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CHAPTER ONE  

REGISTRAR OFFICE MISSION, RESPONSIBILITY AND AUTHORITY  

1. INTRODUCTION  

The Registrar’s Handbook provides information on Student Services primary duties and 

responsibilities of the office and academic rules and regulation.  

1.1. OFFICE OF THE REGISTRAR MISSION  

The mission of the Office of the Registrar is to help students enroll and then by providing 

quality service to departments, staff, students and other responsible bodies; with a 

particular emphasis towards process related to student academic records, academic 

status, enrollment data, classroom allocation and academic certification. In addition, 

prepare periodical students statistics for concerned college community and outside 

bodies. Office of the Registrar accomplishes this mission by providing effective and 

efficient service for all the College community and external customers too.  

1.2. VISION, MISSION AND OBJECTIVES OF QUEENS COLLEGE 

1.2.1. VISION  

To be one of the leading higher educational institutions in Addis Ababa, Ethiopia 

by 2035 E.C, respected for offering a wide range of academic programs & conducting 

meticulous research works, produce confident and capable graduates who can 

contribute to national and global development.       

1.2.2. MISSION 

1) To distribute educational excellence by delivering quality training  

2) To provide a good atmosphere in which new concepts, investigations and grants 

display and from which the leaders and innovators of tomorrow appear. 
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1.2.3 OBJECTIVES  

   The Objectives of Queens College is to: 

1) Design and provide community and consultancy services that’ shall be cater to 

the developmental needs of the country. 

2) Ensure that education and research promote freedom of expression based on 

reason and rational discourse and are free from biases and prejudices; 

3) Promote democratic culture and uphold multicultural community life; 

1.3.   Values  

Queens College is led by the following fundamental values.  

  
1.3.1. Academic Freedom:   

The College advocates academic freedom as its foundational value through which 

students and staffs put into effect the right to free expression of ideas and learning.  

1.3.2. Academic excellence   

Initiating students and departments to exhaustively use their capacity in knowledge 

creation and giving out of innovations enhancing societal growth.  

1.3.3. Organizational excellence   

Investing the resources assigned to run tasks optimally and efficiently, and creating 

positive work environment through maintaining equity and stakeholders’ participation  

1.3.4. Integrity and Honesty:  

The College encourages honesty, integrity, ethical conduct, justice, fairness, and 

nurtures a culture of teamwork, collegiality and mutual support among members of the 

College community.  

1.3.5. Professionalism   

Working with commendable standards of professionalism and ethics and seeks to 

provide high-quality education, research and consultancy to the level   best.  
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1.3.6. Celebrating Diversity  

The College promotes and honors commonalities and differences in culture, ideas, 

religion, language, ethnic identity, upholds the principle of gender equality and 

acknowledges the vital role of every member of the community.  

1.3.7. Community service  

Striving to exhaustively use its full potential in order to discharge its social responsibility 

through the active participation of its students and staff in community development 

activities and public services that bring about positive changes and contributing to social 

transformation  

1.3.8.  Reliance on Evidence and Authority of Reason  

Pronouncement and undertakings of the College shall be founded on reason and 

evidence.  

1.3.9. Student Centeredness  

The College is committed to providing an academically challenging and supportive   

learning environment that motivates students to be actively engaged in their own 

learning, decision making and governance  

1.3.10. Impatience to Corruption   

The College advocates ethical conduct and strives corruption at all levels and 

indoctrinates anti-corruption thinking and action.  

1.3.11. Transparency and Accountability  

The College is committed to ensure accountability at institutional, group, and individual 

levels in the effort to implement its functions by openly displaying its scholarly ideas 

and works to the society.  

1.3.12. Entrepreneurial Spirit  

The College encourages and indoctrinates the spirit of entrepreneurship among its 

community.  
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1.3.13. Organizational Assessment  

 
This section comprises analyses of the strengths, weaknesses; and identification of 

pains and enablers, stakeholders, and strategic issues of Queens College.  

 

4. REGISTRAR’S OFFICE PRIMARY DUTIES AND RESPONSIBILITIES OF 

STUDENT 

Maintain the academic records for both current and historical student body.  

• Interpret the academic rules & regulations covered in the College’s curriculum.  

• Certify Degree students for graduation.  

• Maintain student’s grade.  

• Prepare enrollment verifications.  

• Prepare semester class schedules.  

• Verify and run all grade rosters.  

• End-of- term notifications and statistical reports.  

• Prepare the Registrar’s Office Status Report semiannually.  

• Issue all official transcripts of record.  

• Prepare Monthly Student Attendance Summary.  

• Prepare Semester Grade Report in three copies; one for the student, the second for 

the concerned department and the third grade report for student file record.  

5.  THE ACADEMIC FILE OR PERMANENT RECORD;  

The academic file or permanent record contains the following information:  

1. The transcript of record.  

2. The Evaluation of Exempted Courses (if applicable)  

3. Official copies of secondary transcripts and any other official documents.  

4. ESLCE/EGSLCE results.  

5. COC level 4 certification documents.  

6. Job experience documents.  

6. STUDENTS’ PERSONAL INFORMATION  

The Registrar Office maintains students’ personal information. This information may 

include items such as:  
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• Name  

• Address/Phone Number  

• Age  

• Gender  

• Citizenship  

• Academic records at the grade 10 to 12 level and Other  

7 REGISTRAR OFFICE SERVICE PAYMENTS AND COSTS  

• Temporary Certificate of Graduation: The student will get one copy of his/her 

Temporary Certificate of Graduation and transcripts after Graduation. If this 

document is lost the student is required to pay five hundred (500) birr for each 

document.  

• ID card Replacement: If Lost 200 (two hundred birr), Replaced 200 (two hundred 

birr)  

• Official Transcript: Within the country (Local-Ethiopia): 500 birr (five hundred), to 

foreign countries: 1500 birr (one thousand five Hundred and for ordinary postal 

Service. If prompt postal service or other services are request the appropriate 

payment will be required.  

• Missed Final: 150 (hundred and fifty birr)  

• Registration penalty: 100 (Hundred birr)  

• Grade Report Lost: 30 (thirty birr)  

• Replacement Letter (Certification letter): 30 (thirty birr)  

* This condition might change in proper consideration with the outside market status.  

8. DEFINED TERNS AND GENERAL PRINCIPLES  

Course: An offering of the College for which a student is authorized to receive unit credit 

which counts toward the minimum number of units needed for graduation.  

Good academic standing: Describes status of student whose grade point average is 2.0 

or above.  
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Withdrawal: A voluntary termination of enrollment at the College of a student in good 

standing approved by the Academic Dean, having the consequence that the student may 

not re-enroll at the College unless readmitted.    
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CHAPTER TWO  

ADMISSION, REGISTRATION AND ACADEMIC ACHIEVEMENT  

2.1. ADMISSION, ORIENTATION, REGISTRATION, READMISSION AND OTHERS  

2.1.1 Admission  

2.1.1.1. Queens College accepts any person regardless of sex, age, race and national origin 

as long as she/he fulfills the entrance requirements and criteria set by Ministry of 

education (MOE) and Educational Training Authority (ETA) a chosen academic program 

and as long as there is enough place for placement.  

2.1.1.2. Admission is normally granted for students based on by Ministry of Education 

(MOE) and Educational Training Authority (ETA) a chosen academic program after 

completion of 12th grade, completion of preparatory program as to the criteria of by 

(MOE) and (ETA) a chosen academic program and a minimum GPA in other equivalent 

foreign examination.  

2.1.1.3 Applicant’s submission to Official Transcript of the institute work done elsewhere 

is requirement and no transfer-student shall be accepted by the College until his/her final 

transcript and other transfer records are submitted. If the final record is not in the file 

before registration, the student is liable to rejection.  

2.1.1.4. Admission to all programs is processed and granted by the Colleges Registrar 

securing admission as per (MOE) and (ETA) a chosen academic program.  

2.1.1.5. Admit students/trainees in accordance to the principles set by (MOE) and  

(ETA) a chosen academic program  

 2.2. ORIENTATION  

In the beginning of every academic year orientation program will be conducted for the 

new students by the respective College Department Head and Unit heads. This 

orientation program will give and over all view about the objectives, the organizational 

structure and internal systems of the College, Courses and programs conducted by the 

College and rules, regulations and laws of the college. It is an obligation on the part of 

every student to be present on the orientation program.   
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2.3. ACADEMIC CALENDAR  

The College shall have two semesters per year.  

The College will normally operate during the academic calendar that lasts from 

September up to June. However, since the training period is required to fulfill the training 

hours set by (MOE) and (ETA) a chosen academic program the College will take the 

liberty to use the summer time as well as necessary.  

2.4. Registration  

 2.4.1 Course registration  

Students are responsible for ensuring that they register for the appropriate course as 

required by their Department. Except in justifying circumstance, changes or additions to 

course programs and schedules may not be made after classes have begun.  

A student is officially registered for classes when:  

1. He or She has confirmed his or her registration during a regular registration or 

on penalty time so that their named appear on official class rosters.  

2. He or She has either paid his or her educational expenses or made satisfactory 

arrangements with the Finance Office to do so.  

3. His or her Student Identification Card is renewed for the current semester on that 

academic year.  

Registrations are conducted for each and every semester beginning. It is an obligation of 

each and every student to register at every semester.  

 2.4.2 Late Registration  

Late registration is any registration occurring after the regular registration.  

2.5. ATTENDANCE AND PUNCTUALITY  

Attendance in class is expected in all courses at Queens College. The obligations of 

attendance and punctuality extend to all academic study. Persistent lateness may be 

considered as absences.  

In cases of illness, students are to explain their absences directly to their instructors. The 

grades of students who have met the requirements of the instructor in making up their 

work shall not be reduced for absence because of illness.  
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2.6. TERMS AND CONDITIONS OF READMISSION  

If the College on Disqualified Students readmits a student, the College shall require the 

student to re-enroll in every first year course. The Academic Dean may waive this re-

enrollment requirement for Legal writing & Research, Moot Court, and any substantive 

first year courses in which the student received a grade of C or higher. The student must 

earn a grade of C or better in each of the first year classes in which he or she re-enrolls. 

The student also must have the minimum cumulative grade point average or better at the 

conclusion of the student’s second year of studies at the College (i.e., at the conclusion of 

the student’s reenrollment in the first year curriculum plus any upper division courses in 

which the student enrolls while repeating the first year curriculum). The College may 

impose additional terms and conditions as it deems appropriate.  

2.7. EXAMS AND IN-CLASS TESTS  

Exams and in-class tests are scheduled in accordance with the calendar set by the office 

of the Registrar and students will be notified no later than one week following the start 

of the semester.  

Except as otherwise indicated, the use of any documents or electronic devices is 

prohibited during exams and in-class tests.  

Students way use only the exam papers and scratch paper provided by the exam 

coordinator/Invigilator. Students may enter the examination room at any time up to 30 

minutes after the start of the exam.   

2.8. MAKE-UP EXAMS  

Make-up exams are scheduled under the following two circumstances:  

- After the end of the first semester of the academic year, a student who has not 

successfully completed a core course (involving both a lecture and a tutorial) may take a 

make-up exam at the end of the following semester.  

- A student conditionally admitted into the next year of study must, in parallel with 

the ongoing academic program, make up the core courses he or she failed to complete.  
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2.9. GRADE CHANGES  

Incomplete grades and letter grade changes should be authorized rarely and only because 

of extenuating circumstances. Instructors are responsible for initiating the grade change 

process.  

All grade changes must be submitted on the official College’s Grade Change Form, must 

include the reason for the change, and must be signed by the instructor, approved by the 

Academic Department Head, the Academic Dean and the Colleges Registrar.  

All grade changes on the transcript of record or to class rosters after grades have been 

verified will be made in the registrar’s office.  

2.10 CURRICULUM  

2.10.1. Duration of Study  

Duration of study for degree regular program is four years. And Duration of study for 

continuing education (extension) program is for five years.  

2.10.2 Course (Module)  

a. All training courses are modular with breakdowns into occupations, jobs and  

tasks.  

b. As rule 70% of the courses areas are practical. Thus all the practical activities are 

also incorporated in the modular course.  

c. The modules as per the (MOE) and (ETA) directions are prepared in a chain 

arrangement.  

d. The training is prepared in terms credit hours.  

e. Any student who has not attended classes for three consecutive weeks will have 

to withdraw from the course/program. After approval by the academic 

commission and instructor, a student who has missed more than 25% of the 

course hours must drop the course and communicate this to the office of the 

registrar or the dean.  
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f. Students who wish to get transfer of credits that were earned from other 

accredited institutions will be forwarded to their departments that in turn will 

forward it to Academic commission for approval.  

g. In principles all grades of all courses approved by the academic commission as 

substitute should replace previous grades (marks)  

h. In the case of a course which substitutes another course of equal credits/hrs 

because of grade below pass mark, the grade that is earned in the substituted 

course should not exceed the minimum pass grade (i.e. 50% in equivalence)  

i. Where unique reasons exist the academic commission may at the request of a 

student or his/her advisor, permit a waiver of a course for the particular student. 

(This is a very rare phenomenon)  

2.10.3 Maximum Course Load   

a. To cover the yearly load of courses a student may be required to undergo up to 

40 training hours per week.  

b. General maximum course load; except as otherwise provided in this subpart, 

each semester, ever student can be enrolled in a maximum of 20 credit hours. No 

student may be enrolled in more than 24 credit hours any semester under any 

circumstances.  

c. Exception to maximum course load; A second-year or third-year student with a 

cumulative grade average of 2.5 or better may be enrolled in 24 credit hours in 

one semester, so long as the student is enrolled in no more than 36 credit hours 

during the academic year. In extraordinary circumstances, the Academic Dean 

may grant permission for a student with a cumulative grade average of 2.5 or 

better to enroll in 24 credit hours in two consecutive semesters of an academic 

year.  

d. Since the courses are modular, students may stagger their courses and finish their 

program in a relaxed extent of time.  
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  2.10.4. Assessment  

a. Continuous assessment is the required means of evaluation of the performance 

of trainees.  

b. There will be assessments after the completion of tasks and jobs of every 

occupation.  

c. There is also one final examination after the occupation model. Supportive 

courses may be assessed on semester and mid semester basis similar to that in the 

academic secondary school. However, mark recording are uniform with the other 

course.  

d. Student’s grade in a course shall be based upon the performance and/or activity 

in class, engagements in workshops, continuous assessment, and final test results.  

2.11. Grading Scale and Letter Grade system  

Raw Mark 
interval 

Corresponding 
Fixed Number 

Corresponding 
Letter Grade 

Status 
Description 

Class 
Description 

(90, 100)  4.0  A+    
Excellent  

First Class with 
Great Distinction  (83, 89)  4.0  A  

(80, 82)  3.75  A-  

(75, 79)  3.5  B+  Very Good  First Class with  
Distinction  (68, 74)  3.0  B  

(65, 68)  2.75  B-  Good  First Class  

(60, 65)  2.5  C+  Second Class  

(50, 59)  2.0  C  Satisfactory  

(45, 49)  1.75  C-  Unsatisfactory  Lower Class  

(40, 44)  1.0  D  Very poor  Lower Class  

(30, 39)  0  Fx  Fail  Lower Class  

[<30]  0  F  Fail  Lower Class  

  

A student with “Fx“ must sit re-exam with minor support for two times and the grade 

will be any of what a student can score.  

A student with “F” must repeat the course/ module for two times and the grade will be 

any of what a student can score.  
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2.12. Calculation of Credit Hours  

 2.12.1. The following calculate toward cumulative credit and grade totals on your 

academic transcript:  

• Letter grades and Incompletes  

• A course in which a “pass (P)” was earned is included in total earned credits 

but not grade point calculations  

2.12.2. Calculations made by faculties to determine progress toward degree requirements 

may exclude course appearing on your transcript that are not applicable to the specific 

degree program.  

2.12. Transfer Credit  

In compliance with by (MOE) and (ETA) and a chosen academic program, Queens 

College only awards transfer credit for courses that are an integral part of a Queens 

College degree program, as determined by the appropriate Queens College academic 

unit.  

At the undergraduate level, faculty and departments may assess and accept credit;  

 Earned at another regionally accredited College in the Ethiopia or at an institution 

equivalently recognized in another country;  

 Earned in a course in which the grade earned was at least a C. coursework 

completed on a pass/fail basis is not eligible for transfer, unless approved by both 

the academic unit dean and the Dean of the Graduate School; and  

 That is an integral part of the degree program, and must be evaluated and 

approved by the academic department and the faculty.  

2.13. ACADEMIC STATUS  

Students’ academic status is determined by their cumulative grade point averages.  

A. Good Standing  

Students are in good academic standing when their cumulative grade point average is 

2.00 or above. This requirement applies to Regular and Extension students, and applies 

equally to those who were admitted as first year and as transfer students.  



 

18 | P a g e  

  

B. Warning  

Students whose cumulative average is 2.00 or above, but whose semester average is less 

than 2.00, will be sent a warning indicating and they should consult with their academic 

dean.  

C. Academic Probation  

Students whose cumulative average falls below 2.00 will be placed on Academic 

probation. Students who have been placed on Academic probation or who have received 

a second consecutive academic warning should contact their academic dean.  

D. Academic Dismissal  

Academic Dismissal is a permanent separation from the College. Students who are 

readmitted after any Academic Suspension and fail to achieve or maintain good standing 

in any subsequent semester will be placed on Academic Dismissal unless an appeal is 

granted.  

E. Appeals Process  

1. Students have the right to appeal their academic status. Authority for determining 

students’ academic status resides with the Committee on Admissions and 

Records. Students must consult with their dean about petitions and appeals 

procedures.  

2. All such appeals must be initiated in writing through the academic dean in the 

faculty which the student is enrolled. Decisions made by the deans may be 

appealed to the Committee on Admissions and Records.  

3. Appeals of Suspension or Dismissal may be made on the following grounds:  

a) Substantial academic progress.  

b) Course work completed after the initial decision.  

c) Financial difficulties  

d) Health problems  

e) Extenuating personal circumstances  

f) Other academic reasons.  
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2.14. Academic Achievements Required of Students  

a) As the end of each module, each instructor pursuant to the procedures fixed  by 

the College will examine the case of each student who fails to   achieve the required 

training standard.  

b) At the end of each year, each department, following the procedures of the institute, 

will examine the case of each student who fails to achieve the  required training 

standard.  

c) A trainee who fails to score 50% in any module is required undergoing a repeated 

training in that course.  

d) A first year student who fails to achieve and average or 45-50% at the end of  the 

course year shall be warned. But he/she will be dismissed if he/she is below 45%  

e) A student who fails to earn 50 averages two consecutive course years is subject to 

dismissal unless put on probation at the discretion of the academic committee.  

f) Each department will establish and maintain an advisory schedule so that at least 

one teacher who will be in a position to give a full account on any student’s 

standing personally knows each student.  

g) Each department will provide a carefully designed academic orientation to all new 

students in order to guide them of the required academic performance and 

expected studying habits.  

2.15. Course Registration Changes  

Students who wish to drop a course must do so officially according to the regulations 

governing the procedure at the particular time failure to do this will result in a grade of 

F for the course.  

  2.16. Fall and Spring Semesters:  

a) Add/Drop period: Students may add or drop a course through the fourteenth 

calendar day of the semester (counting from the first day of classes). A course dropped 

during this period will not be recorded on the student’s transcript.  

b) Withdrawal period: Students may withdraw from a course, with the instructor’s 

signature, from the 15th calendar day of the semester through the mid-semester date 
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published in the academic calendar. Courses dropped during this period will be recorded 

as “W” (withdrawn) on the student’s transcript.  

The signature of the instructor (or an authorized designee) indicates that the instructor is 

aware that the student is withdrawing from the course; it does not signify the instructor’s 

approval.  

c) Late Withdrawal: After the mid-semester date, the student is responsible for 

completion of the course unless the student’s undergraduate dean grants a late 

withdrawal for extenuating circumstances.   

2.16.1. Courses  

a. Repeating a course of courses due to academic performance deficiency can be 

considered the right of a student but rather a privilege granted by the college.  

b. A student who scored less than 50 marks in any one of the modular 

courses/major courses/ may repeat the course in consultation with his/her 

 advisor, but he/she will not be allowed to repeat it more than two times.  

2.16.2. Make up Examinations  

a. Make-up examinations will not be allowed for the purpose of raising grade point 

average. Nevertheless students graded as “I” (i.e. incomplete grade) in a  course may be 

allowed to take a make-up examination or  

b. Make-up examinations are given to a student who, due to reasons beyond  his/her 

control fails to take any examination (of terminal or continuous  assessment nature).  

c. The Dean of the Campus may change on “NG” grade to and “I” (Incomplete) 

grade of a student who because of illness or other acceptable reasons beyond his/her 

control fails to complete a course. In this case, the course should be completed within 

three weeks after the student is next regularly enrolled. Failure to complete the course 

within the specified time or prevalence of a justifiable or not taking the make-up exam 

will result in earning an automatic F (i.e. failing) grade.  

D. A student must sit for the make-up examinations before the beginning or the 

next academic year courses or within two weeks after their commencement.  
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E. a student who is to make up exam (s) shall be allowed to register provisionally 

for a full load. Depending on the results the registration can be cancelled or retained as 

soon as his/her status is determined.  

2.16.3. Graduation  

a. The Case of graduating students shall be presented to the academic commission at the 

end of each course year and their credentials shall bear the appropriate date.  

b. The requirements for graduation are:  

i. All the required course and the minimum training hours prescribed by   

   the Faculty/ department should be satisfied.  

ii. A minimum of pass marks in every module/major courses/ of training   

   must be obtained.  

iii. Successful completion of the apprenticeship or intern ship program is 

 essential.  

iv. The minimum training hours as prescribed by the (MOE) and (ETA) in 

programs total training hour should be completed.  

2.16.4. Requirements for Distinction and Great Distinction  

a. A student who upon completion of his/her field of training program obtains 

CGPA (Cumulative Grade Point Average) of 3.75 and above will graduate with Very 

great distinction.  

b. A student who upon completion of his/her field of training program obtains 

CGPA (Cumulative Grade Point Average) of 3.5 and above will graduate with great 

distinction.  

c. A student who upon completion of his/her field of training program obtains 

CGPA (Cumulative Grade Point Average) of 3.25 and above will graduate with 

distinction.  
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2.16.5 Graduation Requirements  

Students must assume responsibility for monitoring their progress toward graduation 

and the fulfillment of requirements. In order to be graduated, students must be cleared 

by: (1) their Department, (2) their faculty, and (3) the College.  

 

2.16.5.1 General requirements  

In order to graduate and obtain a degree from the College, a student must meet the 

following requirements:  

1. Must earn the minimum cumulative grade point average or better in all courses taken.  

2. Must satisfactorily complete all courses required by the College;  

3. Must have satisfied any readmission requirements and/or continuation requirement 

imposed under these regulations, unless the Academic Dean determines, based on 

compelling circumstances, that the failure to satisfy such requirement(s) should be 

excused in order to permit the student’s graduation.  

2.16.6 College Medal and Special Prize  

a. The Institute medal is prize awarded at every graduation ceremony to one 

outstanding student from each department.  

b. The award is made based on academic excellence, character and participation in 

extracurricular activities.  

c. Each department will nominate its outstanding student to the academic dean of 

the Campus.  

d. General Criteria:  

i. The student must be without disciplinary record   

ii. Eligible students for the award shall be differentiated by academic        

excellence (90%) and extracurricular activities (10%)   

iii. iii. A female student will be given priority in case of a tie.  

iv. A student who completed his/her program in regular time shall get the   

 award rather than the case of a tie of such candidates.  
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v. Special prizes may be arranged by the college to some outstanding       

performance appreciated by the academic commission.  

    

2.16.7 Line Up order in the Graduation Ceremony  

a. Regular students come before continuing education candidates.  

b. In both cases, alphabetical order of the departments is a criterion for the line-up 

order.  

2.17 Class size  

a. In the main training departments the recommended size is up to 40-50  trainees 

per class; while in areas like theoretical based course like supportive  and common 

course, i.e. Civics, is up to 65 trainees per class.  

b. For laboratory and tutorial classes, the recommended size is from 15 up to 30 

trainees per class.  

2.18 Complain of Grades  

a. If a student believes that his/her grade is not fairly and correctly processed, 

he/she should first discuss it with the instructor.  

b. The instructor is expected to show and explain to the student his/her performance 

in the examination (s) and test (s)  

c. If no satisfactory resolution is reached with the instructor, or if the instructor is 

unavailable the student shall appeal to the department Head. The department Head will 

examine the student appeal in order to determine if the student has established a prima 

facie case of capricious, arbitrary or evaluation. If not the Department Head will so inform 

the student and the instructor immediately.  

d. If a prima facie case exists, the Department Head will then secure from all will 

issue his/her findings and remedies, if and in doing so the Department Head will be 

guided by the principle by that it is up to the student to show that a capricious, arbitrary 

or prejudiced academic evaluation has occurred.  
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e. The student or the instructor may appeal the Department Head’s decision (with 

regard to findings and or remedies) to the Dean of the Campus. The Dean will attempt to 

resolve the matter by informal means within a reasonable period. If no resolution can be 

reached, the Dean will notify the student, the instructor and the Department Head and 

present the case to the Academic Vise president. If not yet reached in the final solution 

the ACVP will take the case to academic commission. The decision of the Academic 

Commission will be final.  

f. If the final course grade being appealed is based partially or entirely on scholastic 

dishonesty, the Department Head or the Dean directs the case to the discipline 

committee.  

g. If the grade complaint made by the student is based on capricious, arbitrary or 

prejudiced grounds, the case shall be referred to the student discipline committee.  

h. If the Final grade of the course being appealed is wrongly entered due to an error 

committed by the instructor, which the instructor admits, the instructor may change the 

student’s grade submitting a Grade Change Report to the registrar. Any grade change 

however be approved by the academic committee, before it is submitted to the registrar’s 

office. The change also requires the signature of the instructor and the Department Head 

and/or the Dean on the grade change report. In such case, the Department Head or the 

Dean will write grade change report. In such case the Department Head or the Dean will 

write a letter to reprimand the instructor or take any other additional measure(s)  

i. A grade may be changed up on one semester after the submission of the final 

 grades  

2.19 Scholastic Dishonesty   

It is the responsibility of both the academic faculty and the students to help maintain 

scholastic integrity in the College.  

a. Acquiring answers for any assigned work or examination from any unauthorized 

source,  
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b. Working with another person on any assignment or examination when not specifically 

permitted by the instructor,  

c. Copying or attempting to copy from the work of other students during any 

examination.  

d. Providing information to any person or persons of the means of any examination for 

the examination is given.  

e. Plagiarism of failing to acknowledge sources used in a work product in an attempt to 

pass off the work as one’s own.  

f. Attempting to receive credit for work performed by another, including papers 

obtained in whole or in part from individuals or other sources  (plagiarism)  

g. Conspiracy by agreeing with one or more persons to commit any act of    scholastic 

dishonesty.  

h. Fabrication of information by falsification of the obtained result from a  research or 

laboratory experiment,  

i. Fabrication of information by the written or oral presentation of research or laboratory 

experiments without the research or laboratory experiment having been performed  

j. Violation of any announced departmental or College policy relating to academic 

matters, including but not limited to abuse or misuse of computer access or 

information.  

2.19.2. Disciplinary action Against Scholastic Cases  

The discovery of any scholastic dishonesty cases will be seen by student discipline 

committee. Appropriate section may be taken by the committee in consultation with the 

Dean. Grade penalty up to and including a failing grade of 0 (F) in the course is probation, 

suspension, dismissal or expulsion.  
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CHAPTER THREE  

Exam Provision and Administration Rules and Regulations  

3.1. General Provision of Examinations  

3.1.1. Examination may be oral, written or practical depending on the nature of the course. 

However, in those cases where examinations are conducted orally, a written record of the 

student’s performance and the basis for the determination of dares shall be kept by the 

instructor;  

3.1.2.  The number, type and schedule of examinations or tests in course in determined 

by the instructor of the course but shall be stated on the course outline to be issued to 

students at the beginning of the courses;  

3.1.3.  A course outline, as a matter of routine, shall include information on components 

of continuous assessment providing the distribution of grade points with a performance 

assessment criterion among various types of exam and other works in percentage terms. 

A copy of the course outline shall be submitted to the department at the beginning of 

each course and shall be distributed to students upon approval by the department;  

3.1.4 Copies of all examinations, tests and quizzes which go into determination of a 

student’s final grade in a course shall be deposited with the department immediately 

following the administration of the examination, tests or quizzes;  

3.1.5.  In those cases where a course is taught by the same instructor to more than one 

section of students in the same program, examination shall be of the same form and 

content. The same scheme of grading shall also be employed;  

3.1.6.  A common examination paper shall be prepared in cases where more than one 

instructor teaches a course with the same title and credit hours to one or more sections. 

This shall be facilitated by the concerned department and instructors;  

3.1.7. Where common examinations(s) have to be given for course(s) taught by more than 

one instructors involved in the teaching of the course have reached an agreement on the 

content of the exam. The departments that offer such courses shall work out procedures 

by which reviews of exam question for such courses will be carries out by a full panel of 
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instructors involved in the teaching of the courses. Instructors are required to be present 

at meeting in which exam questions are reviewed and determined for such courses;  

3.1.8.  Where common examinations are given, or where a course is taught by more than 

one instructors and a copy shall be submitted to the department before the 

commencement of marking;  

3.1.9.  Examination papers prepared by an instructor or a panel of instructors shall be 

submitted to the department academic committee for review and endorsement;  

3.1.10. Final grades for all courses shall be reviewed and endorsed by departments;  

3.1.11. Final grades shall be submitted by an instructor to the department chair on duly 

signed official grade report form. This document shall be prepared legibly with no 

alterations or erasures;  

3.1.12. A copy of grade report sheets for all courses shall be kept at the department;  

3.1.13. An official grade form shall be filled out by the instructor (s) who had taught the 

course, who had set or participated in the setting of the exam question and who had 

marked the exam papers; when, for reasons beyond control, the provisions of the above 

here of cannot be met, the setting of examinations and the marking of exam papers shall.  

3.1.14. Carried out by a qualified staff designated by the department head;  

3.1.15. In those cases here the department head had to designate someone other than the 

instructor who and taught the course to either set or mark the examination, he shall forth 

with present the case to the department academic committee for endorsement;  

3.1.16. All marked final examination papers, along with marking schemes, shall be 

submitted to the department and shall be kept for a period of at least one year;  

3.1.17. For all courses for which correct and complete answers can be worked out such a 

list of answers shall be officially posted after the end of the examination;  

3.1.18. Official grade report forms shall be prepared by departments or facilities in which 

students are enrolled and shall carry all the name of students who have been on the 

official class list for the course;  
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3.1.19. Under no circumstances may students be allowed to handle grade report forms, 

including forms on which grades have not been filled out;  

3.1.20. Students shall have the right to receive their corrected examination paper back 

immediately after the last day of the re-grading periods. Heads of departments and 

deans of faculties shall ensure this right is respected.  

3.2. Administration of final and Mid-Semester Examinations  

A list of candidates sitting in an examination shall be prepared in advance of the 

examination by departments to which the students belong and such a list shall be handed 

over to the invigilators for purposes of checking attendance in the examination;  

 3.2.1. No students may be admitted into an examination hall 30 minutes after the 

beginning of the examination;  

 3.2.2. No student may be allowed to leave an examination hall before signing the 

examination attendance sheet; In the event that a student is forced to leave an 

examination hall for health reason, and in so far as the student is in a conscious and sound 

state of mind, the invigilator in attendance shall inform him of the fact certification from 

a medical doctor has to be obtained expeditiously to substantiate the claim of sickness or 

illness;  

3.2.3. Upon conclusion of an examination the invigilator shall submit a report on the 

conduct of the examination by completing a form prepared for that purpose. The report 

shall be submitted to the office of the head of the department that offers the course.  

3.3. Violation of examination Regulations  

3.3.1. Any of the following shall be interpreted as an act of violation of examination 

regulations in an examination or any other graded exercise and shall have direct 

consequences on the grading of all kinds of examination papers, term papers, projects 

or senor essays and on the determination of the academic status of students.  

3.3.2. Copying from pieces of paper or any other source of information brought into an 

examination hall where such material is not specifically permitted:  
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3.3.3. Working on or being found in possession of examination papers other than one’s 

own.  

3.3.4. Exchanging information in the examination hall in oral, symbolic, written or any 

other means, such as mobile phones where these are not specifically permitted;  

3.3.5. Making use of someone else’s work, or pats thereof, without material as one’s own;  

3.3.6. Sitting for an examination in a course for which one has not been registered;  

3.3.7. Taking an examination by proxy, i.e. through a secondary party;  

3.3.8.  Submitting a work or works for which is can clearly be established that the work 

or part thereof is no produced by the student clamming author ship or production.  

3.3.9. Disorderly conduct in an examination hall, including refusal to accept and abide by 

instruction given by the invigilator.   

3.3.10. Being caught in the act of avoiding signing attendance sheets in an examination or 

trying to leave examination halls without submitting answer sheets in ways that could 

lead to claiming absence from the hall.  

3.3.11. Engaging in any other act that is inappropriate to the smooth and fair conduct of 

the examination.  

3.3.12. An invigilator who apprehends a student in the act of cheating in an examination 

or exercise shall forthwith inform the student concerned of the fact that his behavior will 

be reported. The invigilator shall also make as detailed and complete a note of the 

incidents (s) as possible in a form designed for the purpose. He shall collect all evidence 

of cheating copies of plagiarized material, scraps of smuggled papers, notebooks, 

exchanged exam papers, and prohibited devices, testimonies by other supervisors):   

3.3.13. Where the act of cheating has been committed in an examination hall, the decision 

of allowing or not allowing the perpetrator to continue working on the examination shall 

be made by instructor or the course, if the instructor is also on supervision duty, or by 

the chief invigilator. The instructor or the invigilator shall, after making a determination 

of the matter, prepare a short describing the grounds for his decision.  
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3.3.14. Where the invigilator discovers evidence demonstrating that there was intent on 

the part of the student to cheat but no cheat evidence that the student has actually 

cheated, the student shall be permitted to continue to work on the examination, but shall 

be told that his behavior will be reported. The invigilator shall collect all evidences on 

intent to cheat in preparation for his reporting.  

3.3.15. All evidences on cheating or attempted cheating and reports in justification of 

decision made by the chief invigilator on the spot shall forthwith be submitted to the head 

of the department in which the student is enrolled.   

3.3.16. The head of the department shall pass the report and the evidence of cheating or 

attempted cheating to the dean of the faculty immediately upon receipt of such material 

from the supervisor.  

3.3.17. The head of the department shall present the case to the department Academic 

Committee (DAC) which shall determine if there had indeed been a clear case of cheating 

or of intended cheating. The DAC has authority to seek additional evidence to reach a 

decision, including one of requiring the accused in the act of violation to testify.  

3.3.18. In the event that the DAC finds a clear case of cheating, if shall recommend to the 

instructor of the course that the student obtain zero points for that examination or work 

and such other disciplinary measures as provided by the institute code of conduct.  

3.3.19. Without prejudice cases, including those of plagiarism, shall have consequences 

only on the grade points the student, cheating cases, including those of plagiarism, shall 

have consequences only on the grade points the student would have earned from the 

examination or exercise on which cheating had occurred and not on the overall grade he 

would earn for the course. Thus if a term paper due to cheating or plagiarism, that should 

not constitute ground for a grade of “F”: or for disqualification from the course as a 

whole.  

3.3.20. The decisions of the DAC on cheating case, accompanied by the minutes of its 

deliberations, shall be submitted to the dean of the faculty.  
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3.3.21. Subject to the provisions of the above article here of, where the incident of cheating 

has occurred for the first time in the course of students stay in a particular program, the 

dean of the faculty shall warn the student in writing.  

3.3.22. A student who has been reported for cheating for the second time shall be 

suspended for at least one academic year and he who commits such an offence for the 

third time while enrolled in a program shall be dismissed from the program. Dismissal 

shall be decided by the AC of the faculty on the recommendation of the dean;  

3.3.23. Where an incident of cheating in examination involves more than one student the 

following procedure shall be followed;  

3.3.24. If the entire student happens to have been enrolled in the course in which the 

incident has occurred the penalty to be applied on them shall and the same.  

3.3.25. If any one of the student of the institute happens not to have been enrolled for the 

course, the case shall be referred directly to the dean of the campus or faculty in which 

he/she is a student and the provision of this Article shall apply.   
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