()

il pglel) deols

APPLIED SCIENCE UNIVERSITY

P Student Handbook
| 2024-2025




Table of Contents

L INEFOAUCTION ...ttt ettt e b e s bt s et e et e e bt e s bt e s bt e sanesab e e b e e b e enbeesmeeeneeenneen 7
2 WeElCOME MBSSABES ......eeeiiiuiiieeciiee ettt e ettt e et e e e s sttee e saabeeeeesabeeeesasbeaeseaabeeeesasseeeeeasseeessnsseesesnnsenessnnsens 8
2.1 Message from the Chairman of the Board of Trustees..........cccccoooeciiiiieii e 8
2.2 Message from the President ...............ooo oo e et e b e e e e saaeeaean 9
2.3 Message from the Vice President for Academic Affairs and Development..............ccccooeenieneen. 10
2.4 Message from the Vice President for Administration, Finance and Community Engagement..... 12

3 ADOUL the UNIVEISITY ......cooiiiiiiiiiie et e et e e s st e e s sbee e e s sbeeeessbeeeessseeeeennnes 13
3.1 UNIVErSItY CAMPUS ..ottt e ettt e e e e s ettt e e e e e s e s bbbteeeeeesesaansestaeaeessesaasnsnaaeeesssnnan 13
BL2 ASU VISION .coiiniiiiiiiiiiee ettt ettt sttt e st e e s bt e e st b e e e s abba e e s aasbaeesaabbaeesanbaeesesbaeesenabeeas 14
3.3 ASU IVIISSION.......eeiiiiiiiiei ettt ettt s e e sttt e e sttt e e s b bt e e s abbe e e s abbaeesaasbaeesssnbeeesaanbaeessnsbaeessnnbeeas 14
3.4 ASU €Ore VAlUES .........oeeiiiiiieeciiiee ettt ettt e e ettt e e st e e e e et eeeesasbaee s ssbaeeesassaaeeasssaeeeasseaeassseeessnnsens 14
3.5 Graduate AttribULES ............ooiiiie e e e e b 15
3.6 OrganisationNal Chart ................cuiiiiiiiie et e e e et e e s e ate e e e e abee e e enbeeeeennnenas 16

4 The Directorate of Admissions and Registration .............c.ccocvviriiriiiiiiie e 17
0 - Vo [ TR (oY T 2] [T o)V PP 17
4.1.1 Admissions Requirements for Bachelor's DEEIEE ............c.cviiiiiiiiiiiie e 17

4.1.2 Admissions Requirements for Master's DEEIEE .........covoiiouiiiiieiee e 18

4.1.3 Admissions Requirements for Students Transferring from Other Universities .............ccccoooniiniinrnnn 19

4.1.4 Documents Needed fOr AQMISSIONS. .........c.oiiiiiiieiii ettt ee ettt eae e ene e 20

4.1.5 Procedure for Admitting NeW STUAENTS. ........coo i 20

4.1.6 Procedure for Transferring Internally to a Different Programme..............ccooooviiiiiiiiiieieeeeee e, 20

4.1.7 Transferring Credits PrOCEAUIES ............c.ii ittt ettt ettt teetaete et eraeseereansene e 21

4.1.8 Appeal Against Denial Of ADMISSIONS ...........coiiiiiiiiiii ettt 21

4.1.9 Appeal AGaINSt Credit TranSTEI ........c.oii ittt re et areene e 22

4.1.10 Withdrawal from the UNIVETSILY ...........ccooiiiiiiiiii ettt 22

4.1.11 Admitting Students with Special NEEdS............ooiiiii e 22

4.2 RegIStration ProCRAUIES.............ooiiiiiiiiiiee ettt ettt sb e e st e e sbe e sbt e e s beesbteesabeesaseeesareeas 23
4.2.1 ACAAEMIC CalONUAT ... .ottt ettt 23

4.2.2 Procedure for Developing and Disseminating the Course Schedule.................ccccooviviiiiiiiiiiicc e, 24

4.2.3 Procedure for Students Registering ON COUSES..............ccviouiiiiiiieeti ettt 24

4.2.4 Procedure for Registering Students At-RisK...........ooo i 25

4.2.5 Registration for At-Risk Undergraduate StUdeNts ................ccooviiiiioiiii e 25

4.2.6 Registration for Postgraduate STUAENTS. ... 26

4.2.7 Course WINAraWALS ...........ooiiiiiiic ettt 26

4.2.8 LOSt/ DUPIICALE COITIICAES ... o ieititii ettt 26

2 DSA



4.2.9 StUENt GUIANCE UNIL ... ..o, 26

4.2.10 Courses Registration: Add/ Drop COUTSES .........c.cvivieeiieeeeieeeeeteeeeeeee ettt ettt e e e e s 27
4.2.11 Prerequisites and CO-TEOUISITES .........oiiiiiiiiiice ettt a ettt eae e e s 27

.3 WiIthdraWal ..........coomiiiie ettt ettt s bt e sttt s b e e s nee e eneean 27
4.3.1 Withdrawal from @ CoUISE (W) ......o oottt re e ere e 28
4.3.2 FOrced WItRAraWwal (WE) ........cooiiiiiit ittt ettt ettt ettt ettt neereene s 28
4.3.3 Compulsory WItRAraWal (W) ............ov oottt ene s 28
4.3.4 Automatic WIthdrawal (WA) ..........ooii ittt ettt ettt aseae s 28
4.3.5 Postponement of Study, Drop-out and Withdrawal from the University.................cccooooviiiiiiiiiie 28

4.4 Grades and Accumulative AVErage (GPA) .........c..ooecuiieiiie ettt e rtee e e e re e e rae e saree s 29
. R 0o T ¢l €] - o [OOSR 29
4.4.2 Grade ClassifiCatiON ..ottt 29
4.4.3 Semester and Accumulative Average CalCulation ..............ccooiiiiiiiiiii i, 29
4.4.4 Accumulative Average ClassifiCation..............ooiiiiiiiiii s 29
4.4.5 Study Levels and Credits Required for Graduation ...............ccooviiiiiiiiiii it 30
4.4.6 Requirements for AttaiNiNg @ DI .........cviiiiiiit ettt ettt eteereareene e 30
4.4.7 Academic Warning and DISMISSAl ..........ceiiiiiiiiieie ettt ene s 31
4.4.8 Attendance, Excuses, and ADSENTEEISIM .........c.ooiiie e 31
A.4.9 GFrade APPEAL .. ..ottt 32
4.4.10 Incomplete, Grades and DEAAIINES ............oiiiii e 33
o Y or=To [=T o o T oV T 11 V-SSP PRSP 33
4.4.12 Under Dismissal and Dismissal from ASU ..o 33
o G - o (V=1 T o PO PSSR PSPPI 33

4.5 Hosted Programmes from London South Bank University Bylaw (Dual Award) .......................... 34
T R T T o T o TSP 34
4.5.2 Admissions and REGISTIAtioN ............oiiiiiiiiii ettt n e n e neene e 35
B Y 1 =Y g o - T Vol TSSO 36
4.5.4 Credit Transfer / Course EQUIVAIENCY............ccoooiioiiiiiciceie et 37
4.5.6 ACAAEMIC PrOGIAMIMIE ... .oviiiiitiiti ittt ettt ettt et ettt e bt et e te et e e bt beebeeteeteebeeteebeebaebeeteebeabeeseaneeneans 37
4.5.7 ASSOSSIMIEIT ...ttt etttk E £ R bRttt n et b et 38
4.5.8 Programme Examination Board and External EXaminers............ccocviviiiiiiiiiiiii e 39
4.5.9 GradUATION .......euiiieiie ettt ettt etttk h ettt ettt 39
o (O A0 To 1= o ol o= =Y o] o= ST 39
4.5.11 AcademIC MISCONAUCT .....c..uimiiiiiiiiie ettt ettt 40

5 Fees and REfUNA POLICY ..........oooouiiiiiieee ettt et e e et e e e et e e e e e bt e e e e e abaeeeestaeaesnraeeesanes 41
Ll TUIION et 41
5.1.1 College of ADMINISTrativVe SCIENCES ... ..ottt ee et 41
5.1 2 COlEEE OF LAW.... .o ettt ettt ettt ettt 41

3 DSA



5.1.3 COllEEE Of AItS & STIEBINCE ......c.ooviiiiiiiiti ettt ettt ettt ettt ettt et ettt et et ae e reanas 41

5.1.4 Hosted Programmes from London South Bank University (Dual Award) .............ccoovovviviiiiiececeeeeee 42

BL2 OtREI FEES ...ttt ettt et e s b et e st e s be e e hee e e be e e s ab e e sareeebeeesreeenns 42
5.2.1 Bachelor DEEIEE OTNEI FEES ........c.iiiiiiieceee ettt ee ettt et ea et eae e ae b ene e 42
5.2.2 MaSter DEEIEE OthEI FEES .........oceieeeeee et 43
5.2.3 Hosted Programmes from London South Bank University (Dual Award) ...........cccccoovovviiiiiiiicicice 43

5.3 REFUNA PONICY ......ooiieiiiieeeee ettt e e et e e e et e e e e e bt aeesenataeeeenbeeesensseeesensenas 45
5.3.1 Refundable TUILION FEES: ...ttt 45

5.4 Lateness & Bucket Definitions.............coiiiiii e, 46

6 FINANCIAl SUPPOIL....... .ot e et e e e et e e e s e bt e e e e ebteeeeebteeeeesaaeeeenseseeeaseeeassnes 47
6.1 Financial Discount for Outstanding Students Coming from High School (New Students)............. 47
6.2 Financial Benefits for Students with Exceptional Performance (Existing Students — Bachelor only)
................................................................................................................................................................ 47
6.3 FINANCIAI A ...ttt et e st e st e s b e e e s abe e s be e e sabeesabeeebeeesabeeenns 48
6.4 SIbIINGS DISCOUNTS .........oooiiiiiiiiiee ettt et e e et e e e et e e e e e tteeeeebbaeeeeateeeeesbeeesannsaeesennsenas 48
7 The Directorate of Student Affairs (DSA) ..........ccuiiiiiiiiii et e e e e e et e e e s e reeeeeeanes 48
7.1 Student SErvices OFfiCe .......coocuii ittt s sae e e sbee e 48
7.2 Student Counselling OffiCe...........coouiiiiiiiie e e e e e s e e e e nareeas 49
7.3 Career Development and Alumni Affairs Office...........cccccviiiiiiiiiiini e, 49
7.4 SEUAENT COUNCIL ...ttt ettt sttt e b e b e s bt e s aeesateeteesbeesbeesnnenas 50
T.5 STUAENT CIUDS......c..oiiiii ettt sttt et e b e bt e sb e s ab e e st e et e e beesheesaeenas 51
B AIUMNICIUD ...ttt st ettt s b s st en e e b e sneesane e 51
7.6.1 The Alumni Club REGUIGLIONS ...ttt reanaans 52
7.6.2 The Alumni Club ReSPONSIDIIILIES .........ciiiiii e 52
7.6.3 Alumni Membership REGQUITEMENTS ...........cciiiiiiiii ittt re e e eraens 53
7.6.4 Alumni Membership CAtEEOTIES ..........oiiiiiiieii ettt ettt ettt ettt et ateereeneeneeneaneans 53

7.7 Services for Students with Special Needs/ Disabilities...............c..ccccovieerieieiiiiiicceceeceee e 53
7.7.1 Support for Students with DiSabilIties ... 54
TBHEAIh UNIL ...ttt st n e et e e e sane e 56
7.9 0rientation ProgramMe...........cooooiiiiiiiiiee ettt e e e e e re e e e e e s sbear e e e e e e e e s anbtaeeeeeeseessnnseanneeeeeeanns 57
7.9.1 New Student Orientation Guidelines and Procedure...............ccccccoiiiiiiiiiiiiniiiccece 57
% L I T L= o A 1 =T T o 1T o SRR 58
7.10.1 Eligibility REGQUITEMENTS. ... .coi ettt ettt ee et ea et eae e bene e 58
7.10.2 Internship Period and Credit HOUTS ................ooviiiiii e 58
7.10.3 Identifying Internship Places and Internship Opportunities ... 59
7.10.4 Assigning Internship Places for SEUAENES ............ccoooviiiiiiice e 59
7.10.5 AnNNouNCeEMENt fOr INEEINSIID ..vou ettt 60
7.10.6 Internship COMMEBNCEMENT .........oci ittt ettt ettt ettt ettt e ettt e eae s 60

4 DSA



T 00,7 ALEENAANCE ... .o ettt et ettt et e ettt 61

7.10.8 FiNal REPOMt GUIAEIINES .........coviiveiee ettt 61

7.10.9 Evaluation of the INterNShIP COUSE .........ci it 62
7.10.10 Student’s Withdrawal from the Internship COUrSE ............ccooiiiiiiii e 62
7.10.11 Failure of the INTEMNSAIP ..ottt 63
7.10.12 International Opportunities for INterNShip...........c..ooooiii e 63

2 Yot Yo =T T Toly Yo Y V- PP 63
7.11.1 Academic AdVvising POliCY STate@MENT ..o 63

7.12 CommuNity ENGABEMENT........ccooiiiiiiiiiiiii e e e e e e e e st rre e e e e s e s s bt aaeeeeeeeaaas 64
8 e BT VT Lo ot s YT =T o ol PP 64

8 Library and Information Services Directorate...........c..cuuevieciiiiiiiiiii i e 65
8.1 About the Library and Information Services Directorate ............ccccooeviiiiiieiiiieicciieeee e, 65
8.2 Main Services the Library and Information Services Directorate.............c..cccoccveeeeecieeeccciee e, 65
8.3 PhOtOCOPYING SEIVICE ... it e e et e e e e e e e e e et ae e e esabe e e e e sabeeeeeanbeeeeennrenas 66
8.4 General LIBrary RUIES ............oooiiiiii ittt e e ee e et ee e e et e e e e s sbee e e esnbeeeeenabeeas 66
SO FINES ...ttt st e e s e e e e e e e e e e e e e b ee e e e be e e e e abe e e e e reeeeennreeas 67
8.6 Library OPening HOUFS ...........coooiiiiiiiiiie ettt e e tee e e e et e e e et ae e e e eate e e e eeabeeeeeanbeeeeennsenas 67

9 Students’ MiSCONAUCE BYIQW............ccccuviiiiiiiiie ettt e e e e tte e e e e bt e e e s ebeeeeseartaeeesnteeeesanes 67
9.1 VIOIAtIONS ...ttt et e b e s he e sttt e b e b e e sbe e sat e et e e te e beesheesaeeea 67
9.2 Investigation and Disciplinary COmmIttees.............ccueeiiiiiiiiiiiiiie e 69
9.3 The Authorities Appropriate in signing the Disciplinary Sanctions................ccccccovvviiiiiiee e, 71
9.4 GENEIAl PrOVISIONS ......cc.eiiiiiiiiiieiii ettt ettt ettt et e bt e sae e sat e st e e bt e be e b e e sbeesateeabeebeesbeesheesaeenas 72
9.5 Academic Misconduct and Plagiarism Policies...............ccccoeriiiiiiiiiic e e 72

1o BT A S =T T o o OSSOSO SR SRPPTPPPPPPPR 73

9.5.2 EXamPIEs OF PIAGIATISM.........ciiiiiii ettt 73

9.5.3 Table of Definitions, Examples, and Types of Academic Misconduct .............cccocvovviviiiiiiiiiiiiicceeee 73

9.6 Student Disciplinary and Appeal ProCedure................ooocviiiiiiieeieeiiiiieeeee et e e raaeeee e e e 77
9.6.1 University Disciplinary and Appeals COMMILLEE..............ccooiiiiiiie et 77

9.6.2 StUdent APPEAIS PrOCEAUIE ... ..ottt ettt ane e 78

9.6.3 Student Code OF CONAUCT ..........ciiiiiiii ettt 78

9.6.4 Students RESPONSIDIIITIES. ........veueieeeec ettt 78

9.7 DFESS COUR......couiiiiiiiie ittt ettt et sb e sa e et e bt e bt e s bt e sae e st e e bt e bt e b e e s b et eae e e ateen e e reenneenane e 78
9.7.1 FEMAIE STUABNTS ...ttt ettt ettt et ekttt e e e e st e e et e b et et et et e eae st eaen e aebare e 79

9.7.2 MAIE SEUABNES. ...ttt ettt ettt ettt 79

10 Equality and Diversity POLICY.............ouiiiiiiioeee e e e e e et e e e e e e e s ae e e e e e e e e e ennnnnes 80
0 oY ol A - 1 =T 4 =T 4| PSR 80
11 Student Complaints ProCeAUIE..............ccuviiiiiiiii et e e e e stre e e e sbe e e s e sabee e s e nbaeeeenareeas 80

5 DSA



e I o o Yo=Y [ = 80

11.2 Students ONliNE SErviCe (SOS) ........ooo it e e e e e e e e et e e e e eata e e e e nraeeeenananeeean 81
12 E-LEArNING PONICY .......ooiiiiiiiii ittt ettt e e et e e e st e e e s et e e e e sabe e e e esnbeeesesabeeeesnnbeeeeenreeas 81
12.1 Learning, Teaching and ASSE@SSIMENT ............cc.oiiiiiiiiiiiiiiie e eree e esre e e srre e e e sraeeessbaeeeeas 82
12.0.0 CoUTSE MATEIIAL ...ttt ettt 82

12.1.2 ONlINE ClIaSS ACLIVITIES. .........eueiiieciee ettt ettt 82

12.3 Learning Resources and Student SUPPOrt ...........cc.oiiiiiiiiiiiiiiie e 83
12.3.1 CoUISE MATEIIAL ...ttt ettt 83

12.4 Online Learning Environment and Information Management................cccccoeeiiiiiieecccieee e, 85
12.4.1 E-l€arning @NVIFONMENT: ......c.oiiiiiiii ottt ettt ettt eb ettt b et et e eee st ea et ete et ese e ene e 85

B A o - - T o PSP PSPSURPRPRP 85

12.4.3 INtellECTUAI PrOPEITY ... .ottt ettt 85

L2044 DAta SECUIITY . ...eee ettt ettt ettt et e ekt e et e e e s bt e e tb e et b e e bt e e et e e e s bt e e tb e e ent e e bt e enbeeenbeeerbeenreean 86

12.4.5 Instructions to Students Undertaking EXaminations............ccccceiiiiiiiiiniiiiiicceccc e 86

13 CamPUS FACIlItIES .......oeeiiiiiei i e e e e et e e e s et e e e et e e e e esabe e e e esabeeesenbeeeeennreeas 88
e T o ¢ L USSP 88
13.2L0St aNd FOUNM .....c..ooiiiiiiiiii ettt ettt sttt e st e et e e st e e sabe e e sabeesabeesnteesabeeennees 88

B T8 3T =1 Y U 89

B T 0 T T o - PR UUURPt 89
L35 BOOKSTOTE .......coeneiiiiiiieeeee ettt ettt ettt e st e s bt e e s ab e e sabe e e a b e e sabe e s bt e e sabeesabeeeanteesbaeenanes 89

I O - 1 V7] g 2o o] 1 o TSP PPPRPRR PPNt 89
13.7 GAMES ROOIM ...ttt et s e e e s s e s s nb et e s s mr et e e s b et e e s nraeeesannnneenan 89
13.8 Abdulla Nass Auditorium and the University Dome Hall................c..ccooiiiiiiiiiiiiee e, 89
13.9 FEMAIE LOUNEE ...ttt ettt ettt e e et e e e et e e e e e ataeeeeasaeeeeassaeeesssaeeeessaeeesssaneeeanseneennn 89
13.10 Students Council, Alumni Club and Students Clubs Room No. (301) ...........c.ccovvvvreevrvereennnnnnnn. 89
13,11 STUAENT ACHIVIEIES ...t e s s s ne 89
13.12 Students SPOrt FACHItI@S..........coccuviiiieeie et e e e e abe e e e aaee e 90
13.13 Academic Facilities, Resources and Useful Information...............cccccuuureemeneieeeeeeeneeiennennnns 90
14 Coronavirus COVID-19 Protection Procedures.............c.cccoceevieeiienienienienieeeeseesiee e 90
L5 USEFUI CONTACTS.......coiiiiiiiiieiie ettt ettt et s bt st st et e e bt e sb e e sbeesanesanesaneenneennes 90

6 DSA



1 Introduction

The Student Handbook aims to assist all students to find relevant information needed throughout
their student life at the Applied Science University.

The Student Handbook presents ASU’s vision, mission, and core values. It also includes essential
information that all students need to understand from when they first enrol at ASU, either as
Bachelor or Master’s Degree students, to graduation and beyond. The selected student-related
information includes mainly: regulations, by-laws, procedures, and, academic and administrative
policies. It also contains useful information that the student might need to refer to when/ if
required, including student resources, student support services, and the organizational structure.

This Handbook is distributed to all students during the Orientation Programme. It is also available
on the ASU Website and at the Directorate of Admissions and Registration Office.

The University reviews the content of this Handbook regularly. It retains the right to update any
information to comply with the Ministry of Education and Higher Education Council (HEC)
requirements. Students will be notified by email of any significant changes to the Handbook, and
this email will indicate the section(s) which have been revised.
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2 Welcome messages

2.1 Message from the Chairman of the Board of Trustees

Dear Students,

It is my pleasure to extend a very warm welcome to our students at Applied
Science University in the Kingdom of Bahrain where our students are at the
heart of everything we do.

ASU has an international outlook, through our partnerships with leading universities and
academics in the UK and the Arab world, also has a strong commitment to our local community
and region through research, investment, and business partnerships.

Our students come to ASU to enjoy a challenging, practical, and industry-relevant academic
Programme that is supported by qualified, stimulating academic staff in a pleasant, safe, and
equitable environment. They also participate in a wide range of social, extracurricular,
community, and sporting activities as well as developing the knowledge and transferable skills
needed for employability.

We deliver Undergraduate and Postgraduate Programmes, across four Colleges, to around 3,000
students. Several more courses are planned for the near future to widen our global reach and
access to bright, ambitious, and talented students throughout the region.

We have invested in facilities by building a modern and well-designed campus. ASU contributes
significantly to the local economy annually and intends to become a leading private University in

the Gulf.

With drive and determination, we envisage our graduates playing a vital role in the future of the
GCC Economy.

You can depend on a warm welcome at ASU.

Professor Waheeb Al Khaja
Chairman of the Board of Trustees
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2.2 Message from the President
Dear Students,

| am delighted to welcome you to our ambitious and distinctive institution.

The Applied Science University (ASU) was established in 2004 with the vision
of promoting excellence in applied education and research in the region.
Whether you are a prospective student, or a current member of our community, we are
committed and dedicated to offering you a unique opportunity to make a real and sustainable
impact on society. For our students to be future ready, we equip them with the right knowledge,
skills, mindset and connections. Our academic and wider student experience aims to motivate
and inspire the students to be empathetic, open to new ideas and willing to embrace the
unknown.

As we look ahead, it is imperative to look outwards to society and to raise the level of ambition
and purpose in our students and in our staff. There has never been a more important time to
lead and to work together to tackle urgent matters including climate change, societal
inclusiveness, and international relations.

We are fortunate to be housed in a state-of-the-art, digitally enabled campus, but, more
importantly, we have an excellent and inspiring academic staff supported by capable and caring
administrative workforce. It goes without saying that students are at the heart of all that we do
and their development is our top priority.

Over the years, we have had the honour of seeing thousands of our accomplished students
graduating and finding their place in the world. We are very proud of our alumni and we do our
very best to remain connected.

| wish all our students, alumni and communities every success.

Professor Hatem Masri
President
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2.3 Message from the Vice President for Academic Affairs and
Development

Dear Students,

Get ready for an exhilarating start to the new academic year! We are
absolutely thrilled to extend a warm welcome to all of you, as we embark
on a journey towards excellence in applied education. At Applied Science ~
University, we are committed to providing you with a transformative educational experience that
will unlock a world of opportunities and set the stage for a prosperous future.

As Acting Vice President of Academic Affairs, | couldn’t be more delighted to be a part of the
vibrant and dynamic Applied Science University family. Since its establishment in 2004, ASU has
continuously strived to offer the very best accredited programs, earning respect and recognition
both locally and on a global scale. Our programs are meticulously designed to meet the ever-
evolving demands of the labour market, ensuring that you possess the skills and expertise needed
to excel in today’s fast-paced UCA market.

To achieve your academic and professional goals, we understand the importance of fostering a
dynamic learning environment that ignites your passion for learning and propels you towards
higher levels of achievement. We are immensely proud to be a home to outstanding students
from more than 28 nations, and we embrace diversity, equity, and inclusion. Here at Applied
Science University, you will find a secure and supportive environment that encourages
meaningful interactions and nurtures strong relationships among students, staff, and partners.

Let me take a moment to share our pride in being the only university in the Kingdom of Bahrain
to receive a prestigious five-star rating in the QS Stars Ratings. This remarkable achievement
speaks volumes about our unwavering commitment to excellence in education. Furthermore, we
have also been recognized as one of the top 20 Arab universities for 2023. These accolades
highlight our dedication to providing you with the very best resources and opportunities to thrive.

At Applied Science University, we leave no stone unturned in ensuring that you have access to
cutting-edge technology, contemporary buildings, and an exceptional team of professors,
researchers, and staff. These resources are all geared towards empowering you to not only thrive
but also graduate with honours. We firmly believe in embracing technology as a powerful tool to
enhance your learning experience and equip you with the digital skills needed to succeed in the
modern world.

As you embark on this exciting learning journey, | want you to know that your success is our
utmost priority. | have no doubt that you will achieve remarkable feats in both your academic
and professional endeavours. Your time at Applied Science University will be marked by new
knowledge, transformative experiences, and a positive personal growth. Embrace every
opportunity that comes your way and let your enthusiasm and dedication shine through.
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I am genuinely thrilled to be a part of your educational journey, and | am confident that you will
emerge from this experience as a knowledgeable, skilled, and empowered individual. Now, let’s
embark on this incredible adventure together!

With my best wishes for success and growth.

Dr. Nabil El Kadhi
Vice President for Academic Affairs and Development
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2.4 Message from the Vice President for Administration, Finance and
Community Engagement

Dear Students,

The Vice President’s Office for Administrative, Finance and Community
engagement is responsible for the overall breadth and depth of teaching,
learning, research and professional development at the University. The
Office ensures that ASU Programmes offer high standards of academic quality and an industry-
appropriate curriculum. We are also responsible for academic staff recruitment and promotion.

We believe in empowering our students with the employment skills they will need to fulfil their
potential as work-ready graduates and career professionals.

We aim to build a culture of integrity and commitment to quality. ASU graduates will have
discipline knowledge, sound work ethics, problem-solving skills, entrepreneurial spirit, and enjoy
working in teams.

The journey of our University never rests; we continuously update our programmes to meet
market demands, expand students’ skills, and strive to meet the world’s highest education quality
rankings. This year ASU was ranked 22 by the QS World University Ranking- Arab Region making
it the first among Bahrain Universities; an excellent ranking that reflects our passion to high
education quality.

It is an exciting experience for our University with a campus with state-of-the-art facilities and
new Programme offerings.

| wish you all the best experience in the current academic year.

Dr. Mohammad Yousef
Vice President for Administration, Finance and Community Engagement
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3 About the University

Applied Science University has earned its license from the Ministry of Education according to the
decree issued by the Minister’s Council (No. WD 140/2004) dated 5th July 2004, making it one of
the first private universities in the Kingdom of Bahrain. ASU has made considerable progress in
its vision to become one of the leading universities in the Kingdom of Bahrain and the wider Gulf
region. The University aims to support the economic and social development of the Kingdom of
Bahrain by providing degree Programmes at both the undergraduate and postgraduate levels.
Our Programmes are grounded in a pedagogical framework that aims to develop our students’
understanding of key theories and concepts through knowledge acquisition and the development
of practical skills and life-long learning skills while preparing our students for a range of career
paths within their chosen field or discipline. The University aims to provide its students with a
high-quality learning experience by ensuring an up-to-date curriculum for its Degree Programmes
that meet the demands of private industry and the public sector alike - locally, regionally and
internationally. ASU employs experienced and well-qualified academics who can support student
learning and the overall student experience through the provision of research-informed teaching,
supported by a comprehensive range of learning and assessment methods. This approach
produces ASU graduates that are well-equipped and capable of facing on-going challenges in
their professional careers.

3.1 University Campus

The University relocated to its purpose-built campus in September 2013, covering an area of
24,000 square meters. It is designed to accommodate around 2,100 students at the same time
and to reach a capacity of 6,300 students distributed across mornings, evenings and weekends.
The campus provides a suitable educational atmosphere in accordance with the highest
international and local standards using the latest electronic technology in classrooms. Facilities
include design studios, lecture halls, computer labs, language, and specialised laboratories, as
well as a high-tech library and a ‘state-of-the-art’ lecture theatre with 320 seats. Also, a Wi-Fi
connection is available across the campus. The University is currently in the process of building
several sports facilities including tennis, handball, volleyball, basketball, and badminton courts.
The building design meets international standards and supports the development of the Tubli
Bay area of Bahrain. The design considered a set of principles and considerations consistent with
the Higher Education Council’s decision in 2007 regarding the requirements for Higher Education
buildings and facilities.

The University campus consists of three main buildings. The first building is the academic
building, which consists of 14,000 square meters area over seven main floors and four extra floors
in the Clock Tower. This building accommodates the ASU Headquarters, Academic Faculty,
Colleges, the Deanship of Research and Graduate Studies and the Directorate of Student Affairs.
On the ground floor close to the entrance hall, is the Directorate of Admissions and Registration,
together with cafes, lounges, and the library. The library includes all the features required by the
Higher Education Council, including study areas, group project rooms, computers to provide
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access to electronic library facilities, and enough shelves to house 23,000 books, journals,
reference works and other printed materials. The second building is the University Administrative
and services building. With a total area of 2200 square meters, this building includes
Administrative Offices, areas for student activities, and a hall for exhibitions and seminars. The
third building is the training centre, and it consists of two floors with a total area of 1266 square
meters, 633 square meters per floor.

The location of the campus is an ideal geographical position, between Manama and Riffa in the
Central Governorate, which is an area of high population and is easily accessible to students.

3.2 ASU Vision

‘A leading University promoting excellence in applied education and research in Bahrain and the
Region’

3.3 ASU Mission

ASU is dedicated to offering students and staff the opportunity to contribute to the sustainable
development of society & community. In addition, ASU strives to be recognized nationally and
internationally for its reputation in applied learning and teaching, research and community
engagement.

Furthermore, ASU is committed to enhancing graduates' employability through innovative
approaches and entrepreneurial practices in order to help them compete in international
markets.

3.4 ASU Core Values

Integrity.

Collaboration and Team Spirit.

Loyalty.

Social Responsiveness and Community Engagement.
Quality.

Innovation and Creativity.

ok wNRE
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3.5 Graduate Attributes

ASU has developed a set of
graduate attributes to help our
students and staff understand
what abilities, skills, and
students’” mindsets need to
acquire while completing their
degree. In the fullest sense,
graduate attributes relate to all
aspects of the student learning
experience at ASU.

Graduate attributes are
essential in  shaping our
students’ future success as they
define the type of graduates
they will become. They
encompass not only the
acquisition of relevant
knowledge and practical skills.
They also cover all aspects of
their employability and their
continuing career development
and how they engage positively
in the community and
contribute to Bahraini society
and beyond.
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ASU

APPLIED SCIENCE UNIVERSITY

GRADUATE ATTRIBUTES

ASU strives to prepare its graduates to be leaders in
their discipline by being:

¢ Critical thinkers and reflective learners.
Having the ability to use the knowledge and skills to solve
problems.
Having the ability to generate new ideas, being creative and
innovative.
Knowing the research methodologies in their field, and being
able to interpret the findings.
Motivated individuals capable of carrying out research-led
independent work.

¢ Entrepreneurially spirited enjoying practical work.
Want to learn experiment, apply, share, and partner.

+ Knowledgeable and skilled in their field.
Having the ability to apply their skills, and knowledge in the
workplace.

+ Effective Communicators.
Communicating effectively either orally or in writing.

+ Team Players.
Working in collaboration with others, and within teams.

¢ Proficient Practitioners and Collaborators.
Experienced in working in variety of roles.
Experienced in working in teams and groups of different
sizes.
Conduct themselves professionally and work positively as
part of a team.
Having relevant practical and technical skills.

¢ Ethically and socially responsible.
Understandingtheirsocial responsibilityand good citizenship.
Engaging in their community.

+ Committed to lifelong learning.
Participating and seeking continuous development.
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4 The Directorate of Admissions and Registration

The Directorate of Admissions and Registration consists of the Admissions Department, the
Registration and Documentation Department and the Advisory and Guidance Unit.

The Directorate role is to support and manage everything that is related to students’ academic
life in compliance with ASU by-laws and HEC academic regulations from the registration stage to
graduation.

4.1 Admissions Policy

The University aims to offer admission to students of the highest intellectual potential,
irrespective of social, racial, religious, and financial considerations. The University ensures that
each applicant is individually and impartially assessed in accordance with the policy on equal
opportunities. This policy upholds the principle that entrance requirements should ensure that
students are accepted into a Programme that gives them every prospect of academic success if
they fully avail themselves of the learning opportunities open to them.

4.1.1 Admissions Requirements for Bachelor’s Degree

1. The student should obtain a Secondary School Certificate or its equivalent certified by the
Ministry of Education in the Kingdom of Bahrain with an average of no less than 60% or
equivalent (Except for the Bachelor of Law Programme where the minimum high school average
required is 70%).
2. Students with averages below 60% may be admitted in the University, provided that they meet
one of the following criteria:

a. They are athletes and artists who represent the Kingdom of Bahrain internationally

b. Those with at least one year of practical experience following their secondary school

certificate.

c. In addition to that, the University Council has the right to decide on applicants with

averages below 60%.

d. The number of students admitted according to this point no. (2) can be no more than
5% of the admitted students.
3. In some Programmes, the students admitted from non-scientific secondary school fields should
pass remedial courses.

All students admitted to the University should take a compulsory placement test —determined by
the University- to determine their English language level. The levels admitted to the Programmes
are determined as follows, so that the admitted student studies the course listed according to
their own ability level:
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a. Programmes taught in English according to the Following Table:

Course Level Placement Test Mark
ENG 097 Elementary 0-34

ENG 098 Intermediate 35-50

ENG 111 Upper-Intermediate 51-120

b. Programmes taught in Arabic according to the following table:

Course Level Placement Test Mark
ENG 099 Remedial Course 0-40
ENG 101 English Language | 41-120

4.1.2 Admissions Requirements for Master’s Degree

Firstly: to be admitted in a master’s Degree Programme, the student must fulfil the following
requirements:

1.

Holding a Bachelor’s Degree or its equivalent from a University or College recognized by
the Ministry of Education in the Kingdom of Bahrain.

The bachelor’s degree programme should be in the same speciality as the master
programme or a similar qualifying field according to the study plan of that speciality;
otherwise, the student should pass a number of remedial courses approved by the
University and specified by the Concerned Department.

The applicant should be the holder of a Bachelor’s Degree with a GPA of not less than
Good or its equivalent to be admitted.

It is required for the applicant to any of the master’s programmes to pass the English
placement test adopted by the University or the applicant will have to provide a (TOEFL)
score of (450) or equivalent. Otherwise, the student commits during the first year to study
and pass two English remedial courses determined by the college, with a passing grade of
50%.

The applicant should pass an interview conducted by a committee in the Academic
Department.

The applicant should pass any tests conducted by the Academic Department when
required.

The applicant submits two recommendation letters one of which is preferred to be from
an academic staff member from the University where the student has graduated.

The applicant should have experience of not less than one year in a relevant professional
field, except those obtaining a GPA not less than Very Good or the equivalent, provided
that the number of admitted applicants with this exception does not exceed 50% of the
total number of students.

Secondly: the student can be granted conditional admission in some Master’s Degree
Programmes according to the number of seats determined by the University Council and
according to the following:
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1.

He/she must hold a Bachelor’s Degree with a GPA of not less than Good or its equivalent.
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If the applicant’s GPA is less than that, the application shall be sent to the Committee of
Appeal against Denial of Admissions, chaired by the Vice President for Academic Affairs
and Development.

The applicant must have at least two years of experience in the related professional field.
The applicant must pass an interview conducted by the Committee of Appeal against
Denial of Admissions.

The applicant must pass an interview conducted by a committee in the academic
department.

The applicant must pass any tests carried out by the academic department when
required.

The applicant must submit two recommendation letters one of which is preferred to be
from an academic staff member from the University where the student has graduated.
The applicant must pass the English placement test adopted by the University or he/she
will have to provide a (TOEFL) score of (450) or equivalent. Otherwise, the student
commits during the first year to study and pass two English remedial courses determined
by the college.

He/she must pass during the first semester after admission to the programme the
remedial courses determined by the academic department with a score of not less than
70%, otherwise he/she will be dismissed from the programme.

The applicant must obtain the approval of the University Council or the person/body
authorized by the Council in order to be admitted in the programme.

4.1.3 Admissions Requirements for Students Transferring from Other Universities

Students may transfer to the University if there are vacancies available, provided that transfer
requests are submitted to the Directorate of Admissions and Registration on the dates
announced in each semester, and according to the following conditions:
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1)

2)

3)
4)

5)

Meeting the requirements of the Admissions and Registration of the University. In
addition, the student must have an acceptable secondary school average or its equivalent
for the Programme to which he is transferred.

The student must be transferring from an accredited University, College, or Higher
Education institute that is approved by the Equivalence Committee at the Ministry of
Education in the Kingdom of Bahrain. The courses completed by the transfer student will
be included in their study plan, provided that the credit hours accumulated from their
previous University are no less than the credit hours of their new course in the Applied
Science University.

They are a full-time student, and evidence of this is provided.

The student is not dismissed for disciplinary purposes from their previous University
directly before submitting the transfer request.

Every 15 credit hours completed by the transfer student is equal to one semester,
provided that the course marks are not calculated in the semester and GPA averages.
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4.1.4 Documents Needed for Admissions

1)
2)
3)
4)
5)

6)
7)

8)
9)

A copy of a Valid passport (for International Students -original and copy).

Valid CPR (original and copy).

A copy of the residence visa for the non-citizens of the GCC states.

Three recent personal photos of 4 x 6 with a white background.

High school graduation Certificate endorsed from the Ministry of Education, Kingdom of
Bahrain.

For the Master’s Degree applicant, a Bachelor’s Degree certificate endorsed from the
Ministry of Education, Kingdom of Bahrain.

Health fitness Certificate from one of the centres approved by the Ministry of Health in
the Kingdom of Bahrain.

Submission of the completed form of application to the Admissions Department.
Equivalence of the high school for the students who finished from foreign schools and
their high school certificate was from outside the kingdom.

10) If the student is transferring from another University, they should submit an official

transcript certificate and an official withdrawal obtained from the previous University,
which is also certified by HEC.

4.1.5 Procedure for Admitting New Students

The following process is followed while admitting new students to the University:

1.

Checking and ensuring that identity papers and other documents required for Admissions
are in proper order and comply with the University and HEC requirements.

Checking the application form for accuracy and identifying the requirements.

Entering the data into the Students Information System (SIS), scan the student’s photo
and attach it with their SIS profile.

Scan all documents of the students and save a soft copy in the student file on the system.
Save a hard copy of the student’s documents into the student file, which is updated and
maintained as per HEC regulation.

Archive this file in serial order into a fireproof safe inside the Directorate of Admissions
and Registration.

4.1.6 Procedure for Transferring Internally to a Different Programme
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1.

The student may transfer from one Programme to another in the University if there is a
suitable vacancy, provided that his secondary school GPA qualifies him to study in such a
Programme.

When the student is transferred to another Programme, he may be exempted from any
courses of his choice that he completed in the previous Programme if they are included
in the study plan of the new Programme. The marks of such courses are included in the
student’s semester and GPA average.

Each 15-credit-hour course selected, as per the previous clause, is calculated as one
semester.
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Transfer requests will be submitted to the Directorate of Admissions and Registration
using the prescribed forms.

The transferred student receives the same treatment as the new student, for the
purposes of postponement, warnings, and dismissal from the Programme.

4.1.7 Transferring Credits Procedures

Courses are transferred for students transferring from other universities and institutions that are
accredited by the Ministry of Education in Bahrain. The procedure is highlighted below:
1. The student provides the Admissions Department with the official withdrawal letter from

the previous University along with an officially certified transcript which includes the
grades and the course description for the course to be transferred.
The Admissions Department will ensure that the University or Institution the student is
transferring from is accredited by the Ministry of Education in Bahrain, and the general
rules and conditions apply to the transferred credits.
A letter will be sent by the Admissions Department to the respective College to make a
transfer application. An outgoing number is registered to the letter to follow up later; a
copy of the transcript from the previous institution is also attached with the letter along
with the course description.
Once the transferred papers are returned, it is delivered to the Admissions Department
in the Directorate of Admissions and Registration to make the appropriate arrangements
which include:
a. Checking the student’s information which are name, student number and major.
b. Checking the previous institution’s name.
c. Checking the credit hours for the courses before and after the transfer.
d. Checking the grade for the courses to make sure that it is not below Very Good (B)
or equivalent.
e. Checkingthe name and the code for the subjects before and after the transfer and
it must match the transcript from the previous institution with the course name
and the course codes of the subjects in ASU.

4.1.8 Appeal Against Denial of Admissions
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1.

Applicants may appeal their denial of Admissions if they have a reason to believe that by
either providing additional evidence or through further clarifications, they can satisfy the
Admissions requirements.

In cases where an applicant decides to appeal, they must fill out the form of Appeal
against Denial of Admissions and submits it to the Directorate of Admissions and
Registration.

Directorate sends the appeal form to the Committee of Appeal against Denial of
Admissions for consideration and issuance of the final decision on the student admissions.
The Directorate receives the Committee’s Decision and notifies the applicant the final
decision of the Appeals Committee.

This decision will be considered final and cannot be appealed any further.
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4.1.9 Appeal Against Credit Transfer

1. Students may appeal their denial of Credit Transfer if they have a reason to believe that
by either providing additional evidence or through further clarifications, they can satisfy
the course requirements.

2. The student fills out the form of appeal against credit transfer and submits it to the
Admissions Department.

3. Admissions Department sends appeal applications to the Committee of Appeal against
Credit Transfer for consideration and issuance of the final decision on the request of credit
transfer.

4. Admissions Department receives the Committee’s Decision, and the decision shall be final
where the student has notified the final decision of the Appeals Committee.

4.1.10 Withdrawal from the University

The student who wishes to withdraw from the University to transfer to another institution or to
cease their enrolment in ASU Programmes permanently, the following procedure will be applied:
1. Students should fill the required form.
2. Students must fill the clearance form.
3. Students submit this form to the Directorate of Admissions and Registration.
4. The Directorate of Admissions and Registration will issue an official letter indicating that
the student has withdrawn from the University.
5. The Directorate will issue a certificate of courses completed and the credit accumulated
by the students; this is also stamped by HEC.
6. The students will collect all their original documents and sign that they have received
them.

4.1.11 Admitting Students with Special Needs

The University has a separate Policy for Students with Special Needs. The following section is
extracted from the policy, and it describes the process for admitting students with special needs:
1. Students with a disability or special need ought to disclose the nature of their disability
on the Application Form.
2. The University will admit all students who fulfil the Admissions criteria and can be
reasonably accommodated without posing any hardships to the University or the student.
3. Any student who fails to notify the University:

a. Waives any right that would otherwise have been obtained as per to this policy.

b. If assessed, based on the University’s sole discretion, that accommodating the nature
of the disability or special need is posing hardship or risk to the University, then the
student in question may be subject to having his/her Registration cancelled and
Admissions annulled.

c. Should Registration be cancelled, pursuant to “b” above, the students forfeit all fees
and tuition having been paid to the University
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Having identified the nature of his disability or special need, the student, after having
been provisionally admitted to the University, will be interviewed by a Committee that
includes a representative drawn from each of the following:

a. Student Services.

b. Student Counselling.

¢. Admissions Department.

d. A faculty member who has some background in psychology/ therapy or related

fields.

If the Committee, by majority vote, determines that the University can accommodate the
kind of disability or special need with which the student is encumbered, the student will
be granted Admissions to the University, with a recognised disability or special need.
Thus, making it possible for the student to avail of all the privileges/ benefits conferred to
disabled students and students with special needs as contained herein.

If the Committee, by majority vote, determines that the student does not have a
cognisable disability or special need, then the student will be granted ordinary Admissions
— in which case the student cannot avail of all the privileges/ benefits conferred to
disabled students and students with special needs as contained herein.

If the Committee, by majority vote, determines that the student has a cognisable disability
or special need but which the University cannot feasibly accommodate, the student will
be denied Admissions and the provisional Admissions will be withdrawn. The University
is not responsible for any costs the student may have incurred, of any sort, by reliance on
the provisionally offered admissions.

In the event that the Committee is divided on whether the student has a cognisable
disability or special need, the Committee will refer the matter to a professional from
outside the University for Final Judgment.

If the Committee is otherwise divided, the matter will be referred to the President of the
University for Final Decision.

4.2 Registration Procedures

4.2.1 Academic Calendar

The Directorate of Admissions and Registration prepares the Academic Calendar through the
following steps:

1.
2.
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Setting the start date and end date of the academic year.

Entering the holidays coming through the academic year (national and religious) into the
academic calendar.

Setting the start date and end of each semester taking into consideration that each
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semester should not be less than 14 weeks and the summer semester should not be less
than seven weeks (in line with HEC regulation).

4. Defining the Registration, add and drop, withdrawal, and early and late Registration
periods into the academic calendar.

5. Defining the mid-term and final-term examination periods for each semester.

6. The suggested academic calendar is approved by the University Council before the start
of the new Academic Year.

4.2.2 Procedure for Developing and Disseminating the Course Schedule

1. The Directorate of Admissions and Registration compiles information regarding numbers
of students expected to register in the University courses.

2. The Statistics regarding student numbers is sent to Colleges to prepare a course schedule.

3. Colleges distribute the statistics to the Heads of Departments who will determine which
courses will be provided in addition to the number of batches and faculty members who
teach these courses. They must take into consideration the ratio of faculty members to
students in each College and the class size when determining the course schedule.

4. Upon completion, Colleges send the Course Schedule to the Directorate of Admissions
and Registration.

5. The Course Schedule from the Colleges is entered into the SIS system. The system ensures
that the academic load of each teaching faculty member does not conflict with the
internal regulations of the University and regulations of the HEC.

6. Schedule of the midterm and final exams are determined for all courses offered so that
students know the dates and times of the exams at the beginning of the semester.

7. The course schedule is sent to all Colleges for auditing and distribution, and any changes
can be proposed at this stage.

8. After the approval of the final Course Schedule by the Colleges, it is displayed to the
students before the start of the registration period on their portal on the ASU Website.

4.2.3 Procedure for Students Registering on Courses

The University has designed an Online System for students to register their desired courses.
Students will register their courses online through the Student Information System
(http://sis.asu.edu.bh). In case the students face problems in registering online, they can refer to
the Registration Department for help.

Students are allowed to register courses based on the availability for the semester and their study
load, for more information, please refers to the Student's Guide. The following procedure
outlines the process for registering students on courses:
1. The start of the Registration period is stated in the calendar and announced for the
students through social media, text message through SMS and emails.
2. Registration times assigned for each student will appear on the SIS System.
3. After the Registration period has commenced, students can register through the Website
and choose courses based on their study plan and availability in accordance with the
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advice of the academic advisor.

A follow-up of courses that have been registered is conducted to track closed section and
ones that should be provided for students.

If a student has a problem with registering courses at the Website, they can contact the
Registration Department for resolution or manual Registration.

Registration of courses for students with a low GPA (students at-risk) is done online after
approvals from their academic advisors.

Registering courses for newly admitted students is done by the Registration Department
after determining the appropriate courses from their academic advisor.

Students can add and drop courses during the specified period in the academic calendar.
After the completion of registering courses, the student can view his schedule with
classrooms and faculty members at the Website, or they can request a stamped hardcopy
from the Registration Department front desk.

4.2.4 Procedure for Registering Students At-Risk

The students will enter a period of Academic Probation or Default if they are unable to sustain
the desired GPA or the minimum GPA requirements for their Programmes (60% for Bachelor’s or
75% for Master’s Programmes). The Directorate of Admissions and Registration prepares a list of
students with a GPA less than those specified above.

a.

b.

Bachelor’s Programme Minimum Requirements
[.  Minimum GPA requirement is 60% to be eligible for graduation.
Master’s Programme Minimum Requirements
I.  Minimum GPA requirement is 75%.
II.  If a student’s score in a course is below 70%, then the student is asked to repeat
the course.

Further Details regarding the Academic Probation and Academic Warning can be found in the
Students at-risk Policy and the University Bylaws.

4.2.5 Registration for At-Risk Undergraduate Students
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1.

The Directorate of Admissions and Registration prepares a list of students with a low GPA
(less than 62%).

The students with low GPA (less than 62%) are notified by the SIS System to seek advice
from their academic advisors to be able to register their courses online.

Academic advisors populate the advisory record with the courses deemed necessary for
smooth student progression through the Student Information System (SIS).
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4.2.6 Registration for Postgraduate Students

All Master’s Degree students, whether at-risk or outstanding students are able to register their
courses online only after meeting the academic advisor who populates their advisory records in
the SIS with the appropriate courses.

4.2.7 Course Withdrawals

In cases where the student wishes to withdraw from a particular course, they may do so by filling
the appropriate form and submitting the form to the Registration Department after getting the
required approval from the Dean of his/ her College. See section 4.3 for more details about
withdrawals.

4.2.8 Lost/ Duplicate Certificates

In cases of lost certificates or when an alumni member requires an additional copy of their
certificate, the following procedure will be followed:

1. The graduate fills the form specified for issuing a replacement or additional certificate,
pay the fees and submit the form and a copy of the fees receipt to the Directorate of
Admissions and Registration.

2. The Directorate of Admissions and Registration access his/ her file to verify the status and
other necessary validations.

3. A copy of the University council graduation decision is printed, and new certificates are
issued.

4. A printed certificate is signed by the Director of Admissions and Registration, the
appropriate Dean of College and the President of the University respectively.

5. If necessary, the Directorate of Admissions and Registration prepares the required
documents to send graduate certificates for accreditation of HEC.

6. The Directorate of Admissions and Registration notifies the student to collect his/ her
certificates.

7. The student signs an acknowledgement of receiving his/ her certificates.

4.2.9 Student Guidance Unit

The Directorate of Admissions and Registration will let the students know about any warnings or
defaults by email, in person or any other suitable mean. Any student at-risk or under a warning
is advised to seek help from their College Dean, their Academic Advisor and the Directorate of
Student Affairs.

The passing rate for undergraduate courses is 50%, and a postgraduate course is 70%.
1. The Head of the Unit prepares a list of students with low GPA on a regular basis.

2. The Head of the Unit is responsible for collaboration with Colleges and Academic Guides
to follow up on the student's academic status.
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The Head of the Unit advises students about the grades to be obtained to raise the GPA.

4. Preparation of the necessary statistics about students with low GPA to take appropriate
actions regarding both the academic side and Admissions policy.

5. Guidance of the newly admitted students during the Orientation Day for the new
students.

6. NB: For further guidance, please refer to the University’s Bylaws for Bachelor’s and

Master’s Degree.

4.2.10 Courses Registration: Add/ Drop Courses

The student is permitted to add courses and to drop registered courses within five working days
from the beginning of the first and second semesters and within three working days from the
beginning of the summer semester. The courses dropped within those periods will not be
included in the student’s academic transcript. The student is permitted to drop any course within
eight weeks from the beginning of either the first and second semester, and within four weeks
from the beginning of the summer semester, provided that the student has not exceeded the
percentage of the permitted number of unexcused absences.

The dropped course, in this case, would be included in the student’s academic transcript with a
note of withdrawn (W) and such a course is not included in the total credit hours he/ she studied
in terms of the pass, fail, or graduation requirement. If the student dropped the course after the
mentioned period, the faculty member should include the student’s result in his/ her academic
transcript. In all the cases, the withdrawal process will not decrease the number of credit hours
studied by the student in terms of the minimum study load allowed according to these
instructions, except in some compelling circumstances.

4.2.11 Prerequisites and Co-requisites

Students are not allowed to register in a course before the completion of any prerequisite course.
The violation of this would result in the cancellation of the registration and grade of that course.
Upon the consent of the Dean of the College and with a recommendation from the Head of the
Department, a student may enrol in a course and in its prerequisite concurrently in one semester
only if his/ her graduation depends upon it, provided that the student doesn’t have more than
one prerequisite not taken or failed.

Students are not allowed to register in a course before the completion of any prerequisite course
and having undertaken the examinations and provided his/her mark is not less than 36%.

4.3 Withdrawal
In cases where a student wishes to withdraw from a particular course, they may do so by filling

out the appropriate form and submitting the form to the Registration Department after getting
the required approval from the Head of Department and Dean of his/ her College.
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4.3.1 Withdrawal from a Course (W)

This indicates a student’s withdrawal from an academic course within the period specified
previously.

4.3.2 Forced Withdrawal (WE)

This indicates a student’s forced withdrawal from all the academic courses after the specified
withdrawal period for compelling reasons such as a health condition or a traffic accident with
injury or death of a relative of the First or Second Degree.

4.3.3 Compulsory Withdrawal (WF)

This indicates a student’s withdrawal from registered courses in a particular semester if the
student has exceeded the permitted absenteeism rate without providing a valid excuse which
has been officially deemed to be acceptable.

4.3.4 Automatic Withdrawal (WA)

This indicates a student’s withdrawal from a registered course in a particular semester if the
student enrolled on the course but did not attend any class.

4.3.5 Postponement of Study, Drop-out and Withdrawal from the University

The student may apply for postponement of his/ her study prior to the commencement of the
academic semester in which the course(s) be postponed would be delivered, provided that he/
she presents an excuse accepted by the competent authority, as follows:

e The Dean of the College may give consent to the student for the postponement of one
semester, provided that this would not result in the student having postponed more than
four consecutive or non-consecutive, academic semesters.

e The College Council may give consent to the student for the postponement of more than
four semesters, provided that this would not result in the student exceeding six
consecutive or hon-consecutive, academic semesters.

e A newly admitted or transferring student is not allowed to postpone a semester unless
he/she completes one semester at the University.

e In the event, a student did not register in one or more academic semesters and did not
receive written approval from the Dean regarding the postponement of any semester,
and the student loses his/ her place at the University.

e The period of the postponement is included in the maximum study duration specified for
obtaining a bachelor’s degree.
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4.4 Grades and Accumulative Average (GPA)

4.4.1 Course Grade

The final grade of each course is the sum of the grades acquired at the semester from the final
examination, midterms exam, and coursework. The semester coursework may include; quizzes,

oral tests, reports, research projects, group discussions, and class presentations.

4.4.2 Grade Classification

The following table shows the classification of grades for the Bachelor’s Programme:

Grades Assessment Code in English
100% - 90% Excellent A
89% - 80% Very Good B
79% - 70% Good C
69% - 60% Pass D
59% - 50% Poor E
Below 50% Fail F

The following table shows the classification of grades for the Master’s Programme:

Grades Assessment Code in English
100% - 90% Excellent A
89% - 80% Very Good B
79% - 70% Good C
Less than 70% Fail F

4.4.3 Semester and Accumulative Average Calculation

The calculation of the semester and accumulative average is made via the multiplication of the
percentages of each course into the number of the credit hours of each course included in the
average, and then the division of the product by the total credit hours. In the event of a failure
which is above 35%, the percentage the student achieved would remain the same, but if it is
below 35%, it would be converted to 35%. All courses completed by the student are documented
in his/ her academic record.

4.4.4 Accumulative Average Classification

Students will enter a period of Academic Probation or Default if they are unable to sustain the
minimum GPA.
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Bachelor’s Programme Minimum Requirements

1. Minimum GPA requirement is 60% to be eligible for graduation

Grades Assessment

92% - 100% Excellent - Honours List
84% to less than 92% Excellent

76% to less than 84% Very Good

68% to less than 76% Good

60% to less than 68% Satisfactory

Master’s Programme Minimum Requirements

2. Minimum GPA requirement is 75%.

If the student’s grade in a course is below 70%, then he/ she has to repeat the course.

4. Further details regarding Academic Probation and Academic Warning can be found in the
‘Students at-risk Policy’ document.

w

The following table shows the classification of accumulative averages:

Grades Assessment

94% - 100% Excellent - Honours List
88% to less than 94% Excellent

80% to less than 88% Very Good

75% to less than 80% Good

Less than 75% Fail

4.4.5 Study Levels and Credits Required for Graduation

The courses offered by each Programme as well as the courses included in the study plans are
classified into four levels, stating the prerequisites, if any, of each course. Each course is assigned
a code that indicates its level. Every course is documented in a standard course specification
which, in addition to other information, identifies the number of lectures, the number of weekly
laboratory hours and the number of credit hours. Bachelor’s Degree courses are classified into
four levels. The number of credit hours required for graduation is 135-139 hours.

4.4.6 Requirements for Attaining a Degree

The University Degree is awarded to a student upon the completion of the following
requirements:

1. Successfully completing all the courses required for graduation in his/ her academic study
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plan.

2. Obtaining an accumulative average of no less than 60% for a Bachelor’s Degree and no
less than 75% for Master’s Programme.

3. Successfully completing all courses within the permissible duration required for the
Degree, i.e. not exceeding the maximum study duration.

4.4.7 Academic Warning and Dismissal

Students who score below 60% for Bachelor’s Degree and below 75% for Master’s Degree, at the
end of any academic semester except the first academic semester, are put under probation. The
Directorate of Admissions and Registration must notify the students using an appropriate
communication method. Students under probation must remove the cause(s) of this disciplinary
measure in a period that does not exceed three academic semesters following the semester of
the measure. In the event that the student fails to remove the probation, he/ she will be
dismissed from his/ her Programme of Study. Any student who has completed 75% of the
required credit hours of the academic Programme will not be subject to dismissal. Moreover, the
bachelor student who obtains an accumulative average of 59.5%, to 59.9% will be given an extra
semester to remove the probation. The student will, however, be dismissed if he/ she exceeds
the permissible study duration for the Programme.

Every student who exceeds the study duration of the Programme at the University will be
dismissed. A student with a warning is not permitted to register for more than 12 credit hours in
a semester without the consent of the academic advisor and the head of department and is not
permitted to participate in any activity conducted in the University.

Any student who is dismissed from his/ her Programme and rejected by all other departments of
the University will be dismissed from the University. A student is not permitted to register and
study in a Programme from which he/ she were previously dismissed.

4.4.8 Attendance, Excuses, and Absenteeism

All registered students must regularly attend all lectures and actively participate in all classroom
discussions. The course instructor keeps a record of the students’ absence and attendance in the
Students Information System (SIS).

The student is not permitted to miss more than 25% of the course hours. The course instructor
submits the names of those students whose absenteeism exceeds 15% of the total hours of the
course to the Head of Department to take the necessary action in this respect. If a student misses
more than 25% of the total course hours without presenting a satisfactory or compelling excuse
approved by the Dean, he/ she will not be allowed to sit for the final exam and will be given the
minimum grade of WF: 35. The course must be retaken by the student if it is compulsory. In all
cases, the grade will be included in the calculation of the student’s accumulative and semester
average while giving a warning or dismissal from the semester. The Head of Department submits
to both the Dean of the respective College and the Directorate of Admissions and Registration
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the names of those students who are prohibited from taking the final examinations due to their
absenteeism and those students are recorded as having the minimum grade for that course.

If a student misses more than 25% of the total course hours due to sickness or any compelling
excuse approved by the Dean of the College, he/ she is considered as withdrawn from the course
with a grade of W, and the rules of withdrawal apply. The Dean of the College informs the
Directorate of Admissions and Registration about the decision, and a note of “Withdrawn”
appears next to that course in the student’s academic transcript. Students who represent the
Kingdom or the University in social activities shall be permitted to be absent for no more than
30% of the total course hours. It is stipulated that sick leave requires a certificate issued by an
accredited medical authority, and such a certificate must be submitted to the Dean of College
within a period no later than two weeks from the date of the absence. The Deans of the Colleges,
Heads of Departments, faculty members and lecturers, as well as the Director of Admissions and
Registration shall be responsible for enforcing attendance regulations.

4.4.9 Grade Appeal

The student has the right to ask for the revision of his/ her final examination grade for any course
within a maximum of ten (10) days after the date of the grade announcement. In this case, the
Dean of the College should examine the grading to make sure that no mistakes were made in
marking or calculating the total percentage which the student achieved for the examination. This
is done by a Committee formed by the Dean of the College. The Committee comprises faculty
members excluding course instructor and any member of staff who has been involved in the
original marking or moderation of the work. The student has to pay a fee of 10/- BHD for the
petition to review any of his/ her final grades. The student has the right to request an appeal of
his/her final grade of any course by following these steps:

1. The student should file an appeal to review his/ her final grade within ten days of the
announcement of the grade. The student pays a fee of 10/- BHD per course, which is
refundable in cases where the student’s grade changes to his/ her benefit.

2. The Head of the Department forms a Special Committee consisting of two faculty
members to review the student’s coursework grades and his/her final grade provided that
the concerned course instructor is not one of the Committee Members.

3. In cases where the two Committee Members fail to agree on the result, a third party may
be consulted.

4. The Committee Members review the grades and their distribution. The Committee
submits its decision to the Head of the Department within one week of its formation.

5. Incasethe grade changes as a result of the revision, it must be approved by the concerned
Head of Department and the concerned Dean of College. The result is then submitted to
the Directorate of Admissions and Registration to register the corrected grade prior to
the end of the Add/ Drop period of the coming semester.

6. The Directorate of Admissions and Registration is responsible for informing the student
concerned of the corrected grade.

7. The student is not allowed to request an appeal on a course that has already been
reviewed. The first appeal decision will be considered final.
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4.4.10 Incomplete, Grades and Deadlines

1. If the student misses the final or incomplete exam for a course, the university zero will be
recorded for that course in his academic transcript.

2. A note of “Incomplete” shall be registered against the course where a student has not
completed its requirements or missed the final exam with a compelling acceptable excuse
after the payment of incomplete fees. Taking into consideration ASU regulations, the
student must complete all the exams and coursework, if any, to remove the note of
“Incomplete” in his/her academic transcript within the first two wee