not meet
the requirements acceptable for having a detrimental
impact on the student’s ability to perform to their
potential.

The application requires consideration as to whether the
reason(s) and evidence meet the requirements
acceptable for having a detrimental impact on the
student’s ability to perform to their potential. The case will
therefore be determined by the Mitigating Circumstances
Committee as to whether to:

" Accept the reasons and evidence, and determine
what mitigation to apply to the particular course(s)

| Reject the reason(s) and evidence, providing an
explanation for the decision

A Mitigating Circumstances Committee is defined as:

A small committee of academic staff acting together to
determine the impact of mitigating circumstances
affecting one or more students, with the authority to
agree on the extent of the impact and to advise the
Exam Board on mitigation action to be taken. The MC
Committee will advise on mitigation actions to be taken.

Note: This may include no requirement for mitigation
dependent on the extent of impact.

To ensure that a student’s confidential mitigating
circumstances are not discussed at Exam Boards, the
Mitigating Circumstances Committee will provide a
recommendation for mitigation to the relevant Exams
Boards.

Table 6.15-2: Actions Following MC Application Submission
and unacceptable examples of Mitigating Circumstances

Exceptional Circumstances

In exceptional and extreme circumstances, the
Chair of the MC Committee may consult with the
Dean (or nominee) to determine the mitigation for
a student prior to an MC Committee.

Chair’'s action will allow for timely and
straightforward decisions to be made only for
students where:

|t is clear that difficult circumstances have
affected their wellbeing and ability to perform to
their potential

*The relevant MC Committee has well-established
practice with respect to how to mitigate the
circumstances reported by the student

In such cases, Chair’'s Actions must be recorded
and reported to the appropriate MC Committee
and Exam Board.

However, this would be rare and non-normal
event. Any case which was not on agreed
Mitigating Circumstances Student Guide, should be
referred to the Mitigating Circumstances
Committee to determine the agreed course of
action.
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Students should talk to their

course instructor and also
consider online support to
that this is the best option
available for them.

Stage
One
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Appendix 3
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Student considers submitting a
mitigating
circumstance (MC) application

Student submits a completed MC

form)

application with relevant supporting
evidence (via the online MC workflow

Within 10 days the MC Administrator
will ensure the form and evidence
submitted is complete and determines
the course of action to take

Accept and refer to
MC Committee for
determination of
what mitigation to

take

Refer to MC
Committee for
decision whether
to accept or reject
the MC
submission

Not Accepted or

Rejected (with
reasons
provided)

Stage
Two

Students will be

advised of the
outcome

MC Committee will determine, where
the MC has been accepted, the
mitigation to recommend to the Exam
Board

Exam Board considers
recommendation from MC Committee
when full student profile is available to

consider overall impact

Advise students of
the outcome

Figure 6.15-3: Flowchart & Notification Timeline
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Policy Purpose, Scope & Statement

Purpose

The policy provides reasonable assurance that all practices and actions are
relevant and realistic, and that they are applied in an unbiased and
nondiscriminatory manner.

The purpose of the policy is to ensure good student relations, handle
grievances efficiently at a level closest to the problem, and establish a fair
problem-solving environment for academic and non-academic grievances
with total student parficipation.

Scope

The student grievance and appeals policy applies to all students.

Policy Statement

The College has a mechanism to solve grievances raised by students. This
encourages fairness and safeguards them from any discriminatory conduct by
the staff or fellow-students.

All grievances and complaints are confidential.

Procedures

» If astudent feels that she/he has been freated unjustly, she/he may submit
a complaint or grievance to Student Affairs, using Special Request Form,
without fear of retribution, interference, or harassment from the faculty or
administration.

« A written grievance will contain a clear and concise statement of the
grievance, refer to the actual policy that is alleged to have been violated,
the date the incident took place, the issue involved, and a proposed
solution. The following steps must be followed to reconcile a grievance:

Step 1:

The grievant will discuss the nature of the grievance with the source of the
problem within five working days after the date the grievant became aware
that the problem occurred. The faculty or staff member involved will verbally
inform the aggrieved person of a decision to the problem within five working
days.

Step 2:

If not satisfied with the decision, the grievant
may submit a written appeal (using Special
Request Form) to the Academic Director or
next higher level of supervision within five
working days after the Step 1 decision. A
written decision will then be made by this
supervisor within five working days after
receipt of the grievant written statement.

Step 3:

If the grievant remains dissatisfied after Step
2, the grievant may then appeal, within five
working days of the receipt of the Step 2
decision to the Disciplinary & Grievance
Committee through the Student Affairs Office.
The Committee will conduct hearings, ensure
due process, determine the facts, produce a
record, and submit a written
recommendation to the appropriate Head of
Schools.

Step 4.

An appeal to a Step 3 decision may be
made by the grievant in writing within five
working days to the Chairman. The Chairman
or a representative from the Chairman’s
Office will review the case and a meeting
with the grievant may take place. The
Executive Dean will render a written decision
within seven working days after receiving the
appeal.

A summary of the above four step procedure
is shown in Figure 7.1a-1.
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Sicier || e Verbal Resolution with faculty
Step 2 . Wri’r’ren Appeal to Acodemic
Director for resolution
Step 3

* Written Appeal to Disciplinary
& Grievance Committee

* Written Appeal to the
SIS Chairman

Figure 7.1a-1: Flowchart summarizing Procedures for Student Grievances and
Appeal

Time Limits

If the grievant fails to meet the time limits at any step, the grievance is
automatically considered dropped. If the administration or other College staff
fail to meet the time limits at any step, the grievance case automatically
advances to the next step. The Executive Dean may authorize an extension of
time limifs for any step upon fimely receipt of a written request.

Relevant forms

Form # Form Name

36a Student Special Request Form
(SC1 form)
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to provide students with a fair, timely and
consistent process to appeal decisions that impact their academic standing
or progression.

Scope

The Academic Grievance and Grade appeal policy applies to all students.
Policy Statement

Students are responsible for meeting the standards of academic performance
established for each study or course in which they are enrolled.

Faculty are responsible for establishing methods and criteria for assessment
and evaluating a student’s performance awards of academic credit.
Academic judgments are based upon academic performance and the
application of relevant assessment and academic policies.

Students may appeal an academic decision if they believe that an
academic judgment was unfair or that the BACU's academic policies were
not followed or were applied incorrectly

Policy Reference:

External References to Policy: Pearson and NQC

« The Academic Grievance and Grade Appeal Policy has been developed
to ensure that it fully meets the expectations of the awarding bodies
including Pearson for International Qualifications and National Qualification
Center (NQC) from NQC endorsed qualifications.

Definitions

a. An Academic decision is a determination made by BACU in accordance
with academic policies and procedures.

b. The Academic judgement is a ‘judgement that is made about a matter
where only the opinion of an academic expert is sufficient’

c. An Assessment Board is the board with authority to approve grades and
certification or award.

. An Academic Committee is not

constfifuted as an Assessment Board, and
does not have the authority to set aside
the decision of an Assessment Board
however, it can request that an
Assessment Board reconsider its decision.

. An Academic Grievance is any

dissatisfaction or feeling of injustice a
student or prospective student may have
while associated with the College. A
grievance can result from any valid and
reasonable academic disagreement.

An Academic Appealis arequest for a
review of an academic decision made by
an Assessment Board charged with
making a decision about a student’s
assessment, progression and/or award.
Throughout these Regulations, use of the
term ‘Assessment Board’ normally means
a Progression and/or Award Board

Fair Treatment

a. No student submitting an Academic

Appeal under the Early Resolution or
Formal Stages, whether or not it is
successful, will be treated less favorably by
any member of staff. If evidence to the
contrary is found, the member of staff may
be subject to action under the College’s
Disciplinary Procedure.

. Where a student or staff member believes

that consideration of an Academic
Appeal is likely to affect their relationship,
all parties will be expected to contfinue
that relationship in a professional manner.

7.1b Acad. Griev. and Grade App. Policy V2

BACK TO TABLE OF CONTENTS 184




7 ‘I b m British Applied College
° w Ayl Jlaponinilidyl Al

N 4 gppticr NS

(2 of 13)

Only in exceptional circumstances will the appropriate Head consider
agreeing to a request for alternative working arrangements whilst the
Academic Appeal is being investigated.

C.

Where a student has declared a disability and/or learning difficulty as part
of this process, the College will endeavor to ensure that information is
available to the student at all stages of the procedure in appropriate
formats, and where needed, reasonable adjustments will be made.

Confidentiality, Consent and Documentation
Retention

a.

All parties are required to keep confidential matters, which are raised in the
context of an Academic Appeal, as failure to observe confidentiality may
prejudice the outcome of an investigation.

. Information provided by students will be handled in confidence, and

released only to those members of staff who require it for the purposes of
investigating and responding to the Academic Appeal. Any breach of
confidentiality may result in formal disciplinary action being taken.

. Where a student has submitted an Academic Appeal, it may be necessary

for the College to gather all information considered relevant to the case.
This may include obtaining information held by staff and other
departments and in some cases third parfies, explicit consent of the data
subject will be obtained prior to the collecting of the information. Where
consent of the data subject is not supplied to access special category
data, which is considered relevant to the issues raised, the student should
be aware that this may affect the College’s ability to adequately
investigate the Academic Appeal and that the College will be required to
make a determination without all the relevant facts.

. Any outcome of a meeting/hearing is confidential until formal noftification

is sent to the parties involved.

Where a student submits a complaint to the Ministry of Higher Education
(MOHE), UAE relevant information shall be disclosed to the MOHE in order
for the review to take place. This will include all personal data, including
special category data, which has been considered by the College during
its investigations

f. Any documentation obtained, or
produced, as part of this process will be
retained by the College.

g. For the use of this process, third party data
will normally only be accepted from a
student with the written consent of the
individual concerned. Where third party
data is submitted without the consent of
the individual, it should be anonymized
(i.,e. names should be redacted). Students
should be aware that documents may not
be accepted where third party data
submitted without consent has not been
anonymized, but that they may be re-
submitted once anonymization has been
carried out, or consent provided. Where
non- anonymized third party personal
data has been accepted in error, the
College reserves the right to redact
personal data. Processing of personal
data in this way will be under the lawful
basis of legitimate interest and in the
public interest.

Procedures

Academic Grievance

The student is encouraged to resolve
problems where they arise and with the
parties involved. Only when the problem
cannot be solved informally in conference
with the involved faculty or staff member,
should the student resort to the formal
grievance process. At this stage, the student
should seek the advice of the Student Affairs
Office about a proper course of action.
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A student who has an academic grievance should take the following actions:

Step 1:

The student will discuss the nature of the grievance with the faculty or staff
within five working days after the date the student became aware that the
problem occurred. The faculty or staff member involved will verbally inform
the aggrieved student of a decision to the problem within five working days.

Step 2:

If not satisfied with the decision, the student may submit a written appeal
(using Special Request Form) to the Academic Director or next higher level of
supervision within five working days after the Step 1 decision. A written
decision will then be made by this supervisor within five working days after
receipt of the student written statement.

* Verbal Resolution with faculty

* Written Appeal to Academic
Director for resolution

» Written Appeal to Disciplinary
& Grievance Committee

* Written Appeal to the
Chairman

Figure 7.1b-1: Flowchart summarizing Procedures for Academic Grievance
and Appeal

Step 3:
If the grievant remains dissatisfied after Step 2, the student may then appeal,
within five working days of the receipt of the Step 2 decision to the Disciplinary
& Grievance Committee through the Student Affairs Office. The Committee
chaired by Executive Dean will conduct hearings, ensure due process,
determine the facts, produce arecord, and submit a written decision to all
concerned parties.

Step 4.

An appeal to a Step 3 decision may be
made by the student in writing within five
working days to the Chairman. The Chairman
or a representative from the Chairman’s
Office will review the case and a meeting
with the grievant may take place. The
Executive Dean will render a written decision
within seven working days after receiving the
appeal.

A summary of the above four step procedure
is shown in Figure 7.1b-1.

Time Limits

If the student fails to meet the time limits at
any step, the grievance is automatically
dropped.

If the administration or other College staff fail
to meet the time limits at any step, the
grievance case automatically advances to
the next step.

The Executive Dean may authorize an
extension of fime limits for any step upon
timely receipt of a written request

Group Academic Grievance and Appeal
Applications

A group of students may use the same above
procedures (Step 1 to 4), which will be
considered as one collective Academic
Grievance and Appeal.
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The Special Request Form should include the names of all students, including
their BACU student numbers, who wish to bring the Academic Appeal. A lead
student should be identified on the form who will act as a spokesperson and
correspondent. Students who have not associated themselves with a group
Academic Appeal at the point of submission will not normally be permitted
subsequently to do so.

Third Party Academic Grievance and Appeal Applications

Academic Grievance and Appeadls submitted by third parties (for example,
legal representative, parent, guardian, or spouse) will not normally be
accepted for consideration except where written consent is provided by the
student. Where written consent is provided and accepted by the College, all
further communications will be via the nominated individual only.

Legal Proceedings

If a student chooses to start legal proceedings against the College, any
Academic Appeal will be stayed until legal proceedings are completed. If a
determination on the matters subject to the appeal is made during legal
proceedings, the College may terminate consideration of the Academic
Appeal and the student will be issued with a decision letter.

Frivolous, Vexatious or Fraudulent Applications

a. If a student submits an Academic Appeal or an Academic Appeal Review,

which in the opinion of Student Affair’'s Office is deemed to be frivolous or
vexatious, Student Affair's Office will forward the application to the
Academic Director for consideration as to whether their application is
acceptable for consideration or should be rejected. Frivolous or vexatious
applications may include:
+ Academic Appeals which are obsessive, harassing or repetitive.
* Insistence on pursuing unrealistic Academic Appeals and/or
unreasonable outcomes.
« Insistence on pursuing Academic Appeals in an unreasonable
manner.
+ Academic Appeals designed to cause disruption or annoyance.

b. Ifitis believed that a student has
submitted a fraudulent Academic Appeadl
or Academic Appeal Review, Student
Affair’'s Office will liaise with the Academic
Director fo determine whether the
application should be stayed and the
maftter considered under the relevant
Academic Misconduct Regulations. Where
it is determined that the student’s
application is fraudulent, the Academic
Director may dismiss the application.

c. The decision of the Academic Director is
final and not subject to further review. In
such cases, the student will be issued with
a decision letter from Academic Director
Office.

Academic Progress during an Appeal.

a. The published decision of an Assessment
Board is valid until such a time that it may
be amended by a reconvened
Assessment Board or Chair’'s Action
following a successful Academic Appeal.

b. If astudent has been granted a
reassessment or restudy, they should
continue to work towards this, pending the
outcome of their Academic Appeal unless
otherwise advised by the Assessment
Board.

c. If astudent has failed or been withdrawn
from their course, the College will not
normally allow them to continue or
progress whilst an Academic Appeal is
pending. However, this may be granted
on an exceptional basis by the
appropriate Head.
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d. In the above instance, if an Academic Appeal is unsuccessful, the student

will be discontinued from their course with immediate effect. The decision
of the Head on whether or not to exceptionally allow a student to continue
is final and not subject to further appeal.

A student is not typically required to be physically present at the relevant
institution for an Academic Appeal to be investigated, though
participation in a meeting/hearing may be necessary via electronic
communication, such as Skype/Microsoft Teams.

Academic Appeal for Grade or award

If the student who is not satisfied with the decision of assessment board about
his/her assessment grades, progression and/or award, he/she can appeal
against the decision.

Grounds for Appeal

An Assessment Board may be asked to reconsider a decision at the request of
a student in the following circumstances only:

The student’'s academic achievement or progression was adversely
affected by illness or other factors which the student was unable, for valid
reasons, to bring to the attention of the relevant Academic Committee.
and/or
The student’s performance in an assessment was adversely affected by a
material administrative error attributable to the College, or to an agent
acting on behalf of the College, or that an assessment was not conducted
in accordance with the current College Regulations (Procedural Error).

The following DO NOT constitute grounds for an Academic Appeal:

Questioning the academic judgement of a properly convened and
constituted Assessment Board.

Questioning the assessment of the quality of one or more pieces of work by
another student.

Questioning marks or grades awarded for other students.

Questioning provisional (unratified) results.

* Questioning the overall decision on a
student’s progression or on the final level of
award based on the marks or grades
awarded.

+ Complaints made against the College or its
staff, or the level of supervision and
teaching. These should be made using the
College’s Student Grievance Policy within
the stipulated timescales

Procedures for Academic Appeal for grade or
an award

Step 1: The Early Resolution Stage

a. If a student considers that they may have
grounds to request reconsideration of a
decision by an Assessment Board, they are
normally expected to attempt fo resolve
the issue informally. The Early Resolution
Stage must be commenced within five
working days of the date of publication of
results.

b. Students, in the first instance, should
contact the appropriate Head of School.
At this time, the student should also
provide the relevant evidence to support
their case. If the matter has previously
been brought to the Department’s
attention and no resolution has been
reached, it may not always be helpful to
try and resolve the matter informally.
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Where this is the case, the faculty must decide whether they wish to
engage with a student using the Early Resolution process. If necessary, the
faculty will inform the student why the Early Resolution process is not
suitable, and inform the student that they can make a formal Academic
Appeal using the Special Request Form, clearly setting out the fimescales in
which to do so (Refer to Step 2 below).

. Commencement of the Early Resolution Stage does not prevent the

student from submitting a formal Academic Appeal. Any formal Academic
Appeal must be submitted in accordance with the timescales outlined in
these Regulations. If a student submits a formal Academic Appeal late
because of a delay in resolving their issues informally, then the Academic
Appeal will be considered, subject to confirmation from the Academic
Director that the delay was due to undertaking the Early Resolution
process. If the relevant Head of School is unable to confirm that an Early
Resolution process had taken place, then the Academic Appeal will be
considered.

. The Early Resolution Stage should normally be resolved within five working

days of approaching the Head of School. At the conclusion of the Early
Resolution Stage, the student will be informed, in writing, of the outcome. A
copy of the outcome will be kept in the student’s file, and may be
circulated, in confidence, to relevant members of staff.

In the event that the student is dissatisfied with the outcome at the Early
Resolution Stage, the student may submit an Academic Appeal
Application Form under the Formal Stage of the process within five working
days of the date of the written outcome of the Early Resolution Stage.

Step 2: Formal Appeal Stage
Submitting an Academic Appeal (Procedures)

I1st Stage: Submission of the appeal

a.

Students must submit their formal request by submitting a filled Academic
Appeal Application as a part of Special Request Form which is available in
College’s website.

. Students may only submit one Academic Appeal against an Assessment

Board decision. and should include all relevant grounds in their Academic
Appeal.

c. The Academic Appeal must be submitted
to Student Affair’'s Office within five
working days of the date of formal
publication of results. Only in exceptional
circumstances will an Academic Appeal
be accepted after the cut-off date. If a
student submits an Academic Appeal
Application outside of the defined
fimeline, he/she must provide a valid
reason with supported evidence to the
Academic Director or his/her designated
nominee. The Academic Director or
his/her nominee’s decision will be final and
is not subject to further review. If the
decision is not to accept a late Academic
Appeal, the student will be issued with a
decision leftter.

d. An Academic Appeal must clearly identify
the relevant ground(s) in which a student
must normally submit their Academic
Appeal with clear and legible
documentary evidence. The evidence
should normally be the original, for
example a Doctor’s note, and not a
photocopy.

e. Where the submission of supporting
documentary evidence is not possible at
the fime of the submission of the
Academic Appeal, due to circumstances
outside the student’s control, the
Academic Appeal should be submitted
prior to the deadline date together with a
clear statement that evidence will follow,
normally within five working days. If no
subsequent supporting evidence is
received, Student Affair’'s Office will
process the Academic Appeal based on
the available documentation.
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Student Affair’'s Office, on receipt of the Academic Appeal, reserves the
right to request further clarification and/or information from the student
prior to referring the Academic Appeal to the relevant Head of School.

. Students are advised to retain a copy of their Academic Appeal.

Documents submitted as part of the application process will not be
returned. Where photocopies of documents are submitted, the student
may be required to provide Student Affair's Office with sight of the original
documents in order to verify their authenticity. If evidence is provided in a
language other than English, it is the student’s responsibility to have it
independently translated.

. The College reserves the right to contact any person named in the

submission to seek clarification or further information.

Review of 1st Stage of Appeal

a.
o.

C.

The process is started by the submission of an Academic Appeal.

Receipt of the Academic Appeal will normally be acknowledged by the
Student Affair's Office within 5 days.

The Student Affair's Office will send the Academic Appeal to the Head of
School for consideration and review.

. If the Head of School believes that there is a case for the decision of the

Assessment Board to be reviewed, they may, if necessary, request further
clarification directly from the student and reconvene, if appropriate, the
Assessment Board to consider the case. In cases where there may be a
delay in convening an Assessment Board, it may be necessary for the
Assessment Board Chair’s Action to be taken. In this event, the decision
must be formally recorded for rafification at the next appropriate
Assessment Board.

The Academic Director/Head of School must inform the student, in writing,
of the decision of the Assessment Board, and/or the decision taken by
Chair’s Action. A copy of the decision must be sent to the Student Affair’s
Office.

If the Head of School finds that there is no valid reason for the decision of
the Assessment Board to be reviewed, they must provide a written report to
the Student Affair's Office within 5 working days of receipt of the
Academic Appeal by the Head of School.

. The Report must normally contain:

* A clearstatement relating to the
Academic Appeal to the Academic
Committee/Assessment Board at the time
of the decision. The Report must be
confined to factual comments on the
case and must not include comments on
the merits of the Academic Appeal.

* A copy of the relevant part and
appropriately redacted Assessment Board
minutes which have been endorsed by
the Chair of the Assessment Board.

+ A copy of the relevant Internal Verifier's
Confirmation of Endorsement of
Assessment Process Form.

+ The outcome of any Early Resolution
discussions.

h. The Head of School is responsible for
ensuring that an appropriate member of
staff is available to provide the Report
within five working days. Where complex
matters are identified, an extension to this
timescale may be granted by the Student
Affair's Office on request. Where an
extension is granted, the Student Affair’s
Office will inform the student of the delay
in processing their Academic Appeal.

The Head of School must advise the student
of their right to continue to pursue the case
through the formal Academic Appeadl
process, and to contact the Student Affair’s
Office if they remain dissatisfied with the
decision (Refer to 2nd Stage). If no such
request is received from the student within 5
working days, the case will be closed.
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2nd Stage:

If the student remains dissatisfied with the decision of 1st Stage, they can
pursue the case with the Student Affair's Office. Within five working days of
receipt of the ‘Report’, the Student Affair’'s Office will communicate with the
Disciplinary & Grievance Committee. It will be chaired by Executive Dean,
and will also include a student representative who has had no prior
involvement with the student, or previous participation in the case under
consideration. A Secretary (staff member) shall also be in attendance.

The purpose of the Committee is to facilitate the consideration of the case
based on the information discussed below. The student or relevant
Department will not be invited to attend this meeting. The Committee will
consider:

« The student’'s Academic Appeal;

» The Report;

» Any other additional relevant information

Step 3: Decision and Communication

After consideration of the available evidence, the Committee may:

« Request further information from the Department or student, or any other
relevant person. This information should normally be provided to the
Secretary within 5 working days of the request

« Dismiss the Academic Appeal

» Where it is felt that further investigation is required, the Committee can form
an adhoc Committee to consider an Academic Appeal.

a. The Chair of the Committee will write to the student and Department with
the decision of the Committee normally within 5 working days of the
meeting. A copy of the Report, and any additional documentation, will be
provided to the student along with the Committee’s decision. If the
Academic Appeal is unsuccessful, the student will be informed that they
have the right, in certain circumstances, to request a review of the
decision under the Review Stage process.

b. In cases where the Department, having

reviewed the decision of the Academic
Appeal that an Academic Committee
should be convened, believe that there is
a case for the decision of the Assessment
Board to be reviewed, they may
reconvene the Assessment Board, or take
Chair’s Action, to amend the Assessment
Board's previous decision rather than
proceed with the Academic Committee.
In this event, the decision must be formally
recorded for ratification at the next
appropriate Assessment Board. In cases
where the decision of the Academic
Committee is to dismiss the Academic
Appeal and the student fails to submit a
request for a review of the Academic
Appeal decision, the Chair’s letter
concludes the College’s deliberations on
the appeal. Provision for independent
external review is made through the
existence MOHE Office, UAE. Should a
student wish to take their case to the
MOHE, they will need a written letter. A
student must request a written letter from
Students Affair's Office within five working
days from the issue date of the letfter from
the Chair of the Academic Committee.
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* Early Resolution Stage (Informal)
* Head of School

* Formal Appeal-Special Request
e Academic Director and Assessment Board

* Formal Appeal to Disciplinary & Grievance Committee
 Student Affairs and Disciplinary & Grievance Committee

e Decision and Communication

* Request further information, dismiss the Academic Appeal or where
necessary, an adhoc Committee is formed

Figure 7.1b-2: Flowchart summarizing Procedures for Grade Appeal
Reconsideration

Procedures for the Hearing of the Committee for Appeal

a. Meetings of the Committee will normally be held within five working days of

a request for a Committee to be convened. The student and the relevant
Department representative will be advised of the date and time of the
hearing.

. The Committee will normally be held at the College’s campus. Students
and staff based in other locations may attend in the Campus or
participate in the Committee Hearing electronically for example,
Skype/Microsoft Teams. Those who wish to do so must inform the Student
Affair's Office prior to the Hearing. Where the Committee is being held
electronically the identity of the student may need to be verified at the
start of the meeting/hearing.

. It will not normally be possible for the date of the Hearing to be changed.
This will only be done in exceptional circumstances. Any requests to
change the date of the Hearing must be submitted in writing to Student
Affair's Office, and the decision will be at the discretion of the Chair.

. Where a decision to re-arrange a Hearing

has been refused, the student and
Department will be informed, in writing, of
the refusal and the case will be
considered in the absence of the student
or Chair of the relevant Assessment Board.

. Only the student, accompanied by one

friend, and the Chair of the relevant
Assessment Board, accompanied by one
other Department representative, may be
present throughout the whole of the
Committee except when the decision is
being debated. If either party wishes to
request the attendance of additional
friends, this will be at the discretion of the
Chair and all relevant parties will be
informed of this prior to the Hearing.

At least 5 days prior to the Hearing, the
student and the Chair of the relevant
Assessment Board should confirm, to
Student Affair’s Office, the names of those
who will be attending.

. In considering the Academic Appeal, the

Chair may call any appropriate members
of staff to give evidence with at least 5
days’ notice of the Hearing. The member
of staff may be accompanied to the
hearing by one ‘friend’, and Student
Affair's Office will provide this person with
a copy of the appropriate
documentation. If it appears to the Chair
that the evidence presented raises
allegations of misconduct this may lead to
Staff Disciplinary Regulations being
invoked.
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+ The documentation to be considered by the Committee will be circulated
to all parties prior to the Hearing. Following which, the presentation of any
new documentation, by either party, will only be accepted in exceptional
circumstances with agreement of the Chair. In this event, a suspension of
proceedings may be necessary in order to provide all parties with the
opportunity to consider the new documentation.

* The student, their friend and the relevant member(s) of staff from the
Department will normally be allowed to be present throughout the whole of
the Hearing except when the decision is being debated. If the Committee,
in its absolute discretion, determines that the presence of any party is not
appropriate throughout the whole hearing or during any specific part of it,
the Chair shall use reasonable endeavors to ensure that such person is
given an adequate opportunity to present their case.

During the Hearing:

« The Chair will outline the procedure of the hearing to all parties;

« The Chair will ask the student and/or friend to present their case in support
of their Academic Appeal;

« Members of the Committee may ask questions of the student and/or friend;

« The Department may ask for clarification on any representations made by
the student by addressing questions via the Chair;

« The Chair will ask the Department representative (s) to present their case;

* Members of the Committee may ask questions of the Department
representative(s);

« The student may ask for clarification on any representations made by the
Department addressing questions via the Chair;

« The Chair will give each party the opportunity to sum up their case;

» The Chair will ask the student, their friend and the Department
representative(s) to leave the hearing;

+ The Committee will consider the evidence in private and reach a decision.

+ The Committee has the authority fo adjourn the Hearing at any time, or any
reason, for such a period as it, in its absolute discretion, thinks fit.

Decision of the Committee on the appeal

The decision of the Committee will be by
majority decision.

After consideration of the available
evidence relating to the Academic
Appeal, the Committee may reach any of
the following decisions:

. The Academic Appeal is rejected;
or

. The Academic Appealis upheld and the
Assessment Board will be asked to
reconvene to reconsider its decision along
with any additional
recommendation(s)/direction(s) made by
the Committee.

Procedures following decision of Committee

* The student and the Department shall be

informed, in writing, normally within 5 days
of the decision of the Committee.

This decision will be circulated to the
student, the Department and when
appropriate, to the Committee with overall
responsibility for assessment matters, so that
any issues of principle or general interest
may be identified and acted upon. The
Committee will also keep a record of its
proceedings.

Where an Academic Appeal is rejected,
the decision of the Committee shall be
immediate.

When it is determined that an Assessment
Board shall be reconvened at the earliest
opportunity normally, within 15 days. In
cases where there may be a delay in
reconvening a Board, it may be necessary
for Chair's Action to be taken
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In the event of a Chair’'s Action, the decision must be formally recorded for
ratification at the next appropriate Assessment Board.

No member of staff directly involved in the Department’s submission to the
Academic Appeal shall act as Chair, or as a panel member, for the
reconvened Assessment Board

Student Affair's Office will advise the student if there is likely to be a delay
before a final decision is reached.

The student will be given the opportunity to provide the reconvened
Assessment Board, in writing, with any new information presented orally to
the Academic Committee for Appeal.

The Executive Dean’s nominee will forward the documentation considered
by the Committee to the Chair of the reconvened Assessment Board
(together with the reasoned decision of the Committee) unless, in
exceptional circumstances, the Chair of the Committee directs that it
would be appropriate to withhold some of the documentation or agrees
with a request by the student to withhold sensitive personal information.

It is not necessary for the reconvened Assessment Board to comply with the
standard quorum requirements of attendance; however, it is the
responsibility of the Chair to ensure an appropriate balance in the
circumstances.

The appropriate external examiner(s) must normally be invited to attend the
meeting, but their absence will not invalidate the decision of the
reconvened Assessment Board which is properly constituted in all other
respects, and the views of external examiner(s) must have been
ascertained before the decision of the Board is published. The comments of
external examiner(s) who are unable to attend must be recorded and
attached to the minutes

The Chair of the Committee may nominate an Observer to attend the
reconvened Assessment Board. The name of the Observer will be
communicated to the reconvened Assessment Board by Student Affair’s
Office. The Observer shall, if requested, provide clarification to the
reconvened Assessment Board on the recommendation of the Committee.
The reconvened Assessment Board should normally implement the
recommendation(s)/direction(s) made by the Committee unless it
determines that these recommendations/directions are unreasonable or
contrary to the College’s Regulations.

 The Chair of the reconvened Assessment

Board is responsible for communicating the
outcome to the student and to Student
Affair’'s Office in writing, within 7 days. If the
reconvened Assessment Board amended
its previous decision, then the
communication should give reasons for the
decision and when the remedy will be
implemented. The student should be
informed of the right to appeal the
decision of the reconvened Assessment
Board.

Timescales

a. Procedures shall normally be completed

within the timescales cited in these
Regulations however, there may be
occasions where the timescales cannot
be met. In this instance the College must
keep the student and the Department
updated on progress. The College also
expects students and the Department to
meet the timescales unless there are
exceptional circumstances beyond the
reasonable conftrol of the student or the
Department. In such circumstances, the
student or Department should contact
Student Affair’s Office to discuss the
feasibility of an extension to the relevant
timescale.

. Reference to tfimescales in these

Regulations relate to calendar days,
excluding the UAE Government Holidays
and College closure period.

. Attendance and Representation at

Meetings or Hearings
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d. During the course of investigating an Academic Appeal it may be
necessary for the representative from the Department considering the
case (Chair) to meet with the student and/or relevant member(s) of staff.
A note taker may be in attendance at such meetings/hearings.

e. If the student or relevant member of staff does not attend a
meeting/hearing without providing a good reason for their non-
attendance in advance, the meeting/hearing may proceed in their
absence. In this instance, the Academic Appeal will be considered on the
evidence available at the time.

f. If, the student or relevant member of staff is unable to attend a
meeting/hearing, then they may request that it is postponed until a later
date. The decision on whether a meeting/hearing will be deferred will be
made by the relevant Chair.

g. If the student and/or their friend has a disability or learning difficulty and
requires additional facilities or adjustments, those requirements should be
made known to Students Affair’'s Office prior to the meeting/hearing in
order that, if possible, appropriate arrangements can be made.

h. The student or member of staff also has the right to be accompanied to a
meeting/hearing by one friend who may not act as a representative or
attend in any legal capacity unless permitted by the person conducing
the proceedings.

i. Ifthe student, or member of staff presenting the case is accompanied at
any meeting/hearing by a friend, it is their responsibility to provide all
relevant communications, and documents to their friend.

j. The student, or member of staff, must provide the name of the friend to the
relevant Chair 5 days prior to any meeting/hearing via Student Affair’s
Office.

Aftendance at an Award Ceremony

Students who are eligible to receive a College award may attend an Award
Ceremony. In such cases the award will be the one that was previously
determined by the Assessment Board. If the award is subsequently amended,
there will be no further opportunity to attend an Award Ceremony. If
preferred, students may defer attendance at the Award Ceremony until the
outcome of their Academic Appeal.

Should the student receive a Certificate of
Award whilst an Academic Appeal is
ongoing and the Assessment Board amends
its decision, the Award Certificate must be
returned to the College and a replacement
will be issued. Attendance at an Award
Ceremony does not prevent a student from
submitting an Academic Appeal.

Behavior at Meetings/Hearings

All participants at meetings/hearings are
expected to behave in an orderly and non-
confrontational manner. If the appropriate
Chair of a meeting/hearing believes it
necessary, they may adjourn or Holt
proceedings if, in their opinion, progress of
the meeting/hearing is being hampered by a
participant’s behavior.

Recording of Proceedings

The audio recording of meetings/hearings is
prohibited subject to such reasonable
adjustments as may be agreed by the
College.

Monitoring and Evaluation

On an annual basis, Student Affair's Office
shall provide a written report to relevant
College Committees. The report shall provide
anonymous stafistical data, identify any
frends or wider issues, and make any
observations and/or recommendations,
which may assist the College to further good
practice in the management of this process.
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Expenses

The student or member of staff will be responsible for any associated costs
related to the appeal process which will be communicated by the Student
Affairs’ Office.

Advice and Guidance

1. Students and staff can obtain advice on these Regulations from a number
of sources. In particular, their respective faculty Adviser and/or the Student
Council who can provide students with advice, independent of the
College. This can include, assistance in submitting an Academic Appeal
and attending meetings/hearings in a supporting role. Staff and students
can also seek advice and support on understanding the Regulations from
Student Affair’'s Office.

2. Staff in Student Affair’s office can only provide advice on the operation of
these Regulations, and are unable to provide advice to students on their
individual circumstances.

Appeal against the College to Pearson
If the student is not satisfied with the outcomes of BACU Appeals Policy, can
appeal to Pearson. Such appeals are received and processed as per the

Appeals Procedures of Pearson.

Students studying HND with BACU will write to Pearson at :
https://qualifications.pearson.com/en/contact-us/students.html

Relevant forms

Form # Form Name

34q | Student Special Request Form
(SC1 form)
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Policy Purpose, Scope & Statement

Purpose

The purpose is to plan and establish students’ activities in BACU and outside,
for active participation and overall development technologically and as a
matured dependable, social minded person.

Scope

This policy applies to all students.

Policy Statement

Student Affairs Office of BACU plans schedules and establishes student
development activities, and organize co-curricular activities coordinating with
the Schools at BACU involving student leaders, student council or other
organizations.

Procedures

New Student Orientation

« Student orientation programs are designed to help first year, transfer, and
non-traditional students adjust to the academic and social life of the
College.

« The primary purpose of the BACU orientation program is to help students
understand the nature of the College, the educational opportunities
available to them, the values and functions of the College community, and
the central objectives of BACU as an academic enterprise.

+ Itis also intended to give students information on placement testing,
academic advising, and involvement in committees where they can
participate in College governance, and to inform them about matters
relating fo student registration, campus activities, and other aspects of life
at BACU.

Students run Media

All the students of the College are encouraged to take part in development
activities and develop a website (subject to college approval). For this
purpose, students are allowed to use an infrastructure for websites. The head
of the student’s affairs has the authority to approve the relevant content and
item on the website. Students are allowed to use the wireless internet
connection for their personal usage and social networking as well.

However, it is expected from the students to
maintain the reputation of the college and act
as a good willambassador of the college. It is
also required from the students to adhere to the
college’s high ethical standards while using any
IT services.

Social Gatherings and Activities

a) The British Applied College will plan and
design a number of cultural and social
activities for students all over the academic
year. Among these activities some of the
notable are listed below:

+ International celebrations

* Dinners

+  Guest lectures

» Picnics, Desert safaris and other
occasions

b) The College will have conftrolling authority
over all the activities and organizations of
students.

c) The ideas of Students for an appropriate
student activity will be supported and
assisted by the College management.

d) To ensure effective utilization of College
facilities and buildings and to safeguard the
reputation and integrity of the College, no
permission will be granted to the student
organization to use any of the College
amenities without prior approval. For getting
approval, students can send their request to
the Assistant Dean of Student Affairs by
email.

e) Students and their guests are liable to abide
by the UAE law. Students or their organization
will be responsible to take all the preventive
measures.

8.1 Students Activities Policy V2
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f) Students behavior should be responsible and respectfully when taking part
in any activities and abstain from any violations described in the section of
Student Discipline.

g) Besides, any existing disciplinary procedures and penalties will be applied
to students violating discipline in the College. Such actions might include
expulsion or suspension of students or termination or suspension of a
specific club or activity.

h) Any group/ individual violating these rules will be answerable to the
College management and will be subject to suitable disciplinary action.

Student Clubs

In the college, the students enjoy the opportunity to join several clubs where
they can play a part in diverse activities. The faculty members of the college
offer sponsorship to these clubs and offer their guidance and supervision to
them.

Sports Events and Activities

The sport events and activities include the inter-collegiate and in-house
tournaments in Football, Bowling, and Table Tennis. All the fournaments are
held as per the plan. The successful individuals and teams are endowed with
dissimilar prizes from the college.

Entertainment Events and Activities

Entertainment activities and events are organized for the College students to
refresh and re-energize them and result in an improved academic
performance and expose them to the actuadlities of real life. The
entertainment programmes comprise the educational cum outside
recreational trips for the students such as the famous Dubai Festivals, Dubai
Technology Fair (GITEX), Ice Rink, trips in Dubai and various parts of the United
Arab Emirates.

Use of electronic Information Resources and Student Media

Student in the College may use different electronic information resources,
including e-mail, Internet and Web sites to acquire information and news, to
make communication with other individuals and students and to consult with
mentors. The College management reserves the right to restrict or remove
student media accessibility to electronic and on-line material.

Social Media Networks

Students at the College can use social
networking of their choice. The users should
comprehend that any content they expose to
public via digital platforms or on-line social
media is required to follow the social ethics and
adequate social behaviors.

Athletics and Recreation

+ The College has arranged access to gyms
and athletic facilities with the Al Arabi Sports
and Cultural Club in Umm Al Quwain. This
arrangement provides access for the use of
athletic facilities and outdoor recreation
areas by BACU students.

» In addition, the Student Affairs Office will
organize, implement, and supervise College
athletic events. It plans to develop
collaboration arrangements with other
institutions in Umm Al Quwain and the
surrounding area for various forms of student
competition and activities.
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Policy Purpose, Scope & Statement

Purpose

The purpose of this policy is to establish a Student Council to identify and
communicate their opinion, interests and goals for the college.

Scope

This policy applies to all students.

Policy Statement

The College establishes Student Council to serve as a forum for student
opinion.

Procedures

The primary purpose of the Student Council will be to serve as a forum for
student opinion. The Student Council will be elected annually by the student
body.

The Student Council will operate within the laws of the United Arab Emirates
and will establish rules and procedures for fiscal control, faculty or staff
advisors to guide the council, and conducting a range of community
engagement activities for approval by the College.

Activities: The activities of the BACU Student Council may include, but will not

limited to, the following:

+ |dentify programs, interests, and goals of students for the College

+ Communicate those interests, programs and goals of the student maijority
to the College administration

+ Assist BACU by providing students with programs to meet the needs of its
students

» Elections: Council elections will be conducted according to an Election
Code that the Student Council will develop.

+ The College emphasizes that participating in organizations and clubs is an
effective means of establishing interpersonal relationships, developing
leadership skills, and generally enhancing the overall academic programs.

8.2 Student Council Policy V2
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8.3 g/ B Registered students have access to Moodle
o which is used to share information related to
(‘I of 2) general matters, announcements, College

policies, and material related to a course
including sample papers, course guides, and
similar documents.

Policy Purpose, Scope & Statement

Purpose e H epene
The purpose is to clarify our goals and commitments in providing on campus |nS'|'I'|'U'|'I0nG| FGCIlli'IeS Use
accommodation to the students. and SUppor’r
Scope i
This applies to all students interested to live on campus. Students are required to follow these rules
Policy Statement concerning the use and support of institutional
The College has no accommodation facility for the students at present. After facilifies: _
development of the College, student residence halls will be built. * Allusers who have a valid College ID may
use the library computers and internet
Procedures facilities
. + Computer’s use is granted on a first-come,
Housing first-served basis
The College does not currently provide student housing. The Student Affairs Officeflf © Computer use is limited fo 60 minutes for
will manage any future student housing programes. individual sessions when others are waiting
* Reservations should be made well in
Prayer Rooms advance for individual or group sessions

* Viewing or downloading any restricted,

. vene unethical, or illegal internet content is

Computing Facilities prohibited

» Penalties will be assessed for damaging any
lab, classroom, or library property

The College has on-campus prayer rooms for both males and females.

* There is a sufficient number of computers in the Computer Lab that are
available for student use when needed. However, students are encouraged

to bring their own devices including laptops because there is a Wi-Fi Student ID
connection at the College that students can use any time without restriction. )
« The Computer Lab has a network printer that is available during study hours. All the sfudents of the college are provided
+ Allrelevant applications are installed on lab computers. and issued a College ID upon admission. It is
+ Students are not allowed to use College computers for improper purposes. important to note that, all the students are
. required to use this ID, while using the facilities
Cafeteria and services of the college like borrowing a
All BAC students and visitors may use the cafeteria provided at the campus. book from the library etc. In addition, sfudents
. must keep their IDs with them and must
Transpor’rahon present them during exams or on request.
The College provides student fransportation with shuttle buses to and from 8.3 Residential Life Policy V2
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Email as an Official means of Communication

The college is responsible to provide each and every student with an Email
account. This email address can be used by the college to communicate with
the students regarding any matter. So, it is the responsibility of the students to
stay updated and check his or her email account.

The college will use email as a primary source to get connected with the
students and to send the nofifications and other communications.
Administrative staff, faculty and other academic staff can use the email
address to communicate with the students and to convey important
information and notices related to time-sensitiveness as well.

Usage & Support Policy on institutional facilities

Students should be adhering the following usage and support policy on
institutional facilities.

Using of library computers and internet facilities are allowed to all
the users who has the valid college ID card.

Computers are allowed to use on first-come-first-served basis.
Computer and internet usage is limited to 60 minutes for the
individual sessions when the others are waiting.

Reservations can be made well in advance for individual or group
sessions.

Any unethical and illegal use of internet contents are restricted.
Penalty will be enforced for Damaging any of lab/class
room/library property.

8.3 Residential Life Policy V2
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NAME POSITION EXT | EMAIL

Prof. Mohamed Waltfa Executive Dean 104 | mohamed.w@acug.ae

Mr. Sajith Kumar R. D|re<:’r.or SllnEnvelel 107 | sqjith.k@acuqg.ae
Effectiveness

Dr. Sivakumar Ramalingam | Academic Director 134 | rsivakumar@acug.ae

Mr. Mahmoud Alkhouli neee (.)f Selhos] = 122 | mahmoud.a@acuqg.ae
Computing
Head of School -

Dr. Haran Pragalath D C Construction & Built | 113 | d.haran@acug.ce
Environment

Dr. Houssemeddine Gouta Heqd qf School - 117 houssemeddine.g@acuaq.
Engineering ae

Mr. Mark Langer Director of Continuing
Education & Training P | demeiereiesue) 6
Library, Learning RSS &

Mr. Santhosh Goud Book Store Manager 116 | santhosh.g@acuqg.ae

Mr. Muhammed Riyas ICT Support Officer 111 | muhammed.r@acuqg.ace

Mr. Abdul Naseeb Fmgnce = AEeeUniE 108 | naseeb.a@acug.ae
Officer

Mr. Mohammed Shaban RlESlE Mquehng - 125 | mohammad.s@acug.ae
Student Affairs

Ms. Radwa Ahmed ACITISIEIE & S 129 | radwa.a@acuqg.ae
Support Officer

Ms. Juna Saad Student Counsellor 121 | juna.s@acug.ae
Receptionist (Front

Ms. Maryam Fazal Desk Officer) 100 | maryam.r@acug.ae
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