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Preamble 
Whereas, a higher education institution should be a sanctuary for the search, 

cultivation, preservation and transmission of knowledge through nurturing the habit 

of free inquiry and scholarship as well as research, and through the propagation of 

knowledge;  

Whereas, Queens” College ‟s vision is to be among the leading private institutions in 

achieving national technical & vocational education & training and higher education 

institution objectives at all program levels;  

Whereas, the College mission to offer trainings and education focusing on 

implementing all possible strategies to achieve national technical& vocational 

education & training, and higher education institution objectives;  

Whereas, the shift from the traditional teacher-centered to student centered educational 

process requires nothing short of a cultural transformation, necessitating wide-reaching 

behavioral and attitudinal change on the part of academic staff and students alike;  

Whereas, the Senate Legislation and other rules of the College shall be made compatible 

with the Proclamation, Council of Ministers Regulations and other new policies 

concerning institutions of higher education; and internal Academic Policy 

Harmonization Document; and the College policies;  

Whereas, on account of the passage of time and, most importantly, by reason of the new 

external and internal developments, the earlier Senate Legislation and many other rules 

of the College do not adequately address many of these issues and concerns;  

Now, therefore, this Senate Legislation is issued by the Senate of Queens’  

College in accordance with Article 49 (3) of the Proclamation; Article 6 of the Council 

of Ministers Regulation No. 210/2011and Council of Ministers Regulation No. 

2011/2019.  

  

 





 

 

PART I: GENERAL PROVISIONS 
  

Article1. Short Title and Issuing Authority     

 

1.1. This Legislation may be cited as „Senate Legislation of Queens’ College 

of September 2023‟.  

1.2. This legislation is issued by the Senate of Queens College under the 

provision of this legislation.  

 

Article2. Definitions, Interpretation and Gender Reference  

2.1. Definitions  

In this Legislation, unless the context requires otherwise:  

2.1.1. “Academic calendar” shall mean a list of academic activities arranged in a 

chronological order for one academic year,  

2.1.2.  „Academic Community‟ shall mean all students and academic staff of the 

College.  

2.1.3.  „Academic officer‟ shall mean an academic office bearer who is appointed to 

be in charge of an academic unit or office through the process put in place for 

the purpose.  

2.1.4. „Academic staff‟ shall mean members of the academic units within the College 

employed in the capacity of teaching and/or research, and any other 

professional of the College who shall be recognized as academic by the 

Senate.  

2.1.5. „Academic unit‟ shall mean a college, a faculty, a department, or a center 

established as a constituent unit of the College.  

2.1.6. „Administrative Staff‟ shall mean all employees other than academic staff;  

2.1.7.  „Advisory Board‟ shall mean the Advisory Board of the College which 

is nominated by the CEO and appointed by the Senate under the 

provision of this Legislation.  

2.1.8. Chief Executive Officer mean the managing director of Queens Services & 

Trading House /QSTH/ plc.  

2.1.9.  „Chair‟ shall mean an executive manager of an academic unit such as a 

department and center.  

2.1.10.  Academic Commission shall mean a commission established in each campus 

or program.  

2.1.11.   .“Coordinating Centers” shall mean the sub-centers of DED which facilitate  

the distance education services in the local areas;  



 

2.1.12.    „Credit‟ shall mean a quantified means of expressing and measuring 

learning equivalence, awarded for the demonstrable achievement of learning 

outcomes.  

2.1.13.   “Dean” shall mean the person with authority to manage the academic and 

administrative operations of a faculty or a division or  a campus;  

2.1.14.  „Department‟ shall mean a discipline-based executive academic unit engaged 

mainly in teaching, research, and provision of community services.  

2.1.15.  “Faculty” or  “Campus”  shall  mean  an  academic  unit  which  may constitute 

departments and other sub-units that offer courses of study in which a 

degree/diploma /certificate may be obtained;  

2.1.16.  „Fiscal Year” shall mean the Ethiopian fiscal year (Hamle 1(July 8) to Sene 30 

(July 7).  

2.1.17. „Institutional Development‟ shall mean building the capacity and image of the 

College by initiating, mobilizing and managing resources.  

2.1.18. „Management Council‟ shall mean a body established in the College to advise 

the president on strategic issues and on other cases that the president believes 

require collective examination as well as to serve as a forum for monitoring, 

coordination and evaluation of institutional operations.  

2.1.19. `Ministry` shall mean the Ministry of Science and Higher Education.  

2.1.20.  „President‟ shall mean the President of the College appointed by the Chief 

Executive Officer under the provision of this legislation.  

2.1.21.  „Proclamation‟ shall mean the Higher Education Proclamation No.  

650/2009.  

2.1.22.  „Registrar‟ shall mean the Registrar’s Office of QC;  

2.1.23. „Research and Technology Transfer‟ shall mean and include research extension, 

publication, dissemination, and industry/Community-College linkage.  

2.1.24.  „Regular student‟ shall mean a fulltime student who is enrolled in regular 

program.  

2.1.25. ‘Semester‟ shall mean the academic calendar 15-16 weeks and 8-12 weeks for summer.  

2.1.26. „Senate‟ shall mean the Senate of Queens” College.  

2.1.27. „Student‟ shall mean any person who is admitted and registered at the 

College in regular/evening /distance program with the view to pursuing 

his completion certificate of levels, undergraduate or graduate degrees.  

2.1.28.  „Term‟ shall mean division of an academic year that consists or four months 

within which one round of the teaching-learning process is wind up ;  

2.1.29.  „Tutor‟ shall mean a professional who facilitates the teaching-learning process 

at a distance center;  



 

2.1.30. „College‟ shall mean Queens College.  

2.1.31. „Vice Presidents‟ shall mean the vice presidents of Queens” College 

appointed by the President under the provision of this legislation.  

 

 2.2.  Interpretation of this Legislation  

2.2.1 The Legislation shall be interpreted in good faith in accordance with the 

ordinary meaning to be given to the terms of this Legislation in their context 

and in the light of its object and purpose.  

2.2.2 Interpretation of provisions of this Legislation shall be compatible with the 

provisions of the Higher Education Proclamation No. 1152/2019 and Council 

of Ministers Regulations No. 210/2011, 214/2011and the object and purposes 

of this Legislation.  

2.2.3 The President shall be responsible for the appropriate interpretation of this 

Legislation.  

2.2.4 Where controversies ensue in interpreting the provision of this Legislation, the 

interpretation proffered by the Senate shall be final and binding not only for 

the specific case in relation to which the interpretation was needed but for all 

subsequent application of the provision concerned.  

 2.3. Gender Reference  

Unless the context provides otherwise, in this Legislation, provisions stated in  

the  masculine  gender  shall  be  deemed  to  include  the feminine gender.  
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PART II: OBJECTIVES, RESPONSIBILITIES AND GUIDING 

VALUES 
Article 3: Objectives  

The objectives of Queens” College is to:  

 Prepare knowledgeable, skilled, and attitudinally mature graduates in numbers 

with demand-based proportional balance of fields and  

disciplines so that the country shall become internationally competitive;  

 Promote and enhance research focusing on knowledge and technology transfer 

consistent with the country's priority needs;  

 Ensure that education and  research  promote  freedom  of  expression based on 

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

 Design and provide community and consultancy services that shall cater to the 

developmental needs of the country;  

 Ensure institutional autonomy with accountability;  

 Ensure   the   participation   of   key stakeholders in   the   governance of institutions;  

 Promote and uphold justice, fairness, and rule of law in institutional life;  

 Promote democratic culture and uphold multicultural community life;  

Article 4: Responsibilities  

The responsibilities of Queens” College shall constitute:  

 Uphold the objectives of higher education and the guiding values of the 

institution;   

 Develop viable programs of study and provide higher education; prepare and 

supply qualified graduates in knowledge, skills, and attitudes on the basis of 

needs of the country and stakeholders; and award academic qualifications in 

accordance with its programs;  

 Undertake and encourage relevant study, research, and community services in 

national and local priority areas and disseminate the findings as may be 

appropriate;  

 Undertake, as may be necessary, joint academic and research projects with 

national and foreign institutions or research centers;  

 Recruit and administer its personnel and manage its finance and property in 
accordance with Higher Education Proclamation 650/2001 and other applicable 
rules and regulations in its instrument of establishment;  



 

  

 Legislate and implement internal rules, regulations and guidelines in line with 
current Higher Education Proclamation;  

 Prepare and implement institutional plans, budget and organizational structures, 
and submit performance reports in accordance with stipulations in existing 
Higher Education Proclamation 1152/2019;  

 Establish cooperative relations with industries and other  institutions  in pursuit 
of its mission;  

 Give recognition or award prizes or honorary degrees to persons of outstanding 
achievements or contributions to society;  

 Provide support to primary and secondary education and provide support and 
cooperate with preparatory and technical and vocational schools as may be 
appropriate;  

 Publish annual and multi-year statistics on educational input-and-output and 
financial incomes and expenditures as stipulated in existing Higher Education 
Proclamation.; and  

 Discharge other responsibilities provided for in Higher Education  

            Proclamation 1152/2019 and in its instrument of establishment.  

Article 5: Guiding Values  
The guiding values of Queens” College shall constitute:  

 Pursuit of truth and freedom of expression of thought;  

 Institutional reputability based on successful execution of its mission;  

 Competitiveness in scholarship and cooperation with other institutions and 
organizations;  

 Institutional autonomy with accountability;  

 Participatory governance and rule of law;  

 Justice and fairness;  

 A culture of fighting corruption;  

 Quality and speedy service delivery;  

 Economical use of resources and effective maintenance of assets;  

 Recognition of merit; and  

 Democracy and multiculturalism  

 

 

 

 



 

  

PART III:  

CURRICULUM AND RESEARCH & RESEARCH DIRECTIONS 
Article 6: Curriculum  

I. Curricular design, delivery, and assessment of learning outcomes in Queens” 

College shall aim at  enabling  the  learner  to  acquire  pertinent  scientific 

knowledge, independent thinking skills, communication skills and professional 

values that together prepare him to become a competent professional.  

II. Queens” College shall guide curricular development by its academic units 

through appropriate learning outcomes.  

III. Queens” College shall have a suitable framework that provides for purposeful 

curricular development; and shall ensure their implementation by academic 

units.  

IV. The council of the respective academic unit/department is responsible for            

the initiation and development of study-based new curricula as well as   the 

regular review and updating of existing curricula.  

V. Without prejudice to national interests and relevance, Queens” College shall 

enjoy the liberty of developing curricula for all of its academic programs, 

including  

           concerning programs for which nationally applicable curricula may be           

developed through joint efforts with other institutions.  

VI. Curriculum delivery shall be research/study-based and up-to-date, and the   

teaching-learning   process   shall   be   continuously   reviewed   and updated in 

its design, delivery methods, and instruments of assessment.  

Article 7: Teaching-Learning Policy  

  
Queens” College shall be committed to quality and standards in its education and 

services.  

To this end, it shall:  

a. emphasize on a student-centered approach to help students develop their skills and 

abilities to work independently and collaboratively;  

b. create the opportunity to spread and share good practices in teaching- learning;  

c. provide an insight into the review and development of current and future teaching-   

learning   practices   which   would   enable   both   teachers   and students remain 

motivated and inspired;  



 

  

d. promote learning in a manner that encourages the unique characteristics of higher 

education including the interdependence of teaching, research and community 

services;  

e. balance individual, group and whole-class teaching during class sessions;  

f. Devise and implement  valid,  fair  and  reliable  assessment  schemes  that enable 

students to be continually aware of where they are now in their learning, where they 

can or need to get, and most importantly how best to get there;  

g. ensure that assessment schemes are part of the learning-teaching process;  

h. encourage the application of a variety of assessment tools which would address  and 

help students achieve the different abilities,  skills, knowledge and potential they 

acquire from the teaching-learning process;  

i. put   in   place   and   steadily   update   formative   and   summative   quality 

assessment and assurance schemes in the inputs, processes and outcomes related to 

the teaching-learning activities.  

Article 8: Research and Research directions  

The focus of research in Queens” College  shall be on promoting the relevance and 

quality of education and on the country's development issues focusing on transfer 

of technology.  

Queens” College shall define its core research areas and themes on the basis of the 

priority needs of the country, the Institution’s comparative advantages, and in 

consultation with the key stakeholders.  

More specifically, Queens” College  shall undertake research 

that shall:  

A. Take into  account  the  priority  needs  of  the  country  and  enable  the 

country to solve its challenges and build its capacity through technology 

transfer;  

B. Equip students with basic knowledge and skills that enable them to 

undertake further and relevant studies and research;  

C. Queens” College   shall  have  an  institutionalized  system  that  enables  

it  to  carry  out planned research and conduct joint research projects with 

other national and international institutions, research centers, and 

industries.  

D. Queens” College shall have a transparent system of research that deploys 

purposefully its academic staff as primarily teachers, researchers, or 

combinations. 



 

  

PART IV: 

GOVERNING BODIES AND EXECUTIVE ORGANS 
  
Article 9: Senate of the College  

It is the highest legal body of the College chair by the President of the College.   The 

Senate will h a v e a regular meeting six times in an academic year .  Besides, meetings 

of the Senate may be called at any time by the President or in written request by one-

third of its members. The Senate shall maintain a proper system of agenda and minutes 

for its meetings.  

The Senate shall consist of the following members:  

 President  

 Administrative Vice President  

 Academic Vice President for UG & PG  

 Academic Vice President for TVET  

 Faculty Deans  

 Chief Registrar  

  Chief Librarian  

 Student representative  

 Other up to 17 additional members selected by the President based on 

hierarchical importance  

The major duties and responsibilities are:  

  

1. Formulating the general goals of the College and ensuring their implementation;  

2. Making decision, after in depth investigation, on academic issues forwarded to it 

and following up its implementation;  

3. Approving the academic calendar of the College;  

4. Approving strategic plan of the College;  

5. Approving   different policies, guidelines or   working documents of different 

offices as per the mandate given to it;  

6. Establishing different standing committees and follow up their performance;  

7. Determining conditions on which   degrees, diplomas and certificates are awarded 

or revoked;  

8. Deciding the scope or limit of the relationship of the College with 9 



 

  

other institutions;  

9. Awarding senior academic ranks;  

10. Approving new academic programs and their curricula and supervise academic 

units to ensure the relevance and quality of education and research;  

11. Legislating and ensuring proper implementation of the institution's legislation 

related to all academic and research matters;  

12. Determining an institution-wide framework for quality enhancement and student 

assessment;  

13. Advising the President, upon request, on appointments of academic office 

holders;  

14. Deciding on the type, number, membership, and responsibilities of its specialized 

committees;  

15. Awarding honorary degrees and other academic prizes to persons with 

outstanding achievements meriting recognition by the institution, upon request 

by the President;  

16. Performing other responsibilities which may be given to it in other laws of the 

institution or may be referred to it by the President.  

9.1. Sessions of the Senate  

 The Senate shall determine its regular and extraordinary sessions in its 

own rules of procedures and internal regulations, which shall also 

include disciplinary rules of its members.  

 The Senate may hold extraordinary sessions upon the request of the 

President or one-third of its members.  

 The President shall ensure that Senate sessions are well-facilitated and 

prepared for, properly documented and the documentation kept in 

order, and are exhaustive in the discussion of issues; and that Senate 

decisions are properly communicated and implemented.  

 The Senate  shall  have  a  quorum  when  more  than  half  of  its members  

attend  and  shall  make  decisions  by  simple  majority votes, and in 

case of a tie, the chairperson shall have a casting vote.  

 The Senate, consistent with its mandate, shall devote some of its sessions 

to evaluations of the academic performance of the academic units, of its 

committees, and its own performance;  

 The Senate at its discretion may invite resource persons it deems 

necessary to any of its sessions.  



 

  

9.2. Communication of Senate Decisions 

  

 The Deans of campuses or  faculties  shall  call  a  meeting  of  the Senate within 

7 days of every Senate meeting  for the purpose of reporting  on  the  outcomes  

of  the  Senate  session  and  reports heard during the meeting; 

 

       9.3. Standing Committees of the Senate  

The Senate functions through an Executive Committee and 8 Standing Committees as 

hereunder provided. The Executive Committee and Standing Committees of the Senate 

shall be the following:  

1. The Executive Committee (EC)  

2. The Academic Standards and Curriculum Review Committee (ASCRC)  

3. The Distance Education Division Committee (DEDC)  

4. The Quality Assurance Committee (QAC)  

5. The Planning and Finance Committee (PFC)  

6. The Research, Publication & Community Service Committee (RPCSC)  

7. The Staff Appointments, Developments and Promotions Committee (SADPC)  

8. The Library and ICT Development Monitoring Committee (LIDMC)  

9. The Student Affairs Committee (SAC)  

10.3.1. Duties and Responsibilities of Standing Committees  

1. The Executive Committee 

Duties and responsibilities:  

a. Advising the Chairperson of the Senate on the agenda of meetings of the 

Senate and on ways in which issues and problems brought before the  

Senate can be clarified to promote orderly and efficient deliberations;  

b. Keeping the Senate informed and advised of recommendations and interim 

decisions of its Standing Committees by receiving and transmitting, all 

reports of Standing Committees and its own comments on these.  

c. Recommending the convening of extraordinary sessions of the Senate 

whenever a matter within the jurisdiction of the Senate assumes such urgent 

importance as to warrant the action.  

d. Referring issues and problems that shall come before the Senate to the 

appropriate Standing committee for advice and recommendations. If, in the 

opinion of the Executive Committee the matter is of such extraordinary 

urgency it would be submitted directly to the Senate.  



 

  

e. Reviewing or suspending any interim decision made by any one of the 

Standing Committees of the Senate where appropriate. Such reviews or 

suspensions and the circumstances under which these reviews or 

suspensions have been made shall be notified to all members of the Senate 

within one week.  

2. The Academic Standards and Curriculum Review Committee 

Duties and responsibilities:  

a. Advising the Senate on matters pertaining to student academic performance 

and teaching standards in the College;  

b. Advising the Senate on the initiation of new programs of study or new areas of 

research;  

c. Advising the Senate on the establishment of courses of instruction and curricula  

for  the  various  units  of  the  College  and  on  any  major changes in approved 

curricula submitted by the Senates of the units concerned;  

d. Advising the Senate on the implementation of policy on examinations in all the 

Faculties of the College and on the handling of examination related issues not 

covered in the policy;  

e. Monitoring the grading practices of the various Faculties and take measures to 

bring them into line with the general policy of the College on grading;  

f. Ensuring that assessment is conducted in accordance with the rules and 

regulations of QUEENS” COLLEGE ;  

g. Receiving and considering grievances and recommendations from Senates and 

other Faculty groups on matters pertaining to academic standards in the  

College;  

h. Advising the Senate on policies and procedures to be used in the determination 

of equivalencies of degree, diploma and courses from other institutions of 

higher education;  

  

3.  The Distance Education Division Committee 

Duties and Responsibilities:  

a. Advising the Senate on matters pertaining to Distance Learning programs;  

b. Ensuring  that  the  policies,  rules,  regulations  and  guidelines  of  the  

College are fully implemented;  

c. Working with Campus Deans to ensure that course offerings are in accordance 

with proper academic standards;  

d. Exploring the feasibility of expanding the Distance Learning  



 

  

Program;  

e. Encouraging the introduction and development of programs and/or course 

offerings through print and modern audio, visual and electronic media;  

f. Ensuring that assessments are conducted in accordance with the rules and 

regulations of QC.  

4. The Quality Assurance Committee 

Duties and responsibilities:  

a. Assisting the development and review of curricular for all programs;  

b. Ensuring that curricula are implemented properly;  

c. Ensuring that latest editions of text and reference books are available in the 

libraries;  

d. Making sure that students are provided with all the necessary information and 

services;  

e. Monitoring the Conduct of internal quality assessments and the preparation of 

self assessment documents regularly by departments and programs at all  

Queens” College campuses and faculties;  

f. Making sure that Queens” College consistently prepare and submit required 

reports to  

MoE and other accrediting bodies;  

g. Advising the Senate on matters pertaining to the quality of education and 

training and related matters.  

5. The Planning and Finance Committee  

  

Duties and Responsibilities:  

a. Continually requesting development plans and objectives from the faculties and 

campuses; review  these  plans  and  coordinate  them into an integrated 

development plan of the College;  

b. Reviewing   and   evaluating   the   implementation   of   plans   and performance 

of approved budget, and report on the effective utilization of resources to the 

Senate with a view to ensuring the enhancement of educational objectives of the 

College;  

c. Reviewing and developing efficient procedures for the preparation and 

submission of budgets by the budget centers of the College;  

d. Developing practical procedures for budget expenditure following proper 

approval and clearance;  

e. Rendering assistance and providing advice to the Senate on matters relating to 

funds from income-generating activities;  



 

  

f. Rendering advice on financial agreements to be entered into by the College with 

other institutions.  

6. The Research, Publication and Community Services Committee  

  

Duties and Responsibilities:  

a. Continuously studying and identifying national needs for research which the 

College  might  undertake  to  promote  national  development  and also plan 

research priorities;  

b. Initiating the necessary policies on research and publications priorities and on 

allocation of funds for research and publications and the preparation of relevant 

teaching materials.  

c. Assisting the Research and Publications Officer in promoting research activities 

throughout the College and the production of textbooks and other teaching 

materials;  

d. Reviewing and approving research projects submitted to it by the academic staff 

members of the various faculties/campuses;  

e. Encouraging faculties to involve senior students in their research works;  

f. Ensuring that standards of academic excellence are maintained by all publications 

of the College;  

g. Monitoring   the   progress   of   research   projects   undertaken   by   the academic 

staff members.  

7. The Staff Appointment, Promotion and Development Committee  

Duties and Responsibilities:  

a. Advising the Senate on matters related to the general welfare of faculty 

members;  

b. Proposing  the  optimal  staff  size  required  by  various  units  of  the College 

and establishing the staff composition in terms of rank and qualifications;  

c. . Facilitating further training and skills upgrading of academic staff;  

d. Setting up internal guidelines for scholarship procedures;  

e. Initiating policies that would enable and encourage an efficient staff 

development plan;  

f. Recommending the number of years of service required of a faculty staff trained 

under the sponsorship of QUEENS” COLLEGE ;  

g. Advising  the  Senate  on  matters  related  to  the  general  welfare  of faculty 

staff in accordance with the legislation on academic ranks, duties and 

responsibilities and academic freedom;  



 

  

h. Facilitating short- term training programs for academic staff members to 

upgrade their professional competence;  

i. Being responsible for staff discipline as prescribed in this Legislation.  

8. The Library and ICT Development Monitoring Committee  

Duties and Responsibilities  

a. Being responsible for interpreting1 library policies of the College to  

the Faculties and for conveying opinions of the Faculties to the University  

College Librarian;  

b. Advising the Librarian of the College on how best to integrate the library 

services with teaching and research activities in the College;  

c. Recommending policies on the College library system and changes in its bylaws 

as it may deem appropriate;  

d. Advising   the   Senate   on   policy   and   decisions   to   facilitate   the acquisition 

and utilization of library resources;  

e. Advising the Senate on the utilization of modern electronic media support 

library services;  

f. Being responsible for the development of ICT policies of the College;  

g. Facilitating the fulfillment of basic IT infrastructure systems in the  

College;  

h. Recommending the development of different information systems;  

i. Monitoring the College students' computing facilities;  

j. Ensuring all systems and procedures are documented for use by IT staff;  

k. Ensuring that systems are updated in a timely fashion to keep pace with new 

technology.  

10. The Student Affairs Committee  

Duties and Responsibilities:  

a. Has  the  general  responsibility  for  advising  the  QUEENS” COLLEGE   

Senate  and  the Head of Student affairs and services office on all matters 

relating to student affairs;  

b. Being responsible for student discipline as prescribed in this Legislation; c.  

Identifying and recommending students eligible for College scholarship.  

9.3.1. Terms of Service  
Each elected member of a standing committee shall serve for a period of three years, at 

the end of which he may be re-elected for one more term.  



 

  

9.3.2. Regularity of Meetings  

Unless provided otherwise, each standing committee shall meet at least six times a year 

and two times a semester.  

  
9.3.3. Request for a Meeting  

Where   one-third   of   the   members   request   for   a   meeting   of   a   standing 

committee, the chairperson shall call a meeting within two weeks from the date the 

request was forwarded to him.  

9.3.4. Quorum  
A simple majority/50%+1/ of any committee shall constitute a quorum.  

9.3.5. Reports to the Senate  
At the end of each semester, the chairperson of each standing committee shall submit a 

written report to the Senate on the activities of his committee.  

  

Article 10:  Queens” College Advisory Board   

10.1. Responsibilities of the Advisory Board  

1. The advisory board of Queens” College shall have the responsibilities to:  

a. supervise and ensure that the institution implements the provisions of 

Proclamation No. 1152/2019 and this Legislation, and that good governance 

prevails in the institution;  

b. issue directives, upon the advice of the President, regarding qualification 

requirements and procedures of nomination and appointment procedures 

and terms of office of  academic officers as well as members of the  

Senate; and monitor the propriety of implementation of the same;  

c. consult the CEO in nominating the President and Vice Presidents for 

appointment;  

d. appoint auditors of the institution and determine their remunerations;  

e. take remedial measures within its own competence and report promptly to 

the CEO in the event of serious breaches of the law by the institution's other 

governing bodies;  

f. examine and give final decision on grievances against decision by the 

institution;  

g. monitor, without prejudice to the provisions of paragraph (f) of this sub 

article, that the institution has an adequate institutional system to 

expeditiously receive and redress grievances;  



 

  

h. conduct, on the basis of the President's report, performance evaluations of 

the institution, of its constituents, and of its leaders and governing bodies 

against plans;  

i. monitor the implementation of Academic Legislations and decisions;  

j. issue its own rules of procedure and internal regulations, as well as rules of  

discipline applicable to its members;  

k. oversee the proper constitution and functioning of the Senate.  

2. The board shall be accountable to the CEO.  

3. The board's chairperson shall be appointed by the CEO; and shall have the 

responsibility to ensure that the board discharges effectively its responsibilities.  

4. Benefits due to the members of board of Queens” College shall be determined by the 

CEO and President, with due regard to the ability of the institution, and covered by 

the institution.  

10.2. Composition, Meeting and Term of Office of the Advisory Board  

1. The board shall be composed of five voting members, including the 

chairperson;  

2. Selection of members shall be on the basis of their professional merit and 

responsibilities;  

3. The President of the College is nonvoting and shall serve as its Secretary.  

4. The board shall meet quarterly.  

5. A member of the board shall serve for a period of three years after which 

he may be re-appointed for another term.  

6. The CEO shall appoint a person to fill a vacant position for the rest of the 

term.  

7. The  board  shall  conduct  its  sessions  with  a  quorum  of  50+1 members.  

10.3. Termination of Board Membership  

Membership of the board may be terminated by:  

i. expiry of the term of office;  

ii. resignation;  

iii. illness, death or conviction of serious criminal offence;  

iv. severe misconduct, incompetence, or serious failure or inability to attend 

board sessions;   

10.4. Performance Self-Evaluation of the Board  

1. The board shall conduct its own performance evaluation with the purpose of 

drawing lessons to improve continuously its leadership.  



 

  

2. Performance evaluation of the board shall be conducted in a closed meeting of the 

voting members, with the President of the institution attending and contributing 

to the evaluations.  

3. The board chairperson shall submit regularly the results of the evaluation to  

the CEO. The board shall have a meeting with the CEO biannually.  

3. The board shall determine when and how to conduct its 

performance evaluations; provided however, that it shall have 

annually at least one monitoring evaluation and one summative 

evaluation.  

Article 11:  Office of the President  

 

The President is the chair person of the Senate and member of the academic staff. The 

President shall have the following major duties and responsibilities:  

  

1. Monitoring the  execution of  the  action  plan  of  the  institution/all major units/ 

quarterly through reports produced by quality assurance and educational 

improvement office;  

2. Directing and administering the Institution with the aim of ensuring the 

achievement of its mission;  

3. Appointing campus/college/faculty  deans in consultation with the      

Academic Vice President;  

4. Ensuring that the provisions of Higher Education Proclamation and of other laws 

applicable to the Institution are respected;  

5. Creating and continuously building a conducive institutional environment 

stimulating learning and research;  

6. Ensuring that the Institution's research and consultancy activities focus on 

national priorities;  

7. Ensuring that policies, directives and procedures of the Institution are designed 

in conformity with the provisions of Higher Education Proclamation 1152/2019, 

pertinent laws and government policies;  

8. Providing leadership in ensuring the execution of periodic internal quality audit 

and the issuances of institutional annual plans and performance reports;  

9. Overseeing the overall academic and administrative activities of the College;  

10. Handling both academic and administrative grievances that come in the form of 

appeal through grievance handling office;  



 

  

11. Overseeing the implementation of the policies and programs established, and 

recommendations and regulations passed by the Senate;  

12. Developing and implementing institutional standard measures and ensure that 

the academic and administrative operations of the Institution are on the basis  

of the standards;  

13. Initiating and coordinating the formulation of the strategic and budget plans;  

14. Representing the College in all its dealings with third parties and signs contracts 

and other agreements;  

15. Recruiting, building and retaining a   professional executive team to achieve 

effective management;  

16. Ensuring  that  the  institution  in  the  pursuit  of  its  mission  is  perpetually 

connected internationally as well as with federal and state institutions, relevant 

agencies, business institutions, industries and associations;  

17. Determining and implementing, upon approval by the Senate and the CEO, 

academic  unit  and  department  level  governing  bodies  and structures guided 

by the principles of relevance and quality of education and research and 

efficiency of service delivery;  

18. Delegating, as may be necessary, his powers and responsibilities to the vice 

presidents and appropriate heads of academic units;  

19. Submitting quarterly report to the CEO and the Senate on the activities of the 

College;  

20. Performing other related duties of the College instructed by the CEO and the 

Senate.  

  

Article 12: Academic Vice President  

The Academic Vice President is appointed by the President in consultation 

with the CEO and reports to the President and shall be in charge of overseeing 

the operations of the offices, centers and units accountable to him. He is 

academic staff member of a department that offers courses pertinent to 

his/her qualification. He shall serve on behalf of the President, as and when 

delegated, and do other duties as assigned by the  

President. He shall have the following major duties and responsibilities:  

1. Overseeing the overall academic activities of the College both in the 

conventional and distance mode of learning;  



 

  

2. Providing leadership in establishing academic priorities plans for program 

development faculty recruitment and development, and in managing the 

academic enterprise;  

3. Closely work with the President to assist and support on academic affairs,   

and   with   the   Administrative   Vice   President   to   set   the College's broad 

academic directions, vision, priorities and policies;  

4. Developing and overseeing the implementation of plans, policies, rules and 

guidelines governing academic programs, academic and technical staff, and 

students;  

5. Providing support to departments and faculties to promote excellence in 

teaching-learning and research;  

6. Providing support to campus/ /faculty    deans    in implementing strategies 

and policies related to course and program   development   and   teaching-

learning   and   assessment issues;  

7. Facilitating the formulation and implementation of institutional plans at 

strategic, tactical and operational level;  

9. Recommending to the President the appointment and promotion of officers in 

line with institutional rules and regulations;  

10. overseeing the standards of student admissions are met;  

11. Ensuring gender related issues are addressed periodically;  

12. Ensuring   that   the   staff   members   are   engaged   in   community services;  

13. Overseeing the activities  of  all  operational  units  reporting  to  the AcVP;  

14. Submitting a periodic   report to the   President   on the activities of   the Office;  

15. Performing other  related  duties  of  the  College  instructed  by  the President.  

  

Article 13:  Administrative Vice President  

  

The Administrative Vice President is appointed by the CEO in consultation with the 

President and reports to the President and shall be in charge of overseeing the 

operations of Finance, Human Resource and Property Administration offices. He is 

academic staff member of a department that offers courses pertinent to his 

qualification. He shall have the following major duties and responsibilities:  

  

1. Providing leadership in human resource, finance & physical  

resources;  

2. Leading the capacity building activities of the employees;  



 

  

3. Ensuring healthy relationships between academic and administrative 

staff;  

4. Ensuring proper budget planning & implementation;  

5. Providing support and administrative decision for requests raised by 

different departments;  

6. Consulting the President on administrative issues;  

7. Executing directives emanated from the Senate, President & Senate 

standing committees;  

8. Submitting a periodic   report to the   President   on the activities of the 

Office;  

9. Performing other related  duties of the College instructed  by  the 

President.  

Article 14: Campus/Faculty Deans  

A Dean is the Chief Executive Officer of the campus/ faculty. A 

Campus/Faculty Dean plans, directs, executes and oversees all the below 

mentioned duties and responsibilities by following up the activities carried out 

in the Campus/Faculty.  

1. Exercising authority over all academic and  administrative matters in the 

campus/college/faculty;  

2. Overseeing that the teaching-learning process is going on smoothly;  

3. Executing all decisions of the AC with respect to appointment and 

promotion, renewal of contracts, admission of students, graduation etc., 

in accordance with the rules and regulations of the College;  

4. Following-up the periodic review and improvement of curricula and 

recommend change to the AC;  

5. Promoting and coordinating research  activities of the Campus/ Faculty;  

6. Administering  and  overseeing   the   proper   utilization   of   the physical 

and other resources of the Campus/ Faculty;  

7. Ensuring   that the policies, rules and regulations of the College are well 

known to the staff and students of the Campus/ Faculty;  

8. Ensuring that the employment, promotion and termination of the  

College's   staff   is   carried   out   according   to   the   rules   and regulations 

set by the College;  

9. Supervising the implementation of the decisions of the College Council, 

the Academic Vice President and the Senate;  



 

  

10. Providing   immediate   solution   to   academic   problems   and 

grievances;  

11. Planning and executing schemes and programs that promote academic   

excellence   and   welfare   of   both   the   staff   and students;  

12. Overseeing the implementation  of  the  strategic  plan  of  the College;  

13. Delegating his duties and powers as appropriate to the Assistant    

Dean/Academic Officer or Heads of Departments;  

14. Submitting a periodic report to the Academic Vice President on the  

activities of the Campus/College/ Faculty;  

15. Performing other related duties of the College instructed by the 

Academic Vice President.  

  

Article 15: Academic Commissions/Councils of Programs/Campuses  

Each Campus or Programme or faculty shall have an Academic Commission  

(AC), which is accountable, through the Dean, to the Academic Vice-President 

(AcVP). . The AC shall maintain a proper system of agenda and minutes for its 

meetings. Meetings of the AC may be called at any time by the Dean or when 

requested in writing by one-third of its members.  

Composition of AC embers:  

1. Academic Commission for TVET (AC-

TVET) Members:  

 Academic Vice President for TVET  
 Campus Deans  
 Academic Deans for TVET  
 Campus Registrars for TVET  
 Quality assurance officer  
 Research, Publication & Community Services officer 
 Student affairs officer  
 Gender officer  

  

2. Academic Commission for UG & PG (AC-   

UG-PG) Members:  

 Academic Vice President for UG & PG 

 Postgraduate Dean  

 Faculty Deans  

 Academic Deans for UG  

 Campus Registrars for UG   



 

  

 Quality assurance Head 

  Research, Publication & Community 

Services Head  

 Student affairs officer  

 Gender officer  

  

3. Academic Commission for DED (AC-DED) 

Members:  

 Academic Vice President for UG & PG  

 Distance Education Division Dean  

 Assistant Dean for DED  

 Registrar for DED  

 Center Coordinators  

 Quality assurance officer for DED  

 Research, Publication & Community Services officer  

 Student affairs officer  

4. Academic Commission for Online Education 

Members:  

 Academic Vice President.   

 Online Education Dean  

 Online Education Center coordinator.  

 Exam Preparation & Evaluation office head.  

 Quality assurance officer  

 Research, publication and Community service officer.  

 Student affairs officer  

 ICT Administrator.  

5. Faculty Academic Council (CAC) Members:  

  Faculty Dean  
  Academic Dean for UG  
  Academic Dean for TVET  
  Faculty Registrar for UG  
  Faculty Registrar for TVET  
  Academic Program officer  
  Librarian  
  Department Heads  
  Quality assurance Head  



 

  

  Research, Publication & Community Services Head   
  Student affairs officer  
  Gender officer  

6. Postgraduate Academic Council (PAC) 

Members:  

 Postgraduate Dean  

 Postgraduate Registrar  

 Postgraduate Librarian  

 Department Heads  

 Quality assurance officer  

 Research, Publication & Community Services officer  

  

The AC shall be the highest body of a Campus/Program/ Faculty for 

education and research matters, and shall exercise such powers as may be 

conferred upon it by the Senate or the President. The responsibilities of the 

AC shall therefore be:  

1. Arranging for, coordinating and controlling the teaching learning process and the 

setting/marking of examinations in the Campus/Program/ Faculty in accordance 

with the rules and regulations approved by the Senate;  

2. Recommending to the Senate the establishment of new programs and 

modifications of existing programs pertaining to studies and research in the 

Campus/ Faculty;  

3. Considering and deciding upon all appointment and promotion cases presented 

to it;  

4. Promoting, encouraging and supporting research works i n   the Campus/  

Faculty;  

5. Recommending to the Senate the  graduation  of  students  of  the  

Campus/ Faculty;  

6. Approving the annual budget of the Campus/ Faculty;  

7. Performing such other functions relevant to the betterment of the teaching 

learning processes and promotions of research in the Campus/ Faculty.  

  

Article 16: Student Affairs Office  

  



 

  

Student Affairs Office is an office accountable to the Academic Vice President 

office which mainly collaborates with other offices of the College to enhance 

services that meet the needs of the students and contributes to the achievement 

of academic goals of the   College   in   ways   that   enable   students   to   handle   

different challenges of college life. The head of the office is academic staff 

member of a department that offers courses pertinent to his qualification.  

  

He shall have the following duties and responsibilities:  

1. Arranging induction sessions for newly admitted /fresh students/              

and 'farewell' ceremonies for graduating students;  

2. Arranging tutorials on major, supportive courses and the English 

language;  

3. Giving support  to  students  that  live  with  visible  and  invisible 

disabilities;  

4. Developing guidelines, programs and mechanisms for student success 

and reduction of attrition;  

5. Advising   all   bodies   concerned   on   efficient   and   effective handling 

of student service tasks;  

6. Ensuring that student services management related decisions given at 

each level under the College are consistent with pertinent policies and 

regulations of the College;  

  

7. Developing student services management and administration related 

strategies and operational plans and follow up their implementation on 

approval;  

8. Counseling students on academic choices, study skills, time management, 

career decisions and personal problems;  

9. As part of cooperative training program, facilitating placement of students 

and following up practical off-campus activities of students and collecting 

evaluation results in collaboration with Competency Assessment & 

Certification Office;  

10. Facilitating   the   involvement   of   students   in   extra-curricular activities 

such as social development initiatives, prevention of HIV/AIDS, 

promotion of thematic clubs and societies through students' union in 

collaboration with Community Services Office;  



 

  

11. Arbitration of students' complaints/conflicts among students or with 

departments/ in cooperation with AcVP office;  

12. Chairing the students' discipline committee of the College;  

13. Establishing and supporting the functioning of QUEENS” COLLEGE  

alumni;  

14. Submitting a periodic  report to the AcVP and the President  on the 

activities of the Office;  

15. Performing other related duties of the College instructed by the  AcVP.  

 

Article 17: Library Services Unit  

The library service unit is accountable to the AcVp office. The library provides the 

following services:  

• Offering circulation, reference & periodical services;  

• Using computerized catalogue system where students are enabled to get the 

complete list of materials available in the libraries through a computer;  

• Availing isolated places for periodicals and reference services;  

• Offering multimedia service where resources are made available in audio-visual 

media and soft copies;  

• Availing mini library service for distance learners;  

• Establishing a system of joint utilization of electronic resources with similar 

institutions;  

• Expanding inter library loan service by incorporating additional institutions from 

private, public and NGO sector; 

Duties and Responsibilities of Chief Librarian:  

The Queens” College Chief Librarian is accountable to the Academic Vice President 

and shall have the following duties and responsibilities:  

1. Directing and supervising the general administration and supervision of the 

Central as well as all constituent libraries of QUEENS” COLLEGE ;  

2. Planning and preparing the budget and developing the Library System as a 

research and academic resource in consultation with the Library and ICT 

Development Monitoring Committee ;  

3. Maintaining close communication with Deans of Campuses and Heads of 

departments to make sure that the necessary text and reference books and 

other teaching resources are made available in all libraries;  



 

  

4. Initiating and developing all rules and regulations governing the use of the 

library by the students, staff and external users;  

5. Introducing, establishing and managing modern technology supported (e-

library)services;  

6. Ensuring the availability of trained library staff in adequate numbers and 

meeting prescribed standards through employment and appropriate training;  

7. Ensuring adherence to uniform procedures regarding the acquisition, 

accession and cataloguing of all information resources;  

8. Inspecting all constituent libraries periodically and take all other steps 

necessary to ensure their smooth and efficient running and provision of 

services to both internal and external users;  

9. Seeking national and international sources of book donations; enter into 

agreements with other institutions for the exchange and loan of books;  

10. Submitting a periodic  report to the AcVP on the activities of the Office;  

11. Performing such  other duties  as  may  be  assigned to  him  by  the AcVP.  

 

 

Article 18: Gender office  

The Gender Office is accountable to the AcVP's office with a mission of 

leading the College towards being an institution where both genders are 

fairly represented in all areas of its activities.  

The major duties and responsibilities of the office are:  

1. Identifying challenges faced by female students and staff of the College and 

provide or suggest solutions, taking into consideration the capacity of the office;  

2. Mainstreaming   gender in   the   teaching   learning   process, training and research 

activities of the College;  

3. Creating networks with other similar offices in higher education institutions for 

experience sharing and other collaborative initiatives;  

4. Writing proposals to raise funds for the office to carry out different gender related 

programs within the College;  

5. Working on different gender related issues raised by students and staff and report 

to the relevant offices, take appropriate actions and follow up the progress;  

6. Submitting a periodic  report to the AcVP   on the activities of the Office;  

7. Performing other related duties of the College instructed by the AcVP.  

  



 

  

Article 19:  Finance Office  

The Finance Office is accountable to AdVP and the President on demand. The 

office shall have a guideline or working document emanated from this legislation 

and financial policy of the institution for its day to day activities.  

The office shall have the following duties and responsibilities:  

1. Arranging , scheduling & collecting fees;  

2. Appropriately implementing the financial plan of the College;  

3. Overseeing and controlling the income and expense of the College 

as per financial directives;  

4. Ensuring that the financial management is led legally and supported 

by updated technology;  

5. Ensuring that tax issues are managed appropriately;  

6. Delivering monthly income statement to the AdVP and the 

President;  

7. Issuing receipts of payments;  

8. Keeping financial records;  

9. Responding to possible inquiries of students regarding financial 

matters;  

10. Ensuring that any financial activity follows pertinent policies and 

regulations of the government;  

11. Submitting a periodic  report to the AdVP and the President on the 

activities of the Office;  

12. Performing other related duties of the College instructed by the 

AdVP and the President.  

Article 20: Human Resource & Administration Office  

  

Human Resource & Administration Office is accountable to the AdVP. The office 

shall have Human Resource Manual emanated from this legislation for its day to 

day activities. The Human Resource& Administrative Manager plans, directs, 

executes and oversees all the below mentioned duties and responsibilities by 

following up the activities performed  in both Human Resource and General service 

& Property management sections through their subordinates.  
  

1. Assessing and planning manpower needs of the College both 

quantitatively and qualitatively  



 

  

2. Checking, following up and concluding the Recruitment, Selection, 

Employment, Placement, Promotion, Transfer and any  other  human  

resource  changes  and  ensure  that updated  records  of  these  

manpower  changes  are maintained properly;  

3. Facilitating training, orientation and familiarization programs for 

employees;  

4. Checking the proper implementation of the College Human 

Resource rules and regulations and the Labor Proclamation No. 

377/96, 466/97,494/98 and others;  

5. Ensuring     that     employment     contracts     /employment 

agreements/ and any other kinds of employment issues have got  the  

proper  decision  prior  to  the  completion  of  the specified period 

and ensure the submission of the   proper letters before the 

completion of  their probation, acting, or contract period based on the 

decision made;  

6. Checking and providing absenteeism and other relevant reports  for  

Finance  office  every  month  for  payroll preparation;  

7. Checking annual leave, sick leave and other leaves are complete and 

properly registered on time, make sure that employees  updated  

annual  leave  record  is  maintained  at the end of every month;  

8. Concluding the termination process of employees and make sure that 

all matters related to the termination process are finalized within 

seven days.  

9. Ensuring   that all the relevant information regarding pension are 

maintained    and sent to the Private Organization Employees 

Pension Agency on time;  

10. Checking that the College rules and regulations are properly 

implemented by employees.  

11. Reviewing and overseeing contract agreements or leases to ensure 

service is in compliance with the contract;  

12. Analyzing & reviewing the College Human Resource rules and 

regulations, and provide amendment suggestions on those rules and 

regulations and also initiate the establishment for relevant new rules 

and regulations where there is a need;  

13. Ensuring that all the services under the general service and property 

management unit are performed properly;  



 

  

14. Ensuring  that  the  College  Vehicles,  Fire  extinguishers  and other    

equipments has got the proper service on time;  

15. Ensuring    that    buildings,    vehicles    and    other    company 

properties  have  got  insurance  coverage,  follow  up  their renewals 

and make other new acquisition get the insurance coverage 

immediately;  

16. Ensuring that all   the vehicles annual inspection, annual building & 

land taxes, licenses‟ renewals, and lease payment are conducted 

every year on time;  

17. Ensuring that fixed assets are handed over properly up on 

employment, transfer and termination of employees and ensure the 

distribution of the handing over documents to the respective 

departments on time;  

18. Entertaining employees request regarding Human Resource and  

Administrational    issues;  

19. Providing support and administrative decision for requests raised by 

different Departments;  

20. Submitting a periodic report to the AdVP   on the activities of the 

Office;  

21. Performing other related duties of the College instructed by the 

AdVP.  

Article 21: Research, Publication & Community service Director   

Research, Publication & Community service Office is accountable to the President and 

have the below mentioned duties and responsibilities:  
  

1. Promoting, supporting and conducting research in the academic fields and 

related issues offered in the College;  

2. Organizing seminars, symposia, and conferences with the aim of disseminating 

research findings as well as educating the general public;  

3. Facilitating the production and publication of teaching materials and other 

publications in the College;  

4. Encouraging the academic staff who are engaged in production of teaching 

materials;  

5. Coordinating support provided to students by the College and other stake 

holders;  

6. Initiating and/or strengthening services to groups with special needs.  



 

  

7. Providing services to the nearby community and partners in the realms of 

education, training, consultancy, etc.  

8. Awarding scholarship to the disadvantaged section of the society;  

9. Providing material, financial and service support based on identified social 

problems;  

10. Encouraging voluntarism;  

  

11. Coordinating, facilitating and guiding voluntarily the training and consultancy 

services to be provided by the College;  

12. Proactively promoting, voluntarily, training and consultancy services on various 

professional and technical areas, and provide the services competitively with the 

best quality;  

13. Promoting, supporting and facilitating faculty and student engagements in 

community development activities through different mechanisms;  

14. Organizing public lectures and seminars on current issues and community 

concerns;  

15. Ensuring that text books and other publications to be used in the College or to be 

commercialized by or through the College take into consideration the 

institution’s objectives needs and areas of priority without sacrificing the 

qualities of the publication;  

16. Developing guidelines on Queens” College publication series;  

17. Assisting in editing  and  publishing  important  works  and documents that focus 

on research;  

18. Conducting research/study/survey on the College;  

19. Assessing satisfaction of clients with services;  

20. Producing  its  own  guideline  or  working  document  and implement when 

approved by the Senate;  

21. Submitting a  periodic report to  the President on  the activities of the Office;  

22. Performing other related duties of the College instructed by the President.  

  

Article 22: Quality Assurance and Enhancement Director   

The office is accountable to the President and shall have the following duties and 

responsibilities:  

1. Undertaking planned and systematic review of the instructional process at the 

College to determine the acceptable standards of education are being maintained 

& enhanced;  



 

  

2. Conducting institutional quality audit;  

3. Confirming that the College's quality assurance process complies with national 

& international accepted standards;  

4. Ensuring the implementation of the quality assurance policy and strategies of the 

College;  

5. Developing quality assurance plan and submit same to the AC for approval;  

6. Planning, coordinating, supervising and reporting instructors' performance 

evaluation on a semester basis;  

7. Following up, monitoring & evaluating annual performance of the College & 

major units;  

8. Coordinating and conducting quality assurance training for the College's staff;  

9. Producing its own guideline or working document and implement when 

approved by the Senate;  

10. Submitting a periodic report to the President on the activities of the Office;  

11. Performing other related duties of the College instructed by the President.   

  

Article 23: Central Registrar Office  

Central Registrar Office is accountable to the AcVP and headed by a Chief registrar. It 

works in close attachment with the Academic Program Office. Registrar shall be 

academic staff member of departments that offer courses pertinent to his qualification.  
 

Major duties and responsibilities of the office are:  

  

1. Ensuring uniformity of schedules, courses, formats and the like in all 

campuses/colleges;  

2. Preparing  and disseminating   uniform   process   guidelines, schedules and 

formats of students' registration for all campuses/colleges;  

3. Overseeing the undertaking of students' registration;  

4. Ensuring    that    the    academic    records    of    students    are maintained 

appropriately and systematically;  

5. Overseeing the issuance of students' identification card;  

6. Overseeing that grades   and transcript processing are managed appropriately;  

7. Preparing and compiling a course catalogue for the College;  

8. Preparing lists of prospective graduates and submit them to the Senate;  

9. Issuing semester grade reports and certificates of graduation every year;  



 

  

10. Preparing  the   academic  calendar  of   the   College  and submit it to the Senate 

for approval;  

11. Submitting bi annual and annual performance report of the office to concerned 

offices;  

12. Performing other related duties of the College instructed by the AcVP.  

  

Programs/Campuses shall have their own registrar office. These offices shall be headed 

by a Campus/Program Registrar accountable to the Chief Registrar.  

 

Campus/Program Registrar shall have the following duties and responsibilities:  

  

1. Being responsible for registration, allocation  of  class  rooms  and  lecture halls, 

and other registrar related functions for the campus;  

2. Providing proper guidance, leadership and supervision of the registrar 

personnel and their activities at campus level;  

3. Maintaining a statistical data on academic performance and progress, academic 

excellence and rate of retention of students and services rendered and regularly 

submitting to the Chief Registrar;  

4. Consolidating the registrar system of the Campus under one unit including 

undergraduate and graduate, regular and   open and distance learning and 

other special and short-term programs of the academic units within the 

Campus;  

5. Developing efficient systems for handling add and drop, 

withdrawal/clearance and readmissions;  

6. Issuing all necessary certification of active students and drop-outs on a timely 

basis;  

7. Ensuring that College regulations and  Senate’s decisions are effectively 

executed;  

8. Contributing to the preparation of the Academic Calendar of the University  

College and ensuring that it is respected by academic units within the campus;  

9. Presenting   students   who   have   completed   graduation   requirements 

immediately to the Chief Registrar;  

10. Being responsible for all matters pertaining to academic records and 

certification in the campus;  

11. Planning, preparing and issuing ID cards to students in consultation with the 

Chief Registrar;  



 

  

12. Preparing enrolment data and other necessary data including prospective 

graduates and submit to the Office of the Central Registrar on a timely basis 

and as required;  

13. Performing such other duties assigned to him by the Chief Registrar.  

  

Article 24: ICT Directorate  

  

ICT Directorate is accountable to the President. The directorate is responsible for both 

conventional and distance modes of learning delivered by the College.  The director shall 

have the following duties and responsibilities:  

  

1. Ensuring the development of ICT systems and services are harmonized 

with other systems on campus;  

2. Providing technical expertise to IT specialists and other staff members;  

3. Managing basic IT infrastructure systems including file services, data 

backup, archiving, networking, disaster recovery and asset auditing;  

4. Overseeing the delivery of internet and intranet network services    

including web, mail list, email, directory and collaboration environments;  

5. Putting in place the system and network security in a holistic fashion to 

ensure all users are protected;  

6. Managing the College students' computing facilities;  

7. Ensuring all systems and procedures are documented for use by IT staff;  

8. Making sure that systems are updated in a timely fashion to keep pace with 

new technology;  

9. Automating different functions of the institution;  

10. Providing service of soft ware development, adaptation & improvement 

for different units of the College;  

  

11. Equipping syndicate rooms /rooms for training, panel discussions,/, 

department offices, staff quarters, classrooms, with ICT facilities;  

12. Providing online services for active and prospective students of the 

College;  

13. Providing service of website and web page development;  

14. Submitting a periodic   report to the President  on the activities of the 

Directorate;  



 

  

15. Performing other  related  duties  of  the  College  instructed  by  the 

President.  

Article 25:  Academic Program Office  

Academic program office closely works with Central registrar office. The office has the 

following duties and responsibilities:  

  

1. Arranging, scheduling and notifying classes, laboratory sessions 

and students' assessment in consultation with the central registrar 

office with weekly even distribution and sufficient gap between 

such events;  

2. Overseeing classes are conducted consistently as per the schedules;  

3. Reporting missed classes and absentee instructors to the pertinent 

offices timely;  

4. Timely notifying students of any change in academic events, 

especially class &exam schedules;  

5. Following up the proper accomplishment of the duties by 

instructors both in their regular & overtime assignments;  

6. Submitting a  periodic     report  to  the  AcVP       on  the activities 

of the Office;  

7. Performing other related duties of the College instructed by the 

AcVP;  

Article 26:  Legal Services Office  

Legal Services Office is accountable to the CEO and the College President on demand 

with major focus on handling and overseeing all legal matters in the company. The duties 

and responsibilities of the office are:  

  

  

1. Providing legal advice on issues of fact and law relating to the activities 

of the company;  

2. Representing and defending the company in all legal proceedings;  

3. Handling legal matters involving the company in police headquarters 

and the office of public prosecutor and other authorities; quasi-judicial 

organs;  

5. Providing interpretation of legal provisions, rulings and decisions;  

6. Verify internal regulations for consistency and conformity with the law 

of the Country;  



 

  

7. Preparing contracts, examine those prepared by other parties to ensure 

that the interest of the company is clearly reflected and the document is 

legally sound;  

8. Submitting a periodic report to the CEO and the College President on 

the activities of the Office;  

9. Performing other related duties of the company instructed by the CEO 

& the College President.  

Article 27: External Relations Office  

  

External Relations Office is accountable to the President Office with the following duties 

and responsibilities:  

1. Planning and conducting public relations program designed to create and 

maintain favorable public image of the College;  

2. Planning and directing development and communication of information 

designed to keep the public informed about different programs, 

accomplishments, events;  

3. Preparing  and  distributing       fact  sheets,  news  releases, photographs,  

scripts,  motion  pictures,  or  tape  recordings  to media representatives 

and other persons who may be interested in learning about or publicizing 

the College;  

4. Purchasing & advertising space and time as required from the mass media;  

5. Promoting goodwill through such publicity efforts as speeches, exhibits, 

films, tours, and question/ answer sessions;  

6. Disseminating   facts   and   information   about   the   College activities as 

authorized and allowed by the President;  

7. Submitting a periodic  report to the  President  on the activities of the  

Office;  

8. Performing other related duties of the College instructed by the President.  

 
Article 28: Internal Audit  

  

The Internal Auditor shall be accountable to the President and the CEO on demand 

Powers and Responsibilities:  

1. Checking QUEENS” COLLEGE ‟s policies and procedures on the utilization of 

financial and material resources and custody of other facilities;  



 

  

2. Ascertaining the adequacy and proper function of the financial, and supplies 

control devices that are in place;  

3. Ascertaining that accounting, financial operations and other necessary      

information are accurately recoded, summarized, and communicated to the    

concerned units;  

4. Ascertaining that assets of the College are accounted for, and safeguarded from 

losses of all kind;  

5. Reviewing and appraise accounting, financial and material management   

system for soundness, adequacy and applications;  

6. Checking the performance of personnel and the extent of their competence 

with established policies, plans and procedures;  

7. Checking the optimal utilization of physical plants and  equipment with 

established policies and procedures;  

8. Following up government policy and strategy changes or modifications on 

finance and human resource administration; and updating the pertinent office 

of the College.  

9. Submitting a periodic report to the President and the CEO on the activities of  

the   Office;  

10. Performing other related duties as instructed by the President and the CEO.  

 

Article 29: Short term training and Consultancy unit  

The unit is accountable to the President and the unit coordinator shall have the following 

duties and responsibilities:  

1. Coordinating,  facilitating  and  guiding  short  term  training  and consultancy 

services to be provided by   academic staff of various academic units of the 

College;  

2. Delivering  short  term  training  and  consultancy  services  to  various 

stakeholders in the areas of their needs and requests;  

3. Searching and identifying areas of market demand for short term trainings;  

4. Searching and identifying demanded international certification trainings;  

5. Proactively promoting short term training and consultancy services on 

various professional  and  technical  areas,  and  provide  the  services  

competitively with best quality;  

6. Facilitating that the College and the participating external partners benefit 

from financial rewards, recognition, experience sharing and feedback and 

lessons;  



 

  

7. Guiding and supporting faculty/department community services and 

development  committees  in  their  efforts  to  facilitate  the  solicitation and  

delivery  of  short  term  training  and  consultancy  services  in  the areas of 

excellence of the department/faculty;  

8. Receiving   complaints   and   take   the   necessary   measures   in accordance 

with the rules and regulations of the College;  

9. Keeping   record   of   short   term   training   and   consultancy   services 

rendered;  

10. Making regular follow-up  and  monitoring of  short  term  training and 

consultancy activities;  

11. Producing its own guideline or working document emanated from this 

legislation and implement when approved by the Senate;  

12. Submitting a periodic report to the  Academic Vice President  on the activities 

of the Office;  

13. Performing other related duties of the College instructed by the   AVP. 



 

 

Article 30: Academic Department Heads  

The head of an academic department is appointed by the dean of the campus/faculty 

by the approval of AcVP and is directly responsible to the same. The term of office of 

a Head of a department shall be three years. Heads of departments are responsible for 

ensuring that:  

1. Course outlines, plans, manuals for all the courses offered during any one 

semester are reproduced and made available to students before the 

commencement of classes;  

2. Instructors conduct their classes and take attendances as of the first day 

regardless of the number of students present;  

3. All instructors are assigned as advisors for students and ensures that they execute 

their advising responsibilities properly;  

4. Meetings called by small working groups, chairpersons of committees, Heads of 

departments, Deans of Faculties are attended by all concerned teaching staff 

members;  

5. Teaching staff members of the department participate fully and actively 

contribute to departmental activities as part of their duties since their promotion 

or renewal of contract depends on, among other things their involvement;  

6. Repeated and frequent absenteeism and late coming to meetings and classes are 

corrected;  

7. All instructors give an equal number of assessments as determined by the 

department, and give feedback to their students immediately after;  

8. All instructors submit the results of their continuous assessment to the Head of 

Department;  

9. All instructors should post convenient consultation hours for their students;  

10. Results of final examinations are submitted to the Head of department on the 

date specified in the academic calendar;  

11. The mechanism designed by the department to control grade inflation is 

implemented effectively;  

12. Remarking of exam papers is accomplished within two weeks of the submission 

of application for remarking;  

13. Make up examinations are allowed only to students who can produce convincing 

evidence for missing their exams;  

14. The decisions of the Campus/ Faculty Academic Council, the  

Senate and the Executive Committee are implemented;  



 

  

15. Instructors take care of assigning topics of Senior Essays, advise the students in 

the writing up of the paper, correct the paper and arrange for the final defense of 

the paper;  

16. Personal files of instructors in the department are properly kept;  

17. Students‟ academic profiles are updated and maintained in an organized 

manner;  

18. Facilitate the provision of counseling services to the students of the department;  

19. The instructors submit records of semester grades and the academic status of each 

student of the department, as well as staff files with academic performance 

evaluation and the like  for each instructor are properly kept;  

20. The recruitment, appraisal, selection and recommendation of the appointment of 

new staff members is properly carried out;  

21. The performance evaluation and renewal and/or termination of contract 

recommendations of staff members is carried in an objective manner:  

22. Links with similar departments of other academic institutions of higher 

education in the country are established;  

23. Departmental seminars, workshops and conferences are organized regularly;  

24. He performs such other duties directed to him by the Campus/Faculty Dean.  

  

Article 31: Distance Education Division /DED/  

            31.1. Duties and Responsibilities   

  

1. Developing policies and guidelines and frameworks to ensure the 

implementation of distance   and continuing   education programs   by academic 

units,  

2. Preparing  a  strategic  plan  for  distance  and  continuing     education program  

of  the  College  by  identifying  the  educational  needs  of  the public and  facilitate 

the launching of the programs,  

3. Planning   and   coordinating   the   offering   of   education   and   training 

programs through Distance Learning for imparting knowledge and skills in 

specific fields, and award appropriate certificates;  

4. Working  in  consultation  with  relevant  academic  units  and  offices  to develop 

strategies in the management of income generated through distance and 

continuing  education as part of community services;  

5. Reviewing  and  revising,  from  time  to  time,  the  curriculum    in  order  to 

provide quality education;  



 

 

6. Providing   part-time,   on-the-job   and/or   on-the-spot   education   and facilitate 

lifelong learning by overcoming barriers of time and distance through  the  use  

of  appropriate  media  of  communications  such  as internet, interactive video 

and others;  

7. Developing, coordinating and   implementing more flexible programs compared 

to those executed at higher education institutions,  

8. Ensuring equal   access to   College academic resources for students enrolled in 

Distance Learning programs;  

9. Overseeing the proper execution of rules and regulations of the College 

regarding the teaching learning process in the College distance    education 

programs;  

10. Developing and overseeing the implementation of guidelines, programs and 

mechanisms for student success and reduction of attrition;  

11. Collecting, processing, deploying and disseminating information and data in the 

form of catalogues on open and distance learning programs;  

12. Monitoring and overseeing the process of appointment of tutors and editors for 

Distance Education programs as per the College’s legislation and applicable laws.  

 

31.2. The Dean of DED  

The duties and responsibilities of the Dean of   DED are the same to that described 

in this legislation as duties and responsibilities of Campus/Program Dean.  

 31.3. The Assistant Dean  

  

The Assistant Dean of DED is accountable to the DED Dean and shall have the following 

duties and responsibilities:  

1. Planning regular academic and administrative activities of DED in consultation 

with the Dean;  

2. Following up the preparation, production, proper storage, and distribution of 

course modules, exams, assignments, etc;  

3. Taking the necessary actions to ensure that all plans are strictly implemented;  

4. Preparing requisition forms for all supplies required by the DED programs to run 

its activities properly;  

5. Arranging experience sharing & training programs for the staff in consultation  

with the Dean;  

6. Following up the supply and utilization of materials supplied to DED;  



 

  

7. Planning promotion activities with DED Dean, and proposes the initiation of new 

centers;  

8. Checking students academic records;  

9. Supervising the activities of the various units of DED;  

10. Studying, identifying and solving problems of the DED in consultation with the 

Dean;  

11. Studying and identifying national, regional and local research needs which the 

College might undertake to promote development at these levels;  

12. Assisting  the  research  and  publication  office  of  the  University College  in  the 

evaluation, production, dissemination and implementation of research results 

and teaching materials;  

13. Reviewing and examining teaching materials and distance modules submitted to 

it by the pertinent office or unit;  

14. Preparing guidelines for the preparation and evaluation of teaching material and 

research;  

15. Acting on behalf of the Dean in his absence;  

16. Performing other duties that may be assigned to him by the Dean.  

 

31.4. Tutorial, Assessment and Editorial Unit coordinator  

The Tutorial, Assessment and Editorial  Unit  coordinator is  accountable to  the DED 

Dean and shall have the following duties and responsibilities:  

1. Collecting assignments and project works from students and distributes them to 

correctors as necessary;  

2. Compiling and securing all assessment results both in hard and soft copies;  

3. Arranging for the preparation of final exams from the examination bank or 

invites experts to prepare them for each course;  

4. Preparing tutorial and final examination schedules in collaboration with the 

Registrar;  

5. Assigning tutors to conduct tutorial programs;  

6. Making the necessary arrangements to conduct tutorial and final examinations at 

study centers in collaboration with Branch Coordination Centers;  

7. Making written agreements with tutors and invigilators about fees to be charged 

based on financial guideline of the UC and enters intoa contractual agreements;  

8. Identifying  assignment  and  final  exam  correctors  and  enters  into 

agreements with them;  



 

 

9. Compiling student current statistics (by sex, department, term etc) as well as the 

academic records and regularly report to ODLC Dean;  

10. Coordinating and controlling  the  timely  preparation  of  curricula  and 

examinations;  

11. Ensuring whether the prepared learning materials fulfill the basic features of Self-

Instructional material;  

12. Designing and organize training for curriculum developers;  

13. Ensuring that the developed exams and assignments are in line with the basic 

principles of measurement and evaluation;  

14. Making arrangements for editing course modules;  

15. Identifies and proposes experts for editing course materials;  

16. Identifying and recommending course materials which need revision & 

upgrading;  

17. Editing and/ or re-writing assignments and final exam questions, as the case may 

be;  

18. Preparing  the performance report periodically and submit to the dean.  

31.5.  The Registrar of DED  

The Registrar of DED is accountable to the Chief Registrar of the College and DED 

Dean on demand, and shall have the following duties and responsibilities:  

1. Using latest technologies for compiling and keeping student academic and 

personal records;  

2. Compiling and securing properly students academic records both in hard and 

soft copies;  

3. Preparing various forms required for registration. grade report slips, agreements, 

course exemption form, etc with the guidance of Central registrar;  

4. Giving advice to students who may have special academic problems;  

5. Developing the Academic Calendar of the Distance Education program in  

collaboration  with  the  Chief  Registrar;  

6. Examining and analyzes the accuracy and legality of the mark lists;  

7. Preparing  tutorial  and  final  exam  schedules  and  monitors  their 

implementation;  

8. Compiling, analyzing and maintaining all necessary statistical data;  

9. Compiling student statistics by field of study, sex, year of study, term using 

charts, graphs etc.  

10. Conducting  orientations  for  students  in  collaboration  with  other  staff 

members of DED;  



 

  

11. Prepare certificates, grade reports, student copies, diplomas and degrees and 

facilitate its approval and its issuance,  

12. Performing such other duties  as  may be  assigned to him  by  the Chief Registrar 

or DED Dean.  

  

31.6. Quality Assurance Unit coordinator  

The Quality Assurance Unit coordinator reports directly to the Quality Assurance 

Office of the College and shall have  the following duties and responsibilities:  

1. Guiding and Supervising self-assessment and the preparation of the self-

assessment reports by the DED and all its centers, departments and programs;  

2. Reporting to Quality Assurance and Educational Improvement Office of the 

College on self-assessments carried out by the DED centers and departments/ 

programs;  

3. Advising and providing guidance to the Dean and all Center Heads on quality 

assurance matters;  

4. Studying and suggesting strategies and technologies in order to enhance the 

quality of curriculum and exam development activities;  

5. Designing procedures, guidelines and instruments for program/ course/ 

module review/ approval;  

6. Designing formats and specifies focus areas for annual program reviews;  

7. Receiving, considering, and providing feedback on annual program reviews;  

8. Seeking to enhance quality by identifying and disseminating good practices; 9.  

Preparing  annual  quality  assurance  reports  and  submits  to  the  Quality  

Assurance and Educational Improvement Office of the College;  

10. Performing such other duties as may be assigned to him by the Quality Assurance 

Office head of the College.  

31.7. Student Support Services   

The Student Support Services is accountable to the Assistant Dean of DED and Student 

Affairs and Services Office Head of the College on demand and shall have the following 

duties and responsibilities:  

1. Conducting programmed files supervision to monitor and evaluate the overall 

activities of branch and coordinating office in promoting the distance programs 

and report to the Assistant Dean;  

2. Facilitating and follow up the proper and timely implementation of the branch 

offices‟ academic, human, financial and material requests that are directed to the 

concerned offices of DED ;  



 

 

3. Preparing statistical data of students for material production and distributions, 

exams and assignments ahead of time, and report to the Assistant Dean;  

4. Maintaining   proper   documentation   regarding   branch   campuses academic 

programs, human and material resources;  

5. Assisting and following up the proper implementation of the accreditation 

requests of the center;  

6. Performing such other tasks as may be directed to him by the Assistant Dean or 

Student Affairs and Services Office Head of the College.  

 

31.8. Material Production and Distribution Unit coordinator  

Material production and distribution unit coordinator is accountable to  the  

Assistant Dean of DED and shall have the following duties and responsibilities:  

1. Planning, organizing, directing and controlling the overall activities of the 

production unit;  

2. Presenting production plan to the Assistant Dean based on the academic calendar 

set;  

3. Preparing material inventory of the unit;  

4. In consultation with the assistant dean tutorial, assessment and editorial unit, 

scheduling production and duplication of modules, exam papers, assignments, 

project worksheets and others;  

5. Supervising  the  work  force  and  ensure  the  timely  accomplishments  of tasks 

as scheduled in the action plan of the division;  

6. Ensuring that tasks are carried out effectively with minimum wastage or without 

wastage;  

7. Performing such other tasks as may be directed to him by the Assistant Dean.  

 

31.9. Center/Branch coordination office  

Center/Branch coordination office is accountable to the Assistant Dean of DED and is 

expected to accomplish the following tasks:  

1. Planning,   organizing,   directing   and   controlling   the   overall   distance 

learning activities of the branch;  

2. Identifying potential demand areas where to open additional sub-center offices 

and recommend to the assistant dean,  

3. Creating public awareness by introducing the accredited programs of studies and 

activities of the branch to the communities and organizations in the respective 



 

  

areas by distributing bulletins, brochures, calendars, and other related 

promotional materials;  

4. Maintaining proper documentation of students and other activities of distance 

studies performed in the branch offices and respective sub- coordination offices;  

5. Avails statistical data of registered students for the head office of distance   

education division through the assistant dean to facilitate timely production of 

educational materials, and duplication of exams, assignments and the like;  

6. Availing distance learning materials to students;  

7. Compiling, analyzing and maintaining all necessary statistical data;  

8. Guiding, coordinating and controlling the proper implementation of distance 

academic programs (exam, tutorials, assignments and project works and also 

schedules for practical attachments);  

9. Preparing material inventory and registration status report to branch coordinator 

and student support services unit of the head office through the assistant dean;  

10. Facilitating payments for tutorials, exam correction and others related to the 

branch office;  

11. Performing such other tasks as may be directed to him by the Assistant Dean.  

 

Article 32. Online Education Division Duties and responsibilities  

         32.1. Online Education Dean.  
 

The Dean is the Chief Executive Officer of the online Education division. The Dean plans, 

directs, executes and oversees all the below mentioned duties and responsibilities by 

following up the activities carried out in the online Education division. The dean shall 

exercise such powers as may be conferred upon it by the Senate or the President.  

  

1. Exercising authority over all academic and  administrative matters in the 

campus/college/faculty;  

2. Overseeing that the teaching-learning process is going on smoothly;  

3. Executing all decisions of the AC with respect to appointment and 

promotion, renewal of contracts, admission of students, graduation etc., 

in accordance with the rules and regulations of the College;  

4. Following-up the periodic review and improvement of curricula and 

recommend change to the AC;  

5. Promoting  and  coordinating  research  activities  of  the  

Online Education;  



 

 

6. Administering   and   overseeing   the   proper   utilization   of   the physical 

and other resources of the Campus.  

7. Ensuring   that the policies, rules and regulations of the College are well 

known to the staff and students of the Campus;  

8. Ensuring that the employment, promotion and termination of the staff 

members is   carried   out   according   to   the   rules   and regulations set 

by the College;  

9. Supervising the implementation of the decisions of the College Council, 

the Academic Vice President and the Senate;  

10. Providing   immediate   solution   to   academic   problems   and 

grievances;  

11. Planning and executing schemes and programs that promote academic   

excellence   and   welfare   of   both   the   staff   and students;  

12. Overseeing the implementation of the strategic plan of the  

College;  

13. Delegating his duties and powers as appropriate to the   

Heads of Departments or Academic Officer;  

14. Submitting a periodic report to the Academic Vice President on the 

activities of the Campus;  

15. Performing other related duties of the College instructed by the Academic 

Vice President.  

  

32.2. Academic Commissions of online Education  

The online Education shall have an Academic Commission (AC), which is 

accountable, through the Dean, to the Academic Vice-President (AcVP). . The AC 

shall maintain a proper system of agenda and minutes for its meetings. Meetings 

of the AC may be called at any time by the Dean or when requested in writing by 

one-third of its members.  

Composition of AC embers:  

 Academic Vice President.   

  Online Education Dean 

 Online Education Center coordinator.  

 Exam Preparation & Evaluation office head.  

 Quality assurance officer   

 Research, publication and Community 

service officer.  

 Student affairs officer  



 

  

 ICT Administrator.  

The AC shall be the highest body of a Campus for education and research matters, and 

shall exercise such powers as may be conferred upon it by the Senate or the President.  

The responsibilities of the AC shall therefore be:  

1. Arranging for, coordinating and controlling the teaching learning process and the 

setting/marking of examinations in the Campus/Program/ in accordance with 

the rules and regulations approved by the Senate;  

2. Recommending to the Senate the establishment of new programs and 

modifications of existing programs pertaining to studies and research in the 

Campus;  

3. Considering and deciding upon all appointment and promotion cases presented 

to it;  

4. Promoting, encouraging and supporting research works i n   the Campus;  

5. Recommending to the Senate  the  graduation  of  students  of  the Campus;  

6. Approving the annual budget of the Campus;  

7. Performing such other functions relevant to the betterment of the teaching 

learning processes and promotions of research in the Campus.  

 

32.3. Student Affairs Office  

  

Student Affairs Office is an office accountable to the Online Education Dean which 

mainly collaborates with other offices of the Online Education Division to enhance 

services that meet the needs of the students and contributes to the achievement of 

academic goals of the   online Education   in   ways   that   enable   students   to   handle   

different challenges of in the teaching learning process. The head of the office is academic 

staff member of a department that offers courses pertinent to his qualification.  

  

He shall have the following duties and responsibilities:  

 

1) Arranging induction sessions for newly admitted /fresh students/ and 

'farewell' ceremonies for graduating students;  

2) Developing guidelines, programs and mechanisms for student success and 

reduction of attrition;  

3) Advising   all   bodies   concerned   on   efficient   and   effective handling of 

student service tasks;  



 

 

4) Ensuring that student services management related decisions given at each level 

under the campus are consistent with pertinent policies and regulations of the 

College;  

5) Developing student services management and administration related strategies 

and operational plans and follow up their implementation on approval;  

6) Counseling students on academic choices, study skills, time management, career 

decisions and personal problems;  

7) Arbitration of students' complaints/conflicts among students or with 

departments/ in cooperation with AcVP office;  

8) Chairing the students' discipline committee of the College;  

9) Establishing and supporting the functioning of Graduate Committee  alumni;  

10) Submitting a periodic  report to the AcVP and the President  on the activities of 

the Office;  

11) Performing other related duties of the campus instructed by the AcVP.  

  

32.4. Research, Publication  & Community service Office  

  

Research, Publication and Community service Office is accountable to the Online 

Education Dean and have the below mentioned duties and responsibilities:  

1. Promoting, supporting and conducting research in the academic fields and related 

issues offered in the College;  

2. Organizing seminars, symposia, and conferences with the aim of disseminating 

research findings as well as educating the general public;  

3. Facilitating the production and publication of teaching materials and other 

publications in the College;  

4. Encouraging the academic staff who are engaged in production of teaching 

materials;  

5. Coordinating support provided to students by the College and other stake 

holders;  

6. Providing services to the nearby community and partners in the realms of 

education, training, consultancy, etc.  



 

  

7. Providing material, financial and service support based on identified social 

problems;  

8. Promoting, supporting and facilitating faculty and student engagements in 

community development activities through different mechanisms;  

9. Organizing public lectures and seminars on current issues and community 

concerns;  

10. Assisting  in  editing  and  publishing  important  works  and documents that focus 

on research;  

11. Conducting research/study/survey on the College;  

12. Assessing satisfaction of clients with services;  

13. Submitting a  periodic report to  the Online Education Dean and to the RPCS 

director in the head office;  

14. Performing other related duties of the College instructed by the the online 

Education Dean.  

  

32.5. Quality Assurance Office  

The office is accountable to the online Education Dean and shall have the following 

duties and responsibilities:  

1. Undertaking planned and systematic review of the instructional process at the 

College to determine the acceptable standards of education are being maintained 

& enhanced;  

2. Conducting institutional quality audit;  

3. Confirming that the Online Education’s quality assurance process complies with 

national & international accepted standards;  

4. Ensuring the implementation of the quality assurance policy and strategies of the 

online education division;  

5. Developing quality assurance plan and submit same to the online education dean 

and the QA director at head office for approval;  

6. Planning, coordinating, supervising and reporting the academic staffs‟ 

performance evaluation on a semester basis;  

7. Following up, monitoring & evaluating annual performance of the online 

education division & major units;  

8. Coordinating and conducting quality assurance training for the  staff;  

9. Submitting  a  periodic report  to  the      online education dean and the QA director 

at head office on  the activities of the Office;  



 

 

10. Performing other related duties of the College instructed by the online education 

dean.  

  

32.6. Registrar Office   

The Registrar Office is accountable to the online Education dean and the central 

registrar of the College. It works in close attachment with online Education center 

coordinators. Registrar shall be academic staff member of departments that offer 

courses pertinent to his qualification.  

  

Major duties and responsibilities of the office are:  

  

1. Overseeing the undertaking of students' registration;  

2. Ensuring    that    the    academic    records    of    students    are maintained 

appropriately and systematically;  

3. Overseeing the issuance of students' identification card;  

4. Overseeing that grades   and  transcript   processing   are    managed 

appropriately;  

5. Preparing and compiling a course catalogue;  

6. Preparing lists of prospective graduates and submit them to the Online 

education dean and the central registrar;  

7. Issuing semester grade reports and certificates of graduation every year;  

8. Preparing the   academic calendar  of   the   online education division  and 

submit it to the Online education dean and the central registrar;  

9. Submitting bi annual and annual performance report of the office to concerned 

offices;  

10. Performing other related duties of the online education division instructed by 

the Dean.  

  

32.7. ICT Administrator  

ICT Administrator is accountable to the online education dean. The administrator is 

responsible for online Education delivered by the College.  The administrator shall 

have the following duties and responsibilities:  

1. Ensuring the development of ICT systems and services are harmonized with the 

online services;  

2. Providing  technical expertise to IT specialist and   other  staff members;  



 

  

3. Managing basic IT infrastructure systems including file services, data backup, 

archiving, networking, disaster recovery and asset auditing;  

4. Overseeing the delivery of internet and intranet network services    including 

web, mail list, email, directory and collaboration environments;  

5. Putting in place the system and network security in a holistic fashion to ensure 

all users are protected;  

6. Managing the College students' computing facilities;  

7. Ensuring all systems and procedures are documented for use by IT staff;  

8. Making sure that systems are updated in a timely fashion to keep pace with new 

technology;  

9. Automating different functions of the institution;  

10. Providing service of software development, adaptation &improvement for 

different units of the College;  

11. Providing online services for active and prospective students of the College;  

12. Providing service of website and web page development;  

13. 14. Submitting a periodic   report to the online education dean and ICT director 

in the head office on the activities performed;  

14. Performing other related  duties  of  the  College  instructed  by  the online 

education dean and ICT director in the head office.  

  

32.8. Online Education Center Coordinator  

The Online Education Center Coordinator closely works with Central registrar office. The 

office has the following duties and responsibilities:  

1. Planning,  organizing,   directing, Guiding, coordinating   and   controlling   the   

overall   Online Education activities;  

2. Creating public awareness by introducing the accredited programs of studies and 

activities of the branch to the communities and organizations in the respective 

areas by distributing bulletins, brochures, calendars, and other related 

promotional materials;  

3. Maintaining proper documentation of students and other activities of Online 

Education performed in the branch offices;  

4. Avails statistical data of registered students for the head office and the online 

education dean;  

5. Arranging, scheduling and notifying live lecture sessions and students' 

assessment in consultation with the central registrar office.   



 

 

6. Overseeing the online education processes are conducted consistently as per the 

schedules;  

7. Timely notifying students of any change in academic events, especially class 

&exam schedules;  

8. Submitting  a  periodic     report  to  the  online education dean      on  the activities 

of the Office;   

9. Performing such other tasks as may be directed to him by the Online education 

dean.  

32.9. Finance Office  

  

The Finance Office is accountable to the online Education Dean. The office shall have a 

guideline or working document emanated from this legislation and financial policy of 

the institution for its day to day activities.  

  

The office shall have the following duties and responsibilities:  

1) Arranging, scheduling & collecting fees;  

2) Appropriately implementing the financial plan of the Campus;  

3) Overseeing and controlling the income and expense of the Campus as per 

financial directives;  

4) Ensuring that the financial management is led legally and supported by updated 

technology;  

5) Ensuring that tax issues are managed appropriately;  

6) Delivering monthly income statement to the Online Education Dean and the 

central finance office;  

7) Issuing receipts of payments;  

8) Keeping financial records;  

9) Responding to possible inquiries of students regarding financial matters;  

10) Ensuring that any financial activity follows pertinent policies and regulations of 

the government;  

11) Submitting a periodic report to the Online Education Dean and the central 

finance office;  



 

  

12) Performing other related duties of the instructed by the Online Education Dean 

and the central finance office;  

32.10. Human Resource & Administration Office  

  

Human Resource & Administration Office is accountable to the online Education dean. 

The office shall have Human Resource Manual emanated from the Colleges  legislation 

for its day to day activities. The Human Resource & Administrative Manager plans, 

directs, executes and oversees all the below mentioned duties and responsibilities by 

following up the activities performed  in both Human Resource and General service & 

Property management sections through their subordinates.  

  

1) Assessing and planning manpower needs of the campus both quantitatively and  

2) qualitatively  

3) Checking, following up and concluding the Recruitment, Selection, 

Employment, Placement, Promotion, Transfer and any  other  human  resource  

changes  and  ensure  that updated  records  of  these  manpower  changes  are 

maintained properly;  

4) Facilitating training, orientation and familiarization programs for employees;  

5) Checking the proper implementation of the campuses Human Resource rules 

and regulations and the Labor Proclamation No. 377/96, 466/97,494/98 and 

others;  

6) Ensuring     that     employment     contracts     /employment agreements/ and 

any other kinds of employment issues have got the  proper  decision  prior  to  

the  completion  of  the specified period and ensure the submission of the   proper 

letters before the completion of  their probation, acting, or contract period based 

on the decision made;  

7) Checking and providing absenteeism and other relevant reports for  Finance  

office  every  month  for  payroll preparation;  



 

 

8) Checking annual leave, sick leave and other leaves are complete and properly 

registered on time, make sure that employees  updated  annual  leave  record  is  

maintained  at the end of every month;  

9) Concluding the termination process of employees and make sure that all matters 

related to the termination process are finalized within seven days.  

10) Ensuring   that all the relevant information regarding pension are maintained    

and sent to the head office.  

11) Checking that the College rules and regulations are properly implemented by 

employees.  

12) Ensuring that all the services under the general service and property 

management unit are performed properly;  

13) Ensuring  that  the  College  properties  and other    equipment’s has got the 

proper service on time;  

14) Entertaining employees request regarding Human Resource and 

Administrational    issues;  

15) Providing support and administrative decision for requests raised by different 

Departments;  

16) Submitting a periodic  report to the online Education dean and HR head office.     

17) Performing other related duties of the College instructed by the online 

Education dean.  

32.11. Exam preparation and Evaluation office  

The Exam preparation and Evaluation office is  accountable to  the Online Education 

Dean and shall have the following duties and responsibilities:  

1. Compiling student current statistics (by sex, department, term etc) as well as the 

academic records and regularly report to Online Education  Dean;   

2. Arranging for the preparation of final exams from the examination bank or 

invites experts to prepare them for each course;  

3. Collecting assignments and project works from students and managing the 

correction and grading as necessary;  

4. Compiling and securing all assessment results both in hard and soft copies;  



 

  

5. Preparing tutorial and final examination schedules in collaboration with the 

Registrar;  

6. Assigning tutors to conduct Live lectures as necessary;  

7. Preparing and Managing assignments and final exams   

8. Coordinating  and  controlling  the  timely  preparation  of  curricula  and 

examinations;  

9. Ensuring whether the prepared learning materials fulfill the basic features of 

Self-Instructional material;  

12. Designing and organize training for Assignments and examination developers;  

13. Ensuring that the developed exams and assignments are in line with the basic 

principles of measurement and evaluation;  

14. Making arrangements for editing course modules;  

15. Identifies and proposes experts for editing course materials;  

16. Identifying and recommending course materials which need revision & 

upgrading;  

17. Editing and/ or re-writing assignments and final exam questions, as the case may 

be;  

18. Preparing  the performance report periodically and submit to the dean.  

  

 32.12. Digital Content Office.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

PART V: 

 ACADEMIC STAFF 
Article 33: Rights and Freedom of Academic Staff Members  

Without prejudice to other provisions of current Higher Education Proclamation, every 

academic staff member of Queens” College shall have the right to:  

1. Be entitled   to further education   and   training for   professional development, 

subject to internal rules and regulations of Queens” College;  

2. Be promoted and assume new academic rank on the basis of merit in accordance 

with the institution's rules and regulations and in accordance with this 

Legislation;  

3. Enjoy transparent, fair, and equitable administration and system of remuneration 

and benefits that shall be instituted by Government as the economic condition of 

the country may permit or as the income of the institution may permit;  

4. Participate, as feasible, in formulations of institutional direction, plans, 

regulations, and in curricula development and make comments on the quality 

and appropriateness of the teaching-learning process;  

5. Conduct research and render consultancy services in accordance with internal 

regulations of Queens” College; and take sabbatical and research leaves to 

conduct research and studies beneficial to the institution and the country, in 

accordance with internal regulations of Queens” College;  

6. Be informed on his performance results and of any records kept in his personal 

file without his prior knowledge as well as enjoy confidential maintenance of 

information in his personal file except for the official business of the institution 

or the provisions of pertinent laws require otherwise;  

7. Enjoy campus security for himself and for his personal property while rendering 

the proper services;  

8. Be informed on the plan, development, direction, condition and performance of 

the institution;  

9. Elect and be elected where election of academic staff is the norm;  

10. Receive  due  process  in  disciplinary matters and  demand and  receive redress 

in cases of inappropriate decisions;  

11. Exercise academic freedom based on the institution's mission.  

Article 34: Responsibilities of Academic Staff  

Every academic staff member of Queens” College shall have the responsibilities to:  

1. Teach, including assisting students in need of special support, and render 

academic guidance or counseling and community services;  



 

  

2. Conduct classes regularly and inform his   immediate  supervisor  and students 

in advance in the event he is not available for teaching on justifiable grounds 

and give make-up classes afterwards;  

3. Endeavor to stay abreast of the latest thinking in his area of specialization and 

shall periodically update his teaching material, within the resources available;  

4. Encourage, guide and permit students to freely and rationally question and 

examine issues and various lines of thoughts in  the course of their study;  

5. Participate in curriculum development, review, and enhancement; and the 

required professional standard in curriculum delivery, student assessment, 

grading, counseling, and management of student complaints and grievances, 

and in professional ethical standards in general;  

6. Make himself available for consultation, student advisement, academic 

guidance and counseling;  

7. Submit examinations, marked examination papers and grades on time to his 

department;  

8. Accept teaching assignments in Open and Distance Learning programs 

whenever circumstances warrant;  

9. Take good care of all College property under his possession;  

10. Accept additional teaching assignments with due compensation when 

compelling circumstance arise;  

11. Accept instructions of his superiors where such instructions are not contrary to 

the law and the terms and conditions of his contract of employment.  

12. Participate in the affairs of the College;  

13. Uphold, respect and practice the objectives of higher education and the guiding 

values of the institution; and exercise academic freedom with professionalism 

and consistent with the applicable provisions of this Proclamation;  

14. Counsel, assist and support students in acquainting themselves with the mission 

and guiding values of the institution as well as with the objectives of higher 

education;  

15. Refrain from any act of discrimination against any individual or group on the 

basis of race, ethnicity, sex or creed, disabilities or any other unreasonable 

ground;  

16. Refrain from imposing his political views and religious beliefs on his students 

during teaching-learning process;  

17. Treat and   interact with   members of   the   institution’s community  by 

refraining  from  acts  that  are  contrary  to  rights  enshrined  in  the Constitution;  



 

 

18. Without prejudice to the provisions of existing HE Proclamation pertaining to 

joint appointment, devote his full energy, working time and attention to the 

institution.  

19. Perform other additional responsibilities that may be provided for by the 

Academic Legislation, or memorandum of association of the institution.  

Article 35: Rights and duties of non-full time academic staff  

  

The rights and duties of non-full time academic staff is governed by the 

implementation guidelines emanated from the Legislation and the agreements 

signed between Queens” College and non-full time staff.  

  
Article 36: Evaluation of Academic Staff  

An Evaluation of an academic staff should be conducted at the end of each semester 

for all courses taught by the staff. Each academic staff should be evaluated by  

a) the Management team b) Colleagues (peers) and c) the students.  

36.1. Evaluation Parameters  

The following shall constitute the parameters for evaluating instructors‟ overall 

teaching effectiveness, commitment, character, as well as his professional and 

personal integrity:  

1. Adoption of and adherence to course plans;  

2. Punctuality/reliability;  

3. Adoption of task oriented/skills-based teaching methodology;  

4. Preparation of teaching materials;  

5. Services in providing academic advice to students assigned to him by the 

department;  

6. Attendance of  all  scheduled  classes,  meetings  and  other  important events of 

the College;  

7. Willingness to accept and actively participate in academic and administrative 

duties;  

8. Willingness to accept and execute committee assignments;  

9. Active involvement in problem-solving studies/research to ensure that 

teaching/training is research/study-based;  

10. Participation in curricula development, review and updating activity;  

11. Active   participation   in   seminars,  workshops,  conferences  and   other  

professional activities;  

12. Efforts made towards the growth and development of the College;  

13. Demonstrable participation in community/outreach services;  



 

  

14. Efforts made to improve own professional competence;  

15. Personal and professional integrity;  

36.2. Evaluation Procedures  

36.2.1. Evaluation Formats  

1. Taking the parameters listed in sub article 44.1.into consideration the 

evaluation formats shall be produced by the Academic Dean‟s office together 

with the Human Resource & Administration office.  

2. Final summary of the evaluation result of each academic staff shall be 

submitted to the Human resource & Administration office by the head of the 

department/study program after approved by the AcVP.  

  
36.2.2. Evaluation by Management Team  

Headed by the chairperson of the academic unit constitutes 40% of the total evaluation.  

The Management Team for evaluation of an academic staff member consists of the 

following members:  

1) The Head of the department/study program /Chairperson/  

2) The Dean of the faculty/campus  

3) The HR & Admin head  

4) The Quality Assurance Unit Head  

5) The Chief Librarian  

6) The Management Team for Staff Evaluation, led by the head of the 

department/study program, shall carry out the following when evaluating an 

academic staff member:  

7) Study the instructor’s personnel file;  

8) Observe him or her while in class at the training site;  

9) Assess his research activities;  

10) Evaluate his willingness to accept assignments other than teaching/training 

duties   (committee  works,  academic  administration, etc);  

11) Appraise his involvement in community/outreach services;  

12) Request the instructor to produce all necessary documents he has been using 

relating to course(s) taught, particularly when his teaching/instructional 

effectiveness is challenged either by students or the department or both.  



 

 

 

36.2.3. Evaluation  by  Colleagues/peers  (constitutes  10%  of  the  total evaluation)  

 

Organizing and  supervising  this  evaluation  process  is  the  responsibility  of  the 

head of the department/study program.  

In evaluating an instructor, colleagues/peers shall:  

1. Observe the instructor’s class for a minimum of three lecture hours in a semester;  

2. Evaluate the depth, soundness and the integrity of his views and opinions during 

workshops, conferences and departmental meetings;  

3. Review his fairness and integrity by examining his marking of students‟ exams, 

tests, assignments, projects, term papers etc;  

4. Observe and appraise his personality, professional ethics and general behavior;  

5. Evaluate his willingness to accept and discharge committee assignments.  

 

36.2.4. Evaluation by the Students (Constitutes 50% of the total evaluation)  

 

Students shall  evaluate  instructors using  standard  rating  forms that consist of 

appropriate  and  relevant  items  regarding  the  instructor  and  his  teaching 

effectiveness. An interview with selected students or with a whole section may also 

be conducted in the event that an instructor‟s teaching performance is seriously 

challenged by more than half of the students in a class.  

  

Article 37: Staff Promotion  
37.1. Academic Ranks  

Queens” College uses the following academic rank hierarchy:  

 Graduate Assistant I  
 Graduate Assistant II  

 Assistant Lecturer I  
 Assistant Lecturer II  
 Lecturer  
 Assistant Professor  
 Associate Professor  
 Professor  

 

37.2. Criteria for promotion  

The length of service with a given rank, effectiveness in teaching, publications, 

participation in the affairs of the College and services given to the public shall remain  

to  be  the  basic  criteria  upon  which  the  principles  of  academic promotions is 



 

  

based. The components of the requirements that have to be met to fulfill each of these 

criteria are set forth in this Article.  

 

37.2.1. Length of Service with a Given Rank  

a. There shall be a minimum number of years an academic staff has to serve with 

a given rank for promotion to the next higher rank;  

b. For  an  academic  staff  member  who  has  served  in  other  accredited higher 

education institutions his years of service shall be considered for the fulfillment 

of this criterion;  

37.2.2. Effective Teaching  

a. Effectiveness in teaching of an academic staff member shall be measured by the 

evaluations of the staff member’s made as per Article  

35;  

b. For fulfillment of the effective teaching criteria, the weighted average of the  

evaluation  over  a  given  number  of  years  the  academic  staff  has served after 

his last promotion shall not be less than 70%; and his performance as measured 

by students‟ evaluation over these years shall not be less than 75%.  

 37.2.3. Requirements on the number of publications  

Writing of books, teaching materials and publication of articles in reputable journals 

constitute publication requirements.  

 

 37.2.4. Participation in the affairs of the College  

a. Academic administration (Dean, Head of department, etc) /60%/  

b. Work in committees /20%/  

c. Professional activities /20%/  

37.2.5. Participation in Community/outreach services 

The following constitute activities of public service:  

a. Participation in local, regional and national committees whenever called upon to 

do so;  

b. Participation in the social and developmental activities of the community 

organized by the Community service office of the College.  

 

37.3. Procedures for promotion  

1) The academic staff member should initiate the request for promotion by 

submitting a written application to the Head of the department;  



 

 

2) The Head of the department shall present the request to the Departmental 

Council for discussion;  

3) The decision of the Department shall then be forwarded to the  

4) Faculty/College/Campus Staff Appointments, Developments and Promotions 

Committee (SADPC), which is chaired by  the Dean of the 

Faculty/College/Campus;  

5) The Dean shall forward the decision of the SADPC to the Academic Vice-  

6) President for approval of promotions up to the rank of Lecturer;  

7) Promotion cases above the rank of Lecturer are approved by the Senate;  

8) For promotions to the academic ranks of Assistant Professor and above, the  

decision  of  the  SADPC  is  passed  on  to  the  College’s Staff Appointments, 

Developments and Promotions Committee, and eventually to the Senate which 

in turn shall endorse the proposed promotion and then forwards it to the CEO 

for final decision.  

37.4. Promotion Implementation Guideline  

Detail implementation of academic staff promotion guideline shall be prepared by the 

President’s Office and approved by the Senate.  

Article 38: Rules on Academic Staff Discipline  

38.1.  Acts Constituting Breach   of Duty   and/or   Violation of Disciplinary  

Regulations  

The following acts and/or forbearances shall constitute serious breach of duty and/or 

violation of disciplinary regulations by an academic staff:  

1. Repeated and willful failure, despite warning from the dean and/or the 

department chair specifying the conduct disapproved of, to perform 

anyone or all of the obligations stipulated in one‟s contract of employment 

with the College and/or any one or all of the duties of   an   academic   staff   

specified   under   the   provisions   of   this Legislation;  

2. Repeated and willful refusal, despite warning from the dean and/or the 

department chair specifying the conduct disapproved of, to perform 

assigned teaching and/or research function, College or academic unit 

committee assignments;  



 

  

3. Continuation of a willful course of conduct, despite warning from the dean   

and/or the department chair specifying the conduct disapproved of, that 

demonstrate open disloyalty to and disrespect of the College or causes 

unjustified embarrassment to the College and harm to its programs;  

4. Conviction of a serious crime or the commission of other acts of misconduct 

that clearly reflect immorality or dishonesty or failure to inform such 

conviction by court of law;  

5. Continuation of a willful course of conduct, despite warning from the dean   

and/or the department chair specifying the conduct disapproved of, that 

demonstrate neglect of duties, breach of professional code of conduct, 

habitual drunkenness or similar breaches of social decorum which produce 

serious embarrassment to the College;  

6. Abuse of position and/or authority in the College in clear violation of the 

professional ethics and principles governing the academic profession 

and/or the profession of the staff concerned, and/or improperly 

discharging or negligently or willfully failing to discharge administrative 

responsibilities;  

7. Discrimination  and  harassment  on  unjustifiable  grounds  such  as 

membership of a social and political group, political opinion, race, ethnicity, 

religion, gender, disability, HIV/AIDS or other unreasonable status;  

8. Nepotism    or    vengeance   in    administration   of    examinations, 

correction of examinations and assignments and in determination of 

grades;  

9. Use of resources or facilities of the College for personal, political,   

commercial or religious gain or benefit;  

10. Conducts  that  harass,  physically  or  verbally  abuse  or  maliciously 

defame or arbitrary detention of any member of the College;  

11. Engaging   in   academic   dishonesty   which   means   any   of   the following 

or a combination thereof:  

i. Cheating which means intentionally using or attempting to use 

unauthorized materials, information, or study aids in any 

academic exercises; or  

ii. Fabrication   which   means   intentional   and   unauthorized 

falsification or invention of any information or citation in an 

academic exercise; or  



 

 

iii. Plagiarism that means intentionally or knowingly representing 

the words or ideas of another as one‟s own in any academic 

exercise; or  

iv. Academic negligence that means willfully, with or without 

malice, abrogating ones academic duty and responsibility 

through indifference, apathy and disregard of the prevailing 

rules and practices of the College; or  

v. Facilitating academic dishonesty which means intentionally or 

knowingly helping or attempting to help another to commit any 

of the above acts of academic dishonesty.  

12. Without prejudice  to  this  Legislation,  breaches  of  duty  and/or violations 

of disciplinary regulations and actions to be taken not specified in this 

Article shall be referred to the College Human Resource Manual.  

***For Administrative personnel and other HR issues of the academic staff please refer 

to the Human Resource Manual of the College.  

  

38.2. Disciplinary Actions  

For breach of discipline rules and regulations or duties, the following penalties may, 

depending on the seriousness of the breach, be imposed on a member of staff:  

1. Verbal Warning  

2. Written Warning  

3. Fine, not exceeding one month‟s salary staff member would have been entitled 

for a period not exceeding four years.  

5. Removal from any responsibility of academic and/or administrative positions, 

6.  Demotion as per the rules and regulations of the civil service  

7.  Dismissal.  

  

38.3. Use of College Property for Personal  

Purposes  

The use of any College property by an academic staff for personal purposes is subject 

to the written approval of the appropriate College officer. Guidelines to this effect 

shall be developed by the Office of the Administrative Vice President.  

38.4. Working for other Institutions or for Private Interest  

a. During  the  official  working  hours,  an  academic  staff  shall  give  full 

energy and attention, to the best of his ability, to the job to which he is 

assigned unless agreed upon by other contractual obligations, or the 

College   unit,   the   AcVP,   in   consultation   with   the   head   of   the 



 

  

responsible department, to assign him to perform duties for other 

institutions.  

b. No academic staff shall undertake any outside activity which may impair 

his usefulness to the College or conflict with his duties.  

c. The provisions of this Sub Article shall, however, not be deemed to 

constitute a bar on an academic staff from participating in social 

organizations, civil societies, professional associations or consultancy 

services.  

d. Consultancy service shall be governed by the College short term training 

guideline as provided by the unit.  

  

38.5. The Ad Hoc Discipline Committee  

  

1. The Administrative Vice President of the College shall set up an ad hoc discipline 

committee of the College.  

2. The ad hoc discipline committee shall be responsible for the hearing and 

investigation of any breach of duty or violation of disciplinary regulations by an 

academic or administrative staff submitted to it.  

3. Subject to the principles of procedural due process and the relevant provisions  of  

this  legislation,  the  AdVP  may  issue  guidelines  on  rules  of procedure to be 

followed by the ad hoc committee.  

4. A complaint for the initiation of disciplinary proceedings shall be made in writing 

and shall contain all the allegations which are said to constitute the conduct 

disapproved of.  

5. Proceedings before the ad hoc discipline committee may be initiated by:  

i. the dean and/or the department chair where an academic staff is said to 

have committed a serious breach of duty or violation of disciplinary 

regulations;  

ii. an aggrieved academic staff against whom anyone of the disciplinary 

sanctions specified under the provisions of Sub Article 2 of this Article 

has been applied; and  

iii. colleagues, students and/or any other officer of the College who have 

sufficient and substantiated reasons to believe that a staff is responsible 

for violation of disciplinary regulations, serious or otherwise.  



 

 

6. The  findings  of  fact  of  the  ad   hoc  discipline  committee  and  the 

recommendations of the sanctions to be applied thereon shall be submitted to the 

respective AC for its appropriate action.  

7. In  its  findings  and  recommendations, the  ad  hoc  discipline  committee may:  

i. absolve the academic staff of any responsibility for the conduct 

complained of;  

ii. endorse the sanction taken by the dean;  

iii. recommend a measure lighter than the one taken by the dean; or  

iv. recommend   any   one   of   the   sanctions   specified   under   the 

provisions of   Sub Article 2 of this Article of this Legislation where the 

disciplinary proceeding is initiated by colleagues, students and/or any 

other officer of the College;  

8. An academic staff dissatisfied with the findings and recommendations of the  ad  

hoc  discipline  committee  on  the  basis  of  which  a  disciplinary action is taken 

by the concerned head of the academic unit may appeal for reconsideration of the 

case by the AcVP.  

9. An academic staff dissatisfied with the sanction taken by the AcVP may appeal 

for reconsideration of the case by the President. Where he is not whose decision 

shall be final.  

10. A party intending to lodge an appeal in pursuance of the provisions of subArticles 

8 and 9 hereof shall waive his right if he fails to file his appeal to the appropriate 

authority within two weeks after he has received a written notification of the 

decision he is dissatisfied with. An additional period of one month shall apply in 

case where the concerned academic staff  can  establish  good  cause  for  not  filing  

his  appeal  within  the  two weeks period.  

 

Article 39: Leaves  

39.1. Entitlement  

1. All staff members shall be entitled to all the leave provisions of the College 

after completion of probationary period.  

2. At the successful  completion  of  the  probationary  period,  leave entitlement 

shall be backdated to the date of employment.  

3. Leave  is  valid  only  if  it  has  prior  approval  of  the  immediate supervisors 

on the leave application form requested by the staff.  



 

  

39.2. Holidays and Weekends  

i. Sundays are available to employees as weekends in addition to their entitled 

leave days & holidays.  

ii. Staff members are entitled to the 13 (thirteen) public holidays that falls on 

working days & officially declared usually at the beginning of the year.  

39.3.  Annual Leave  

i. All permanent employees are entitled to 14 working days of leave in the  

first  calendar  year  of  service  prorated  to  their  date  of employment.  

ii. All  staff members shall  be entitled to one additional leave day  for each 

full calendar year worked at Queens” College . The ultimate length of staff 

leave per year, however, should not exceed 20 days. Sundays and official 

holidays falling within a leave period shall not be charged as leave days.  

iii. Staffs are encouraged to take their annual leave during the actual leave 

year unless compelled by special circumstances.  

iv. Requests for more than 6 days of annual leave must be submitted by the 

employee to his immediate supervisor in a minimum of one month in 

advance of the commencement of the leave.  

v. The immediate supervisor of the employee shall normally 

approve/disapprove leave requests. Supervisors should check with the 

HR & Administration Office to be sure that the requested leave is 

available before approving the leave.  

vi. Accumulation of leave is generally not encouraged. However, in 

exceptional cases annual leaves may be transferred. No more than 

twoyear leave can be accrued and this will be done only if such accrual 

has been agreed between the employee and Queens” College .  

vii. Any  attempt  to  carry-over  of  more  than  two  years  annual  leave 

without approval shall result in the forfeiture of the days in excess of the 

two years accumulated leave. However, under exceptional condition of 

the work, if the work does not give time for leave, the Administrative Vice 

President can approve carry over of annual leave for a maximum of one 

year additional leave.  

viii. An employee who is on leave may be recalled only where unforeseen 

circumstances require his presence at his post and in such cases he shall 

be entitled to a payment covering or reinstatement of the remaining days 

of his leave.  



 

 

ix. Time off required by employees of less than a day shall be considered by 

the immediate supervisor at his discretion.  

x. All staff members shall have a leave record that notes and monitors all 

types of leave taken and due. Annual leave form should be prepared by 

three copies, the original to be sent to head office, the second copy for the 

staff & the last copy to be kept at Department offices. At the end of each 

year, HR & Administration Office Head is required to make update leave 

balance of each staff & take appropriate action on unused leave.  

39.4. Sick Leave  

Staff members  who  have  successfully  completed  their  probation  shall  be entitled 

to sick leave aggregate of which does not exceed six months and provided that he 

submits a medical certificate from a recognized hospital.  

i. If  an  employee is  sick  and  unable  to  attend work, he  shall  inform  his 

supervisor as soon as possible on the first day of absence.  

ii. If an employee who has been in service of Queens” College   for more than a 

year, is absent from work due to sickness confirmed by a recognized hospital 

/medical enterprise, he shall be paid a full salary for the first one month, half 

pay for a further two months period during any one year and a two month 

sick leave without pay. The employee shall be allowed to use his 

accumulated annual leave while on sick leave. This will be valid only up on 

notification of the organization following the day of his or her sickness.  

iii. On the recommendation of the supervisor and the HR & Administration 

department, the period of sick leave permitted under 44.4.i. above may be 

extended to the discretion of the Administrative Vice President, considering 

the employee‟s performance and length of service with the Queens” College 

.  

iv. An employee at his discretion may be allowed to set off extra period of sick 

leave against his annual leave in accordance with the annual leave policies 

and procedures of QUEENS” COLLEGE .  

v. Employees who are sick shall take medication and shall submit to their 

supervisor a certificate from a recognized hospital or medical Enterprise. 

This certificate should indicate the diagnosis and estimated time of absence 

from work before the employee can return to work.  

vi. Any sick leave days taken in excess of one day that is not accounted for with  

certificate  from  licensed  Medical  Doctor  shall  be  charged  to annual leave 

or, if there is an insufficient annual leave balance, then to leave without pay. 

This will be effective if and only if the employee filled the annual leave or 



 

  

leave without pay form and submit the approved form to the HR and 

Administration Office within two days right after the laps of the sick leave.  

vii. Should the worker be unable to report back to duty after fully exhausting his 

leave entitlements as per the above provisions, QUEENS” COLLEGE  shall 

have the right to terminate the employment.  

39.5.  Maternity Leave  

i. All female permanent employees shall be entitled to maternity leave for up to 

a maximum of (90) ninety calendar days, of which one month shall be taken 

before delivery and two months after delivery.  

ii. The female employee‟s salary and benefits during the period of maternity 

leave shall be paid by Queens” College .  

iii. Should an employee wish  to take more than ninety days  of maternity leave, 

she will be required to submit a leave request for the consideration of  her  

supervisor.    If approved, the excess leave shall  be  changed  to annual leave, 

and finally, to leave without pay. Additional leave required for medical 

reasons will be changed to sick leave.  

39.6.  Paternity Leave  

i.  Regular male employee shall be eligible to apply for paternity leave of  

Three (3) working days ii.  The request must be  supported by  valid  evidence 

and prior approval from the immediate supervisor must be obtained.  

iii.  Paternity leave can only be taken within a fifteen-day period before and after 

the birth of the child with the legal marriage.  

39.7. Mourning Leave  

i. Permanent employees shall be granted mourning leave as follows: five 

working   days of leave with pay for the death of father, mother, spouse, sister, 

brother or child.  

ii. Mourning leave shall  not be accrued from year to year, nor shall  any financial 
compensation in lieu of leave be considered.  

39.8. Marriage Leave  

i. All  permanent  employees  are  entitled  to  five  consecutive  working  days 
marriage leave with pay.  

ii. The employee may also request to take any accumulated annual leave at this 
time based on the approval of the immediate supervisor.  

39.9. Leave without Pay  

i. Leave without pay may be granted to an employee who has served the College 
for more than one year.  



 

 

ii. A maximum entitlement of 15 working days may be considered for leave 
without pay with a written request submitted to the College at least one month 
in advance.  

iii. Employees who take more than 5  (five) days  of leave  without pay  in excess 
of authorized duration shall be considered to have terminated their 
employment with the College and shall therefore forfeit any guarantee of 
future employment with the Organization.  

iv. In  exceptional  cases  when  the  employee  is  considered  indispensable and 
not easy to replace, leave without pay for a period of not exceeding one month 
in the case of leave of absence from work entailing no claim of benefit of 
 employment could  be  considered with  decision of 

Administrative Vice President.  

v. Requests  for  leave  without  pay  not  more  than  5  (five)  days  can  be 
approved  by  the  department  head  together  with  the  HR  and 
Administration Office Head. All request of leave without pay exceeding 5 
days shall require the approval of the Administrative Vice President.  

  

39.10. Leave for Examination  

Employees taking examination, if the educational system is pre communicated 
to the College, will be granted leave without pay for the  days  the  examination  has  
been  administered.  However, evidence   must   be   produced   from   the   college   
or   school   the employee is attending education Article 40: Staff Training 
Development  

40.1. General  
In Queens” College  training basically aims at developing the skills of staff members 
so as to make the employee more effective in his Job. While QUEENS” COLLEGE   
will endeavor to take individual aspirations into account, the main task of training is 
to effectively attain the organizational goals of the College.  

  

40.2. Policy and Procedure  

i. The HR and Administration office conducts the need analysis to identify the 
training need.  

ii. The need analysis can be made through collecting training needs from the 
department or office heads.  

iii. Performance evaluation results are  other sources of  the  training need for 
employees.  

iv. Training need can also be made by analyzing the gap through comparison of the 
job position requirements and the job holder’s qualification.  

v. Once the training need for the year is identified it will be budgeted.  

vi. The HR and Administration office is responsible for conducting the training as 
per the annual plan.  



 

  

vii. Each training is evaluated up on its delivery by the training participants and 
other concerned bodies. viii. Each trainee is also evaluated after three months of 
taking the training to identify how much knowledge has given to the trainee.  

Article 41: Employee Service Award  
41.1. Policy and Procedure  

i. All staff members who have completed the minimum continuous service with  

Queens” College  are eligible to receive the indicated Service Award.  

ii. Contract employees of specified duration are not eligible to participate in this 
Service Award Program. iii. Staff  members  must  be  competent  in  his  work,  honest  
and  skillful,  result- oriented and confident in work.  

41.2. Service Years and Awards  
i. A staff member who has 5 years of continuous service will be given a certificate 

of appreciation in recognition of service.  

ii. Staff members who have fulfilled the 10,  15, 20,  and 25  years continuous 
service will be awarded a gift, which may be determined by the College.  

iii. A guideline will be prepared for the detail implementation.  

  
  

  
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

PART VI፡  

ACADEMIC RULES AND REGULATIONS 
  

Article 42: Academic Calendar and Duration of Studies  

  

42.1. Academic Calendar  

  

i For the regular programs, the College shall maintain an academic calendar of two 

semesters of 16 weeks each and a one-summer term of ten weeks. The number of 

credit hours taken during the summer term shall not exceed nine hours. Details of 

the calendar shall be determined by the College Registrar.  

ii The Distance Education Division shall have a three-term academic calendar;  

Details  of  the  calendar  shall  be  determined  by  the College Registrar.  

iii The academic calendar shall provide a 

iv mong other things admission, readmission, registration, course add and drop, 

tutorial, examination and graduation dates of both regular and distance programs 

as well as dates of events such as inter-collegiate sports;  

v The academic calendar shall be distributed to students and the academic staff at 

the beginning of each academic year;  

  

42.2. Duration of Studies  

  

Duration of study for each program will be as per the standards and directives set by 

the Ministry of Education.  

  

Article 43:  Admission and Related Matters  

 43.1.  General Admission Information  

  
a. The College shall be open for all qualified applicants based on entrance 

requirements set by the relevant authority;  

b. Queens” College retains the right to establish admission requirements, which will 

ensure successful academic performance;  

c. Applications for admission to undergraduate programs are processed by the 

Office of the Registrar;  

d. No admission decision shall be made without complete information about the 

applicant;  



 

  

e. Students are admitted to the various academic departments based on their 

choices; and  

f. In  case  of  irregularities  and  exceptions,  the  Department  of  the  new entrant 

will decide on matters related to placement, in consultation with the Academic 

Dean.  

Applicants are responsible for submitting applications for admission, and should be 

aware of the following:  

1. All admitted students must attend a new student orientation session prior to the 

beginning of the semester. Information about orientation dates will be announced 

by the Registrar’s Office after admission has been determined.  

2. Academic credentials become the property of the College and cannot be returned, 

copied or forwarded.  

3. Applicants are encouraged to apply at least three to four weeks prior to first 

semester of attendance. This will allow adequate time for the student to  request  

any  academic  credentials  needed  to  complete  the application file, and 

participate in new student orientation and  

Registration.  

43.2. Application Procedure  

Receipt of  the  following  credentials  in  the  Office  of  Registrar  constitutes  a complete 

application for admission  

i. Application Form -  The application form  may  be  obtained  from  the Registrar’s 

Office or from the College’s website where online submission is also possible. The 

completed and signed application form should be returned to the Office of the 

Registrar. The appropriate application fee in Cash/Checks should be made 

payable to Queens College.  

ii. College/University   Transcripts   -   who   have   attended   a   college   or 

university, must  request  that  an  official  transcript  be  sent  directly  from each 

institution to the Office of the Registrar. 

iii.  iii. Photographs -  The  applicant  should  also  submit  recently  taken  two 

passport size photographs with the application form.  

 

43.3. Type of Students Applying for Admission  

  
For the purposes of admission students are classified as Freshman, Transfer, and 

Advanced Level Students:  

  



 

 

a) Freshmen are those who have completed high school or its equivalent and have 

never attended a college or university.  

b) Eligible Transfer students are those who have attained 12 or more semester-

college-level credits at an institution accredited by the Ministry of Education, 

and who request to be transferred to QC or students at QC   who wish to transfer 

from one department or program to another and have a minimum CGPA of 

2.00.  

c) Advanced   level   students   are   those   who   have   diploma   from   an 

accredited college or university.  

43.4. Academic Eligibility  

  
Applicants will be considered for admission based on requirements set by the 

Ministry of Education.  

  

43.5. Illicit Admission  

1. Securing Admission  by  any  other  means  (other  than  the  one  stated above) 

in to Queens” College  is illegal, the discovery of which leads to immediate and 

automatic dismissal.  

2. Unless the Senate so allows in exceptional dual programs, a student shall get 

admission to only one program in the College at a time and the act shall entail 

immediate dismissal.  

Article 44: Rules on Course Offerings  

  

i. For  a  full  time  student  in  regular  program,  the  normal  load  per semester 

shall range between 15 and 18 credit hours. However, if the student is in good 

academic standing and if he/she is in his year of graduation,  the  student  may  

register  for  not  more  than  21  credit hours in that term;  

ii. The normal load per semester for a student in evening program shall range 

between 9 and 12 credit hours.  

iii. Any student in regular program wishing to deviate from any normal credit hour 

load of a semester must submit his request in writing to the head of the 

Department or Faculty to which he belongs. The head of the department or 

Faculty is authorized to grant or deny the applicant’s request;  

iv. The academic status of full time students in regular program shall be determined 

at the end of every semester;  



 

  

v. The academic status of evening students in regular program shall be determined 

at the end of every two term;  

vi. Students   with   academic   deficiencies   shall   be   encouraged   to remove their 

deficiencies before they register for new courses in the subsequent 

terms/semesters provided that the student has registered for the minimum 

normal load and is in a good academic standing.  

vii. The normal load per term for a student of Distance Education Division shall be 

12 credit hours. However, in exceptional cases, there  shall  be  flexibility  in  this  

regard  depending  on  the  learning pace  of  the  learner  and  other  factors  that  

may  influence  the student’s pace of study. In this case, a student may register 

for less than 12 credit hours.  A  graduating  student  may  register  for  a 

maximum  of  15  credit  hours  per  term  at  his/her  year of graduation/the last 

two terms;  

viii. Any student in Distance Education Division wishing to register for additional 

credit than normal load in a term must submit his request in writing to the head 

of branch /coordinating Office or Office of the Registrar and this has to be 

approved by the Dean of DED;  

ix. The academic status of distance studies shall be determined at the end of every 

two terms provided that the student has registered for the minimum normal load;   

   

Article 45: Add and Drop Regulations and Procedures  

a. With the permission of the academic advisor, students can add/drop courses 

indicated on their original class registration schedule within specified time 

each semester.  

b. All add and drop forms must be submitted to the Registrar office on time.  

The  student  and  the  advisor  take  full  responsibility  for  any  decision  on 

adding and dropping course.  

Procedures to add or drop courses:  

i. Collecting add/drop format from registrar office.  

ii. Taking  the  format  to  the  advisor  to  sign  on  and  then  to  the 

course instructor.  

iii. Bringing back the format signed by the advisor and the course 

instructor to Registrar office for final decision. This date will be 

recorded as effective date of add/drop.  

iv. If   course   add   request   is   applied   after   ten   days   of   class 

beginning, the academic dean should give special approval.  



 

 

Article 46: Assessments and Examinations  

46.1. General Provisions on Examinations  

a. Student learning shall be assessed on a variety of ways/continuous 

assessment in the form of tests, assignments, presentations, etc. to determine 

the final grade earned. Instructors shall monitor the student‟s academic 

performance by keeping track of records.  

b. The number, type and schedule of tests or examinations in a course shall be 

determined by the academic program office and the department consensus.  

c. 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 

exams and other works in percentage terms.  

d. Copies of all examinations which go into the determination of a student’s final 

grade in a course shall be deposited with the academic unit concerned 

immediately following the administration of the examinations.  

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

instructor teaches a course with the same title and credit values to one or more 

sections. This shall be facilitated by the concerned academic unit and 

instructors.  

f. Where  common  examination(s)  have  to  be  given  for  course(s) taught by 

more than one instructor, the academic unit concerned that offers the course(s) 

shall ensure that all instructors involved in the teaching of the course have 

reached an agreement on the content of the exam(s).  

g. Where common examinations are given or where a course is taught by more 

than one instructor, a marking scheme shall be worked out by a panel of 

instructors and a copy shall be submitted to the academic unit concerned 

before the commencement of marking.  

h. Examination  papers  prepared  by  an  instructor  or  a  panel   of instructors 

shall be submitted to the academic committee of the academic unit concerned 

for review and endorsement.  

i. Final grades for all courses shall be reviewed and endorsed by the academic 

committee/examination review committee and the chair/head of academic 

unit concerned.  

j. Final grades shall be submitted by an instructor to the registrar office 

approved by the head of the academic unit concerned on duly signed official 

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

alterations or erasures.  



 

  

k. A copy of grade report sheets for all courses shall be kept at the academic unit 

concerned.  

l. An  official  grade  report  form  shall  be  filled  out  only  by  the instructor(s)  

who  had  taught  the  course,  who  had  set  or participated in the setting of 

the exam questions and who had marked the exam papers.  

m. When, for reasons beyond control, the setting of examinations and the 

marking of exam papers shall be carried out by a qualified staff designated by 

the head of the academic unit concerned.  

n. In those cases where the chair/head had to designate someone other than the 

instructor who had taught the course to either set or mark the examination, he 

shall forthwith present the case to the academic dean for endorsement.  

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

submitted to the concerned academic unit and shall be kept for a period of at 

least one year.  

p. 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.  

q. Official  standard  grade  report  forms  shall  be  prepared  by  the College 

Registrar in which students are enrolled and shall carry all the names of 

students who have been on the official class list for the course.  

r. Grades shall officially be announced to students by the office of the registrar, 

and this may be done by posting the tear-off section of the grade report forms 

on official notice boards.  

s. Students shall have the right to receive their corrected examination papers  

back  immediately  after  the  last  day  of  the  re-grading period. Heads/chairs 

and deans shall ensure this right is respected.  

  

46.2. Administration of Final Examinations  

 

a. A   list   of   candidates   sitting   in   an   examination   shall   be prepared 

in advance of the examination by the registrar office/academic  

program  office  and  such  a  list  shall  be handed  over  to  the  

invigilators  for  purposes  of  checking attendance in the examination.  

b. The examinee /student/should come to the exam hall with his ID 

card.  

c. A  student who didn‟t pay  the  pertinent  month  tuition  fee couldn‟t 

sit for the exam.  



 

 

d. No student may be admitted into an examination hall 30 minutes after 

the beginning of the examination.  

e. No student may be  allowed to leave an  examination hall within 30 

minutes of the beginning of an examination and before signing the 

examination attendance sheet.  

f. In the event that a student is forced to leave an examination hall for 

health reasons, 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  that  certification from a medical doctor has to be obtained 

expeditiously to substantiate the claim of sickness or illness.  

g. Upon  conclusion  of  an   examination  the  invigilator  shall submit 

students‟ answer sheets, signed examination attendance sheet, 

incident reporting formats (if any) and extra copies of examination 

papers to the course instructor or officially designated person.  

46.3. Violation of Examination Regulations  

a. Any one 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 marking or grading of all kinds of 

examination papers, term papers, projects or senior essays and on the 

determination of the academic status of students.  

i. Copying from pieces of paper or any other source of 

information  brought  into  an  examination  hall  where such 

material is not specifically permitted;  

ii. Working on or being found in possession of examination 

papers other than one‟s own;  

iii. Exchanging information in the examination hall in oral, 

symbolic, written or any other means, such as mobile phones 

where these are not specifically permitted;  

iv. Making use of someone else‟s work, or parts thereof, without 

acknowledging the same and with deliberate intent to 

represent such material as one‟s own;  

v. Sitting for an examination in a course for which one has not 

been registered;  

vi. Taking   an   examination   by   proxy,   i.e.  through   a secondary 

party;  



 

  

vii. Submitting a work or works for which it can clearly be 

established that the work or  part  thereof is  not produced by 

the student claiming authorship or production;  

viii. Disorderly conduct  in  an  examination  hall,  including refusal 

to accept and abide by instructions given by the invigilator;  

ix. Being caught in the act of avoiding to sign 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;  

x. Engaging    in    any    other    act    that    is    deemed 

inappropriate to the smooth and fair conduct of the 

examination.  

  
b. 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 incident(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, 

prohibited devices, testimonies by other supervisors).  

c. Where the invigilator discovers evidence demonstrating that there was  intent  

on  the  part  of  the  student  to  cheat  but  no  clear evidence that the student 

has actually cheated, the student shall be permitted to continue to work on the 

examination, but shall be evidences on intent to cheat in preparation for his 

reporting.  

d. All evidence on cheating or attempted cheating and reports in justification of 

decisions made by the chief invigilator on the spot shall forthwith be 

submitted to the head of the department in which the student is enrolled or 

the academic dean.  

e. The case will be investigated and decision will be passed by a committee 

composed of the academic dean /chair person of the committee/, the 

respective department head and the course instructor. The decision of the 

committee shall be final.  

 

 

  

  



 

 

Article 47: Grading System, Academic Standing and Status  

  

47.1. Grading System  

 Academic achievement in all the TVET programs of the College shall be finally graded 

as „Competent‟ and „Not Yet Competent‟. ii. Academic achievement in all the 

undergraduate programs of the College, with the exception of courses for which special 

dispensation is provided by the Academic Commission, shall be graded on the letter 

system. 

 

iii. Semester Grade Point Averages (SGPA) are determined by dividing grade 

points earned in a semester by the number of credit hours attempted in that 

semester.  

iv. Cumulative Grade Point Averages (CGPA) are determined by dividing the 

sum  of  grade  points  totally  earned  by  the  total  number  of  credit  hours 

taken.  

v. In case a student has less than 80% attendance in a semester, the instructor shall 

record "NG" for No Grade.  

vi. Grade points in undergraduate program are related to grades earned for each 

course. Both cases are presented in the following table:  

  

Raw Mark  Letter Grade  Grade Points  

[95, 100)  A+  4.00  

[85, 95)  A  4.00  

[80, 85)  A-  3.75  

[75, 80)  B+  3.50  

[70, 75)  B  3.00  

[65, 70)  B-  2.75  

[60, 65  C+  2.50  

[50, 60)  C  2.00  

[40, 50)  D  1.00  

< 40        F  0.00  

 

 

 



 

  

47.2 .   Academic   Standing   

Academic Standing of students taking a semester load of 15 Credit Hours or more is 

as follows:  

47.2.1. 1st Year 1st Semester  

 Academic Warning  

A student will be put on warning if his semester GPA is between and  including 1.75 

and 1.99.  

 Academic Probation  

A student whose semester GPA falls between and including 1.50 and 1.75 shall be put 

on probation.  

  

 Academic Suspension  

A student whose semester GPA falls between and including 1.00 and 1.499 shall be 

suspended. However if a student gets a course/s he was deficient in, but available for 

registration in the second semester shall be re-admitted immediately and such student 

shouldn’t take more than three of the courses for which he was deficient.  

 Academic Dismissal  

  

 If a first year first semester student earns < 1.00.  

47.2.2. 1st Year 2nd Semester  

  

Academic Warning  

A student will be put on warning if his semester GPA is between and including 1.75 and 

1.99.  

Academic Probation  

A student whose semester GPA falls between & including 1.50 and 1.75 shall be put on 

probation.  

A student who gets warning for a second time shall be put on probation.  

 

Academic Suspension  

A student whose semester GPA falls between and including 1.00 and 1.499 shall be 

suspended. But if a student gets a course/s he has been deficient in the second 

semester, shall be re-admitted immediately and he shouldn‟t take more than three of 

that courses.  

 



 

 

Academic Dismissal  

If a second semester or subsequent semester student earns a semester GPA below 1.25 

and a CGPA below 1.50, he shall be dismissed.  

A readmitted student, due to academic deficiency, who has taken all courses in which 

he was deficient and fails to achieve a semester GPA of 1.50 and CGPA of 2.00, shall be 

dismissed.  

  

47.2.3. 2nd Year 1st Semester  

Academic Warning  

A student will be put on warning if his semester GPA is between and including 1.75 and 

1.99.  

 

Academic Probation  

A student whose semester GPA falls between & including 1.50 and 1.75 shall be put on 

probation.  

A student who gets warning for consecutive semester shall be put on probation.  

 

Academic Suspension  

A   student   who   is   put   on   probation   twice   consecutively   shall   be suspended.  

A student who has been on warning or probation shall be suspended if he fails to achieve 

a minimum CGPA of 2.00 or a minimum semester GPA of 1.50. But if a student who has 

shown a significant improvement can appeal to the pertinent departments/faculties for 

immediate re- admission and get approval by the pertinent Standing Committee and take 

not more than three courses that he/she was deficient.  

  

Academic Dismissal  

A readmitted student, due to academic deficiency, who has taken all courses in which 

he is deficient and fails to achieve a semester GPA of 1.50 and CGPA of 2.00, shall be 

dismissed.  

If  a  non-readmitted  student  earns  a  semester  GPA  below  1.25  or  a CGPA below 

1.50, he shall be dismissed.  

 

47.2.4. 2nd Year 2nd Semester  

Academic Warning  

A student will be put on warning if his semester GPA is between and including 1.75 and 

1.99.  



 

  

 Academic Probation  

  

A student whose semester GPA falls between & including 1.50 and 1.75 shall be put on 

probation.  

A student who gets warning for consecutive semesters shall be put on probation.  

Academic Suspension  

  

A   student   who   is   put   on   probation   twice   consecutively   shall   be suspended.  

A student who has been on warning or probation shall be suspended if he fails to achieve  

a minimum CGPA of 2.00 or a minimum semester GPA of 1.50.   But if a student who has 

shown significant improvement can appeal to the pertinent departments/faculties for 

immediate re- admission and get approval by the pertinent Standing Committee and take 

not more than three courses that he was deficient.  

  

Academic Dismissal  

A readmitted student, due to academic deficiency, who has taken all courses in which 

he was deficient and fails to achieve a semester GPA of 1.50 and CGPA of 2.00 shall be 

dismissed.  

If a non-readmitted second semester or subsequent semester student earns a semester 

GPA below 1.50 and a CGPA below 1.75, he shall be dismissed. However if such 

student fails to achieve a minimum semester GPA of 1.00 shall be dismissed.  

  

47.2.5. 3rd Year 1st Semester  

Academic Warning  

  

A student will be put on warning if his/her semester G.P.A. is between and including 

1.75 and 1.99.  

 

Academic Probation  

A student whose semester GPA falls between & including 1.50 and 1.75 shall be put on 

probation.  

A student who gets warning for consecutive semesters shall be put on probation.  

Academic Suspension  

A   student   who   is   put   on   probation   twice   consecutively   shall   be suspended.  

If a student earns a semester GPA below 1.50 and a CGPA below 1.75, he  shall  be 

suspended. If such  a student fails  to achieve  a minimum semester  GPA  of  1.25  shall  



 

 

be  suspended.  But  if  a  student  who  has shown significant improvement can appeal 

to the pertinent departments/faculties for immediate re-admission and get approval by 

the  pertinent  Standing  Committee  and  take  not  more  than  three courses in which 

he was deficient.  

 

Academic Dismissal  

A readmitted student, due to academic deficiency, who has taken all courses in which 

he is deficient and fails to achieve a semester GPA of 1.50 and CGPA of 2.00, shall be 

dismissed.  

If a non-readmitted student fails to achieve a semester GPA of 1.25 and a CGPA of 2.00, 

he shall be dismissed.  

 

47.2.6. 3rd Year 2nd Semester  

Any prospective graduate student who fails to achieve a CGPA & Major GPA a 

minimum of 2.00 and who has an F in any course taken so far will be under graduate for 

a year.  

  

47.3.    Grade Remarking  

A student who feels that he does not deserve the grade(s) he has earned shall have the 

right to appeal for a remarking of his examination papers within one week after the 

official issuance of grade report.  

a. Exam papers /final and mid exams/ should be returned to students after 

marking.  

b. Instructors should submit results to the registrar after students have seen 

their papers.  

c. At the end of each semester, a period of one week after the final date for 

submitting grades to the Registrar’s office will be reserved for students who 

wish to submit an application for remarking their exam papers or grades.  

d. A request for re-marking of examination papers should be made in writing 

to the head of the concerned department after the official issuance of grades. 

The student shall pay a remarking fee.  

e. The department head shall present the request for remarking to an adhoc 

committee, which shall have  three  members  including  the  department 

head, who shall always chair the committee meeting. The 

instructor/instructors who have taught the course shall not be part of the 

committee.  



 

  

f. The concerned instructor shall produce the student's final exam-paper, the 

raw scores the student has achieved in the continuous assessment and the 

answer key as well.  

g. When marking the paper(s) the committee should compare and  

contrast the way  the  paper  is  marked  with  other  papers  marked  by  the  

same instructor for the same course(s) in the same semester. Students can 

request for remarking of test papers too.  

h. The student shall be notified of the result of the remarking within a week 

after the student's application has been received by the departments.  

i. The remarking fee shall be refunded if the remarking proves that the student 

was unfairly graded and the committee decides that he/she deserves a better 

grade than the one previously awarded to him/her. j.    The decision of the 

committee shall be final.  

k. Records  of  remarking  cases  must  be  kept  by  the  department  and  the 

Academic dean's office.  

l. The department head should record the occurrence of repeated cases of 

remarking and grade changes that concern the same instructor.  

  
47.4. Make-up examinations  

  
a. A student unable to sit for a final examination for reasons beyond his control, such 

as hospitalization or accidents, and therefore has an “I” (Incomplete) grade against 

a course may be allowed to sit for a make-up examination in the course as long as he 

can produce evidence;  

b. Make-up examinations shall not be allowed for the purpose of raising grade point 

averages;  

c. A student allowed to sit for a make-up examination shall apply and register for the 

examination within two weeks of the administered  exam missed;  

d. A  student  who  has  three  or  more  “I”  grades  in  a  semester  and  would therefore 

sit for a make-up examination shall, irrespective of his academic status, withdraw 

from the UC for academic reasons and apply for make-up exam;  

e. No GPAs shall be calculated and no academic status shall be determined for such a 

student until the results of the make-up examinations are known;  

f. A student who has less than three (one or two) "I" grades in a semester and who is 

allowed to take make-up examinations may continue his studies in subsequent 

semester if he is in good academic standing; 



 

 

g. For such a student, GPA shall be calculated and his academic status shall be 

determined based on the grades obtained and excluding courses in which the "I" 

grades are registered;  

h. For a student who has less than three "I" grades and allowed to take make up 

examinations but is not in good academic standing, he shall take the make up exam 

as per the College Academic Calendar and his status shall be determined 

accordingly;  

i. A student whose request for make-up final exam has been accepted shall pay the 

make up fee based on the number of courses for which make up exam is applied;  

j. A female student who misses final exam for maternity reason shall not pay any fee;  

k. A  student unable  to  register because  of  delay  in  the  administration of  a make- 

up exam shall be allowed to attend class with the permission of the department head;  

l. Make-up exams shall be administered between the time for the regular final exam 

and the registration for the next semester;  

m. A request for a make- up examination shall  be submitted to the relevant head of 

department by filling in the make- up exam request form;  

n. The student will be informed of the exact date of the make-up exam to be 

administered by the concerned head of department when his request is accepted;  

o. If a student fails to take the make-up exam within the specified period, the Office of 

the Registrar shall change the „I‟  grade submitted previously into an „F‟ three 

weeks after the commencement of the next semester;  

p. The  grade  earned  through  the  make-up  examination  shall  be  used  to compute 

the GPA of the student in the semester in which the make-up examination is given.  

 

47.5. Supplemental Examinations (Re-exam)  

a. Supplemental Examinations (Re-exams) may be allowed to a graduating student or 

to a student in any class year who does not have a possibility of attending a course(s) 

due to the phasing out of a course(s).  

b. The following shall be the conditions under which re-examination is to be granted:  

i. The courses are those the student had taken during the last two 

semesters of the program;  

ii. The maximum number of courses shall be two for a graduating 

student and a maximum of three for non-graduating students;  

iii. The student's major CGPA must be such that when an input of “C” 

grade on the course is made as a result of the re- examination, he 

qualifies for graduation.  



 

  

iv. During   his   entire   College   tenure   a   student   can   sit   for   re- 

examination  only  once  in  the  same  course,  two  times  in  a Degree  

or  Diploma  program.  However,  a  graduating  student shall not be 

allowed to sit for supplemental examination more than once.  

c. Status Review After Examination  

  

i. Time: Students shall be given not more than six weeks to prepare for 

supplemental examinations. The date shall be determined for each year 

separately, depending on available break time. If the time of examination 

extends into the next period of training, students shall be allowed 

temporary registration. Depending on the results, the registration may be 

cancelled or retained as soon as the status is determined.  

ii. Administration: The Dean on behalf of the Senate shall determine and 

notify re-examinees, set and announce dates of supplemental 

examinations to students and faculty as early as possible and advice the 

Registrar on the status of students within ten days of the examination 

dates.  

d. Supplemental Examination shall be administered within four weeks after the 

commencement of the subsequent semester;  

e. The status of each re-examinee shall be determined as per the existing faculty 

regulation approved by the Senate; and  

f. Students   allowed   to   sit   for   supplemental   examinations   shall   pay examination 

fees for each course.  

g. A student who fails in his final year essay or project shall be allowed to re- register   

for   the   essay   or   project   to   have   it   completed   during   the subsequent 

semester.  

47.6. Graduation Requirements  

46.6.1. Undergraduate Credit hour requirements  

i. For a student to graduate from any one of the bachelors programs of Queens” 

College , he shall be required to complete the minimum number of credit hours 

determined by the MoE.  

ii. A credit hour is defined as a one lecture hour which is equivalent   to fifty minutes 

per one period. iii. The minimum total credit hours for three years bachelor degree 

programs shall be 108 credit hours. iv. The minimum total credit hours for four 

years bachelor degree programs shall be 144 credit hours.  



 

 

v. In undergraduate program, the number of contact hours assigned to face-to face 

tutorial service, laboratory work, exercises, project, etc. shall be determined for 

each course by the Academic Commission ;  

vi. The proportion, of contact hours to be given to lectures, laboratory work, 

tutorials, exercises, etc. shall be determined for each course by the department 

offering that course;  

vii. A  student  must  complete  all  the  required  courses  prescribed  for  all programs 

of the College with no “ F” grade at all;  

viii. A  student,  to  graduate  from  any  program  of  the  Queens College,  is required 

to have a minimum CGPA of 2.00 in both major and minor/support courses;  

ix. For students both in distance studies as well as regular studies, with a justified 

request of the Academic Council, a waiver of some academic requirements may 

be recommended for a student with an exceptional problem. However, final 

endorsement of the recommendations should be presented to and approved by 

the College Academic Commission. 

 47.6.2.  TVET /Level/  

  

i Assessments of his practical training must have shown that he has mastered the 

necessary practical skills and knowledge in the field of training and developed the 

right attitude towards his profession;  

ii Must have covered at least 80% of the time allotted for the program;  

iii Level to level transfer requires COC certification.  

  

47.6.3. Postgraduate Program  

  

The candidate must satisfy the general requirements of Queens Legislation for graduation. 

Specifically he/she should attain a cumulative grade point of 3.00 with a maximum of one “C” 

grade as per the Senate Legislation.  

In addition, a candidate is required to fulfill the following requirements for graduation:   

I. A candidate should attain a CGPA of 3.00 without any “F” or “D” grade in any 

course work.   

II. A candidate should at least get “satisfactory” grade for his/her thesis work in 

accounting and finance.    

III. A candidate should not be allowed to graduate if he/she has “C” grade for more 

than 1 taught courses though his/her CGPA is 3.00.  



 

  

47.6.2.    Graduation with Honors:  

Mention                                     CGPA  

Very Great Distinction                   3.75 or above  

Great Distinction                             3.50-3.74  

Distinction                                        3.25-3.49  

47.7.  Award of the College Medallion  

a. The College Medallion is a prize awarded every year at the convocation exercise 

to one  outstanding  student  from  each  College.  The  award  is made on the basis 

of academic excellence, personality and participation in extracurricular activities.  

b. The Senate of each College shall nominate to the Academic Dean each year its 

outstanding student; the dean shall in turn present the nomination to the College 

Senate for approval.  

c. The College Medallion shall be awarded on the basis of the following provisions:  

i. A student with high records of good discipline shall be considered; ii. In 

selecting the winner of the Medallion, Academic excellence shall count for 90%, 

and extra-curricular activities for the remaining10%;  

iii. In the case of a tie, a female candidate shall be given priority over a male 

candidate and a regular candidate over an extension candidate;  

iv. A student who has completed his program in the time allocated for the   

program   shall   be   given   priority   over   those   who   have   taken 

repeated make-up examinations.  

  





 

 

PART VII.  

STUDENT RIGHTS, RESPONSIBILITIES AND ORGANIZATIONS 

 

Article 48: Rights of Students  

Without prejudice  to  other  provisions  of  Higher  Education  Proclamation  and other 

applicable laws, students of QC shall have the right to:  

i. Free inquiry of truth and freedom of expression of ideas and thoughts in the 

process of    learning and conducting research;  

ii. Enjoy the freedom to learn with appropriate opportunities and conditions in 

classrooms, campuses and in the larger community;  

iii. Protection  of  their  constitutional  human  rights,  personal  safety,  and security 

of their personal property on campus;  

iv. Be free to express orderly their views on issues of institutional policy;  

v. Receive protection from any form of discrimination or harassment;  

vi. Be entitled to equitable and fair treatment in all respects of the teacher- student 

relationship and to an environment conducive to stimulate learning;  

vii. Be evaluated solely on academic basis consistent with norms provided for by 

HE Proclamation and QC‟s academic standards, and receive redress against 

capricious   evaluation;  

viii. Participate   in   a   transparent   system   of   performance   evaluation   of 

academic staff and academic programs;  

ix. Enjoy  the  benefits  of  a  carefully  considered  policy  of  confidentiality 

regarding the information that should be part of their permanent educational 

record and as to the conditions of its disclosure;  

x. Join the institution's student union, which shall be founded on the principle of 

universality of membership in accordance with the pertinent laws so as to 

promote and protect their common interests lawfully;  

xi. Obtain   access   to   facilities   of   the   institution   through   their   union   in 

accordance with the rules and procedures of QC;  

xii. Participate, through their union or representatives, in the sessions of the 

institution are governing bodies in accordance with HE Proclamation and 

directives issued by the Senate;  

  



 

 

Article 49: Student Responsibilities  

Without  prejudice  to  other  provisions  of  Higher  Education  Proclamation  and other 

applicable laws, any student of QC has the following responsibilities:  

a. Attend classes properly and respect the indivisible authority of any 

academic staff in the leadership and management of the teaching learning 

process;  

b. Maintain standards of academic performance established for each course 

in which he is enrolled;  

c. Know  and  uphold  the  objectives  of  higher  education  and  the guiding 

values of the institution;  

d. Respect, in classroom or anywhere, in the premises of the institution, the 

rights of other persons protected by law;  

e. Observe scrupulously the applicable provisions of HE Proclamation and 

the rules of the institution which are consistent with this  

Proclamation;  

f. Interact with academic and other staff and any other student of the 

institution with due respect to their constitutional rights;  

g. Refrain from any unlawful act and from any unethical activities;  

h. Remonstrate   and   seek   redress   peacefully   and   through   legal avenues 

in the event student interests, be it individual or collective, are at stake and 

exhaust all institutional avenues of redress;  

i. Use and handle the properties of the institution with due care and be held 

accountable for any damage caused to the property of the institution due 

to intentional or negligent misuse or destruction;  

j. Effect payment of fees for services that has been provided by the 

institution.  

Article 50: Code of Conduct of Students፡ Prohibited Acts  

i Physically harming (assaulting, battering or killing) another member of the  

College community; ii. Sexually assaulting or sexually harassing 

another person;  

ii. Bullying, or harassing another person or defaming any member of the QC 

community;  

iii. Possessing, using  or  storing  firearms,  explosives,  or  weapons  on  QC- 

controlled premises or at QC events or programs (unless permitted the security 

office of the College);  



 

 

iv. Illegally possessing, using, distributing, manufacturing or selling alcoholic 

beverages or drugs;  

v. Stealing, vandalizing, damaging, destroying, or defacing QC property or the 

property of others;  

vi. Obstructing  or  disrupting  classes,  research  works  or  other  activities  or 

programs of Queens” College ; or obstructing access to Queen’s” College  

facilities, property or programs;  

vii. Making,  possessing  or  using  any  falsified  Queens” College   documents  or  

records; altering any Queens” College  documents or records, including 

identification cards.  

viii. Violating policies concerning the use of the library, computers or other properties 

of the College.  

Article 51:  Sanctions  

i. The sanctions for violations of any one of the offences shall be prescribed by the 

Academic Dean and approved by the Senate Student Affairs  

Committee; ii. Disciplinary hearings shall be conducted by committees 

established for the purpose at each faculty or campus.  

iii. The membership of such committees shall include the Student affairs & services 

office head or his representative as a chairperson; one academic staff member, a 

student representative, as well as a representative of the relevant faculty 

administration;  

iv. A student aggrieved by the decision of the Discipline committee may 

appeal to the President or to an official of the College so delegated by the 

President for this purpose. The decision of the President or his delegate shall be 

final.  
  

Article 52: Student Organizations  

52.1. Policy Premises of Student Organizations  

  

i. Students constitute a vital component of the College community and the 

College has the responsibility of providing its students with opportunities that 

would enable them to form student organizations to be employed for student 

self government for enhancing their academic pursuits and for developing 

their personalities through actual participation in the democratic process of 

decision making and action; 



 

 

ii. The College has the responsibility of overseeing all the activities that are being 

undertaken in its campuses, including student organizations;  

  

52.2. Recognition of Student Organization  

The College shall recognize student organizations in accordance with the law of the 

country, and within the imitations of its resources, provide the necessary assistance to 

them.  

52.3. Objectives of Student Organizations  

i. To promote studies, research, academic discussions and publications;  

ii. To  supplement  the  College  curricula  by  promoting  such  activities  as lectures, 

panel discussions, debates, seminars, field trips, theatres, films, art exhibitions, 

and other recreational activities among members of the College community and 

the society at large;  

iii. To promote communication, understanding, tolerance and cooperation among 

the College students, other members of the College community and the College 

administration.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

PART VIII.  

OTHER ACADEMIC MATTERS 
Article 53: Class Attendance  

i. A student is required to attend at least 80 % of his classes to sit for final exam.  

ii. A student who is going to miss class 3-5 days shall secure permission from his 

instructor(s).  

iii. The instructor  shall  regularly  notify  the  student  the  number  of 

classes/contact hours he missed before declaring that the missed classes have 

gone beyond 75% of the total contact hour. contact hours required for the 

semester.  

iv. A student who was absent and has missed a test shall produce a valid evidence 

/reason/ to the instructor to take a makeup test.  

v. If the instructor doubts the validity of the evidence produced by the student 

he will forward the case to the head of pertinent department. The department 

head shall investigate the case and  

will notify the instructor of his decision. The decision of the department shall 

be final and binding.  

vi. A student shall not be forced to present evidence for classes missed within the 

20% limit unless he wishes to take a makeup test.  

Article 54: Course Exemption and Substitution  

54.1. Course Exemption  

  

1. Exemptions may be granted for previously certified learning that corresponds 

directly to the curricula of QUEENS” COLLEGE ;  

2. Applications  for  course  exemptions  should  be  made  according  to  the program 

set by the Office of the Registrar;  

3. Exemption may be granted for an applicant who produces more than one transcript 

for different areas of specialization provided that the exemption credits do not 

exceed the maximum credit hours set;  

4. Supporting documents which an applicant shall submit to the concerned department 

of the course includes:  

i. Student transcripts and certificate of completion;  

ii. Course   descriptions/syllabus   including   details   about contact hours 

and course credits;  

5. Claims   for   exemptions   shall   be   administrated   by   the   relevant   course 

departments;  



 

 

  

6. Members of the department staff, along with the course coordinator and/or course 

instructor, will review the documentation and make a recommendation.  

7.Common and supportive courses having the same credit hours and content as those 

offered by Queens” College with a grade of „C‟ and above shall be exempted;  

8. Each program of study reserves the right to determine the grade level  of major 

courses acceptable for exemption;  

9. Courses taken before ten years shall not be exempted unless and otherwise the 

AcVP‟s office has approved the student‟s appeal;  

10. An applicant should be non-dismissal, in any program from any institution;  

11. Change  of  department  (transfer  case)  through  legal  means  or  due  to medical 

cases would automatically entitle course exemptions;  

12. A readmitted student shall be exempted from a course that has phased out if it is not 

possible for the student to get related course for substitution. The “F” grades that the 

student has earned in such phased out course shall be seen by the Faculty Senate for 

approval.  

13. The list of course exemption shall be submitted to the Office the Registrar at the  

specified  time.  The  exemption  will  be  recorded  on  the  student‟s electronic file. 

Students will have the exemption noted that the exemption will not be calculated 

when determining the overall grade for a program of study.  

14. Course  exemptions  can  only  be  applied  towards  one  program  of  study. 

Exemptions granted for one program can not then be used towards another program 

of study;  

15. When granted, exemptions are reflected in the students‟ record under the title of 

Course Exemption(s) with course title and its credit hours.  

16. The deadline to submit application for exemption for the current term is two weeks 

after the start of the term. Applications for the exemptions after that date will be 

applied to the next term.  

17. An applicant shall attend all classes until notified that the request is granted or 

denied.  

18. Course  Exemptions  can  be  endorsed  when  student‟s  official  transcript  is 

received by the Office of the Registrar.  

19. A student who is admitted on advanced standing basis cannot be granted course 

transfer from another programme of study that he didn‟t complete before.  



 

 

54.2. Course Substitution  

i. If  a  student  scores  „F‟  twice  in  a common  or  a  related  course,  the  

department offering the course shall arrange for a substitute course. ii.   If a 

student scores „F‟ twice in a major course he/she may be allowed to take 

the course for a third time provided that his CGPA is 2.00 or above.  

ii. The  student  should  be  provided  with  additional  tutorials  and  continuous 

advice  and  support  by  instructor  of  the  course  and  department  heads 

should monitor its implementation.  

iii. In the event that where there is no substitute course, the student may be 

allowed to take the course for a third time.  

iv. The maximum grade to be awarded to students who take a course for a third 

time is „D‟.  

v. A substitute course shall be arranged for a course that has phased out. The 

substitute course will be determined by the relevant department.  

vi. The Senate can waive „F‟ for a graduating student who scored „F‟ when 

taking the course for a second  time in order to improve  the  

vii. „D‟ he has earned for the same course previously.  

  

Article 55: Transfer  

 55.1. Request for Transfer  

Transfer concerns the following changes in a student's academic affairs. Thus, a student 

may request a transfer from:  

1. Degree program to Diploma program; 

2. Diploma program to Degree program;  

3. Diploma program to Diploma program;  

4. Department to Department;  

5. Campus to campus; 

6. From other Universities and Colleges to Queens College;  

7. Section to Section;  

  

55.2. Rules of transfer  

i. A student who is admitted or readmitted may request any of the above- 

mentioned transfers.  

ii. A request for transfer from other Universities and Colleges to Queens College   

must obtain final approval by the Academic Dean.  



 

 

iii. Transferred students can request exemption for relevant courses that are also 

offered by the new department.  

iv. Exemption will be allowed only for courses with a grade of 'C' and above.  

v. Both Interdepartmental and Intradepartmental transfers will be allowed if the 

student's  CGPA is 2:00 and above at the time of request.  

vi. Course exemption, especially of major courses is at the discretion of the 

department.  

  
55.3. Procedures for Transfers  

I. Campus to campus transfer within a department shall be processed by the Office 

of the Central Registrar and the concerned department. ii. Interdepartmental 

campus to campus transfer shall be processed by the Office of the Central 

Registrar and the two concerned departments.  

II. Intradepartmental   transfer   shall   be   processed   by   the   concerned 

department and the Office of the Central Registrar.  

III. Transfer from other institutions of higher learning to Queens College shall be 

processed by the Office of the Academic Dean and the concerned department  

IV. Transfer from diploma program to degree program or (vice versa) shall be 

processed by the Office of the Academic Dean and the concerned department.  

V. Transfer from section to section shall be processed by the Office of the Registrar 

and the concerned department(s).  

VI. All requests for transfer shall be initiated by the student. However, transfer cases 

may also be initiated by any appropriate body or official of the College.  

VII. Students applying for transfer from other institutions of higher learning must be 

active students (those attending classes) at the time of request. They must also 

be from Colleges and Universities recognized by the Ministry of Education.  

VIII. Any  transfer  request  and  approval  for  the  same  shall  be   

IX. completed during registration week.  

 



 

 

 

Article 56: Withdrawal  

a. Any student can withdraw for academic or non-academic reasons. However, he 

must do so officially to maintain good standing and eligibility for possible readmission. 

He can apply for withdrawal up to one week before end of classes.  

b. The   Department   Head,   in   consultation   with   the   academic advisor of the 

student, decides whether the student is eligible to withdraw. When convinced, the 

Department Head issues a permission   slip   to   the   student.   The   student   then   files   

the permission slip with the Registrar and completes the withdrawal procedures as 

outlined by that office. Where it is impossible to do this in person, it must be done by a 

letter duly signed by the student or by the person delegated by the student.  

c. A student who withdraws for non-academic reasons can apply for readmission.  

d. Withdrawals based on valid reasons shall be approved by;  

• The concerned department head, if the withdrawal is requested within 30 days 

after registration,  

• The academic dean, if the withdrawal is requested 30 days after registration but 

not more than 60 days. In both cases, there will be no reimbursement of fees paid.  

  
Article 57:  Readmission  

a. Readmission  concerns  a  student  who  has  discontinued  his education  

and  has  officially  withdrawn  from  the  College  and wishes to continue 

his studies.  

b. A student shall have completed at least one semester prior to his withdrawal 

to apply for readmission.  

c. A first year, first semester student who has discontinued his education 

without    taking the final exam cannot apply for readmission.  

d. Students can apply for readmission to the same department or to another 

department by transfer.  

e. A student dismissed for academic reasons but readmitted at a later time 

cannot apply for course transfer if he requests to be transferred to another 

department.  

f. A student who withdrew due to non-academic reasons, and has been 

readmitted and has a CGPA of 2.00 and above can apply for a course transfer 

if he wishes to be transferred to another department. The department 



 

 

council can also waive an 'F' grade a student has earned if the courses(s) are 

not relevant and not required by the new department.  

g. Readmission is possible any time after the date of withdrawal.  

h. A student dismissed twice for academic reasons cannot apply for 

readmission.  

i. To apply for readmission a student must have a minimum GPA of 1.25 if 

withdrawal takes place during the first semester of the first year; and a 

minimum CGPA of 1.50 if withdrawal takes place thereafter.  

j. A readmitted student can repeat up to a maximum of 5 courses in which he 

has scored 'D' or 'F'. His CGPA can be computed to determine his academic 

status after he has taken some of the five courses.  

k. The maximum grade a readmitted student can receive for the courses he has 

repeated is a C'.  

l. Readmission must be approved by the Academic Dean.  

m. A student who wishes to be readmitted shall file an application to his 

department and completes the form designed for requesting readmission.  

n. The concerned  department‟s  admission  or  student  affairs committee shall 

examine the case and the head of the  

department   shall   approve   the   request   and   send   it   to   the Academic 

Dean.  

o. The Academic dean shall approve the readmission and send it to the 

Registrar Office.  

p. The  Office  of  the  Registrar  shall  declare  the  names  of  students who are 

readmitted.  

q. The readmitted student shall register according to the schedule set by the 

Registrar.  

Article 58: Transcripts, Degrees and Diplomas  

58.1. Transcripts  

Transcripts are records of students‟ academic performance. They are the most valuable 

private and sensitive documents. Utmost care is taken in their recording, storing and 

issuance. The following is a set of regulation governing issuance of transcripts.  

a. No  student  records  are  shown  or  given  to  a  third  party without the written 

consent of the student. The College may make discretionary exceptions to this.  



 

 

b. No transcripts will be issued for requests made through third parties ,that is 

representatives, friends or relatives, agencies, etc.  in     exceptional  cases  transcripts  are  

given  to  third parties if the third party meets the following conditions :  

i. The third party must carry a power of attorney;  

ii. The third party does not demand that the transcripts be 

given to him;  

iii. The third party must sign an affidavit to the effect   that it  

assumes  full  responsibilities  for  any  disputes  arising from 

the possibility that the Registrar‟s office is misled into 

sending transcripts to persons who have no legal claims 

over the document.  

c. All   students   who   have   dropped   out,    

withdrawn   or graduated from the College must present an official clearance sheet to get 

transcripts and other services. Third parties of such students must present clearance 

sheets of students they represent. The official clearance form or its equivalent clears the 

students from all their financial and other obligations to the University College.  

d. Transcripts given by the Registrar Office are of two kinds: student copy and 

official copy. The student copy is a transcript directly handed to the student; whereas, 

official copies carry the Registrar‟s seal and signature and is directly sent to institutions 

or organizations upon the request and/or the consent of the individual.  There is a charge 

on each of them.  

58.2. Degrees and Diplomas  

Degrees and Diplomas are issued by the Registrar Office. Following graduation students 

are, upon presentation of clearance papers, issued temporary („To whom…‟ for regular 

students) certificates of completion.  These  are  later  on  replaced  by  the  original  

degrees and diplomas. The concerned individual has to pay the required charges for the 

original degrees and diplomas.  

  



 

 

PART IX:  

ACADEMIC RULES AND REGULATIONS FOR GRADUATE 

STUDIES 
Article 59: General Provisions on Graduate Programs  

1) The College offers programs of study and research leading to Master of Arts 

(M.A.), Master of Science (M.Sc.), Master of Business Administration (MBA), and 

similar other graduate degrees. The academic unit may also, as conditions 

permit, offer such programs of study and research leading to PhD degrees and 

postgraduate  diplomas.  

2) All College-wide policies, rules and regulations shall mutatis mutandis apply to 

graduate programs.  

3) The academic units shall function through Department Graduate Committees 

(DQC).  

4) An academic unit may run joint graduate programs in collaboration with other 

universities/colleges/institutions to complement each other for better 

competency of the graduates. In such cases, special procedures may be set to 

administer such programs in agreement with the collaborating institution.  

5) A minimum academic rank of staff offering courses in the graduate program 

should be assistant and associate professor for masters and doctorate degrees, 

respectively. However, in case of staff shortage the DQC shall propose staff with 

merit with lecturer rank (for masters program) and assistant professor (for PhD 

program) shall offer courses with the approval of AVP.  

6) Graduate programs in the regular, continuing and distance shall have equal 

value as such programs are the same as regular graduate programs in all 

respects except in the form of delivery, duration of study and scheduling.   

7) The College may introduce differential payment structure relating to tuition and 

other fees to be made by graduate students.   



 

 

8) The College shall put in place a system of appropriate payment and incentive 

scheme for work done by academic and support staff beyond their regular hours 

of work.  

9) Graduate programs shall be under the Office of the Academic Vice President 

which shall, for this purpose, function through the Office of Graduate Program, 

the Office of Continuing and Distance Education and Department Graduate 

Committee (DQC).  

 

Article 60: Duties and Responsibilities of the Office of the Graduate Programs 

(OGP)  

The OGP shall:  

1) Ensure effective implementation of policies laid down by the Senate and the 

Academic Standards and Program Review Committee (ASPRC) with regard to 

the proper administration of graduate programs;  

2) Develop policies and guidelines and frameworks on curricular development 

process of graduate programs and, upon approval, ensure the implementation 

thereof by academic units;  

3) Plan, initiate, coordinate and assist the development of strategic plan for efficient 

management of existing and expansion graduate programs, and opening of new 

ones based on needs and on national priorities;  

4) Assemble data on graduate intake capacity and reconcile needs with capacities; 

5.  Recommend ways of fostering the development of graduate programs in the 

College;  

5) Coordinate and facilitate the development of trans-and interdisciplinary 

graduate programs in consultation with the departments concerned;  

6) Collaborate and facilitate internal and external assistance for graduate programs 

and their research activities;  

7) Ensure standards set are met in graduate program development and 

implementation;  



 

 

8) Collect, process, deploy and disseminate information and data on graduate 

academic  programs;  

9) Monitor the management of graduate programs in departments and forward 

recommendations;  and  

10) Perform such other duties as may be assigned by the Academic Vice President.  

Article 61: The Department Graduate Committee (DQC)  

There shall be established Department Graduate Committee (DQC), here in after referred 

to as the DQC.  

1 Compositions and Term of  Office  

1.1 The DQC shall be composed of the Department Head as Chairperson and at 

least three staff members but not exceeding seven with the rank of Assistant 

Professor or above to be elected by the AC.  

1.2 The term of service of elected members of the committee shall be three years.  

1.3 A member shall be eligible for re-election.  

2.Duties and Responsibilities  

        The DQC shall:  

2.1 supervise  all  activities  of  the  programs;  

2.2 prepare periodic reports on its activities and submit the same to the 

academic unit  ;  

2.3 recommend and approve a research adviser for each graduate    student;   

2.4 recommend members of examining Board for thesis, dissertation 

and other qualifying examinations for approval by the AC;  

2.5 review and approve thesis research proposals submitted by graduate 

students under the supervision of their academic advisors;  

2.6 oversee settings of entrance examinations and screen candidates and 

approve for  admission;  



 

 

2.7 screen and assign graduate students eligible for teaching assistantship; 2.8 

attend to all academic problems that concern the academic unit at graduate studies 

 level;  

2.9 suggest revision and amendment of policies, rules and regulations 

governing graduate studies in the academic unit;  

2.10 accomplish  all  other  duties  assigned  by  the  Postgraduate 

 Dean  

Article 62: Admission to the Graduate Program (GP)  

1. General Admission Provisions  

 The academic unit may, from time to time, include additional admission requirements 

in conformity with College rules and regulations. These may be of general application or 

may pertain to specific programs of graduate studies.  

2. Admission Requirements for the  Masters Programs  

         2.1 Academic Requirements  

a. The applicant must have completed the academic requirements for the Bachelors 

Degree in any field(s) of study at any recognized institution of higher learning as set forth 

in the respective curriculum.  

b. The applicant must meet satisfactorily the selection criteria which may include the 

entrance examination to be administered by the academic units concerned. Foreign 

applicants may, in lieu of sitting for entrance examination, submit results of    

RE/TOEFL/IELTS or equivalent, language proficiency examinations, for applicants 

whose undergraduate medium of instruction is not English.  

     2.2. Provisional Admissions  

a. Students admitted to a program from a field of specialization other than the intended 

area of specialization will be required to take undergraduate courses  

/bridging courses/ which will be determined by the AC.  

b. A student given provisional admission has to complete the prescribed courses  

/bridging courses/ before being formally accepted as a regular graduate student.     



 

 

The performance of the student in the prescribed undergraduate courses will not be 

considered for SGPA and/or CGPA calculation but will appear on the transcript.  

c. The duration of the student's stay in the College as a provisionally admitted student 

shall be determined by the Academic units concerned, but shall not exceed one 

academic year.  

d. A provisionally admitted student who has satisfactorily completed the prescribed 

undergraduate courses shall be granted regular graduate student status. e. A 

provisionally admitted student may, upon permission of the DQC, register for and 

take graduate level courses as qualified.  

f. Such a student must obtain a grade of at least C in the undergraduate courses  

/bridging courses/ taken.  

   2.3. Transfer of graduate Students from other Institutions  

   2.3.1.  Qualified persons may apply for transfer which is determined by the concerned 

DQC if applicants:  

   a. have successfully completed a maximum of one year of study in a similar graduate 

program in another institution; and    b. meet the special requirements of the program 

they are applying to. 2.3.2. Upon admission of such a student, the DQC shall determine 

the courses from which the student is to be exempted.  

Article 63: Enrollment and Registration at the GP  

1. A graduate student must register at the beginning of each semester in order to 

keep enrollment active. A student who fails to maintain continuous registration without 

officially withdrawing from a program shall be considered to have dropped out of the 

program. If such student seeks to resume his studies, he must submit a readmission 

application to the Office of the Registrar. The application shall be assessed by the DQC, 

endorsed by the AC and approved by the Senate on the basis of the rules and regulations 

in force at the time of readmission.  

  



 

 

2. Application for admission into the graduate program is normally processed before 

the beginning of each semester.  

3. The Academic units may provisionally register candidates, but such cases must be 

presented within six weeks for approval by the DQC followed by official registration if 

the admission is approved.  

Article 64: Program of Study for Graduate Studies  

1.  The program shall be based on thesis and course work. The candidate shall study 

under a thesis advisor who may be assisted by a co-advisor and/ or an advisory 

committee for the student if and when required. At least one member of the committee 

should be nominated by the academic unit on its behalf. The supervisor and the student 

advisory committee shall be approved by the DQC. 2. The DQC shall present its program 

of graduate studies to the AC which, after careful consideration through the Academic 

Vice President, shall present it to the ASPRC which in turn shall present it to the Senate, 

through the President for approval before  implementation.  

3. One credit of study shall be one lecture hour or three hours of laboratory/practical 

hours per week for a semester. Literature reviews, field reports, term papers, etc. 

(with/without presentation) shall normally be required for each graduate course.  

 

Article 65: Credit Requirements and Course Load at the GP  

1.  A total of 12 to 15 and 9 to 12 credit hours per semester shall normally be regarded as 

typical full load for a full-time and part-time or extension Masters candidate. 2. A total of 

9 to 12 credit hours per semester shall normally be regarded as full load for full time PhD 

candidate.  

3. A total of six credit hours shall be allotted to Master Thesis and 12 credit hours for  

PhD Dissertation.  

 



 

 

Article 66: Duration of Study at the GP  

1. The Master's programs shall normally take two academic years for completion in 

all academic  units.  

2. No Master candidate may anticipate finishing a program in less than one and a 

half academic year.  

3. A Master candidate may be allowed to continue for up to a maximum of four years 

if it can be shown that the extension is required by force majeure and if it is recommended 

by the DQC and endorsed by the AC.   

4. A Master candidate taking more than the normal two-year duration for 

completion of a program shall fulfill the special conditions set forth by the AC. 5. The 

PhD programs shall normally take three to four academic years for completion in all 

academic units.  

6. No PhD candidate may anticipate finishing a program in less than two academic 

years.  

7. A PhD candidate may be allowed to continue for up to a maximum of six years if 

it can be shown that the extension is required by force majeure and if it is recommended 

by the DQC and endorsed by the AC.   

Article 67: Grading System  

1. Examinations are graded on the following letter grading system, with 

corresponding points.  

Raw Mark Letter Grade Grade Points 

[95, 100)  A+  4.00  

[85, 95)  A  4.00  

[80, 85)  A-  3.75  

[75, 80)  B+  3.50  

[70, 75)  B  3.00  

[65, 70)  B-  2.75  

[60, 65  C+  2.50  

[50, 60)  C  2.00  



 

 

[40, 50)  D  1.00  

< 40        F  0.00  

2. To complete courses in a program and graduate, a candidate needs to obtain a 

minimum CGPA of 3.00 and a maximum of one “C” grade in all courses for Master and 

no “C” grade for PhD candidate  

3. Thesis or Dissertation evaluation shall be graded on the following ranking system, 

with corresponding grading scales and letter grades;  

Rank  Grading scale in percent  

Excellent  ≥ 85   

Very Good  75 ≤ X < 85  

Good  60 ≤ X < 75  

Satisfactory  50 ≤ X < 60  

Fail  < 50  

  

Article 68. Academic Status of Graduate Students  

1. At the end of each semester, the DQC shall examine the case of each 

candidate who has failed to maintain the minimum CGPA requirement of 

3.00. The inquiry shall attempt to determine why the candidate failed, and 

whether there is reason to believe the candidate will meet the required 

academic standards in the future. A candidate may be placed on 

discretionary probation if, as a result of this inquiry, it is determined that 

valid reasons exist to explain and justify that academic failure can be 

removed and the candidate can achieve the required academic standards at 

the time of graduation.  

2. When a candidate is placed on probation the candidate shall be notified by 

the academic unit head of their status and what is expected of him by way of 

academic performance in the future, the restrictions or requirements 

stipulated by the probation and the consequence of failure to meet these 

conditions.  



 

 

3. Probations are given if a student's semester GPA (SGPA) or cumulative GPA 

(CGPA) fails below 3.00.  

4. A first year graduate student is subject to dismissal without first being put 

on probation if academic performance falls below 2.50 in the first semester 

results.  

5. Any first year graduate student who achieves a first semester GPA (SGPA) 

between 2.50 and 3.00 shall be placed on warning and any such student who 

had been placed on probation shall be subject to dismissal if the student fails 

to achieve a semester GPA of 3.00 in the next semester.  

6. If a student who had been placed on warning for the first time achieves a 

SGPA of 3.00 or above but still retains a CGPA below 3.00, the DQC may 

place the student on probation (final chance) in the following semester if it 

finds that there is reason to believe that the student will attain CGPA of  

3.00 or above in the third semester.  

7. A student who had been on probation shall be dismissed for good for failing 

to achieve a CGPA of 3.00 in the next semester.  

8. A student who had been on warning shall be dismissed for failing to achieve 

a CGPA of 3.00 in the next semester.  

9. No candidate subject to dismissal may expect discretionary probation as a 

matter of right.  

Article 69: Repeating Courses  

1. The AC, with the recommendation of the course instructor and the DQC, may allow a 

student with a grade of “C” or lower to take re-exam, instead of repeating the course, 

by assessing the overall performance or special conditions of the student on 

individual basis.  

2. Only courses with grades lower than „B‟ may be repeated when the CGPA of the 

student is less than 3.00 and for Ph.D. students all courses with “C” grades or lower 

shall be repeated.  

3. A course may be repeated or re-examined three times.  

4. Grades obtained on a repeated course shall stand as they are and the grade obtained 

before repeating will be recorded in parallel.  



 

 

Article 70: Withdrawal and Readmission  

1) A student who wishes to withdraw from the GP must consult and explain any 

reasons to their academic advisor. Any student who withdraws from GP must 

be informed that the student must have reasonable grounds for withdrawal to 

be granted readmission.  

2) Unless there are compelling reasons, official withdrawal forms must be 

completed within 30 days of discontinuation of classes. A candidate who fails to 

comply with this requirement will only be eligible for readmission if he has a 

good cause for failing to meet the deadline.  

3) A candidate may be readmitted only when the withdrawal is effected because 

of one of the following:  

a) if the candidate cannot pursue his study because of medical reasons 

ascertained by a valid certificate; or  

b) if the College is unable to carry out the relevant graduate program and 

advises the candidate accordingly; or  

c) if the candidate is unable to continue due to other reasons that may 

constitute force majeure.  

4) A candidate who has been dismissed for academic reasons may apply for 

readmission on the following grounds:  

a) if the student, at the end of the first semester, had obtained a SGPA of not less 
than 2.00;  

b) if the student, at the end of second or third semester, had obtained a CGPA of 
not less than 2.5 or 2.75, respectively.  

5) The AC shall permit readmission, taking into account the availability of 

facilities/places in the program concerned even where withdrawal was made as 

per the procedures laid down in this Article.  

6) Withdrawal made with the approval of the Registrar concerned does not imply 

automatic readmission whenever it is sought. The length of absence and the 

number of places available shall be taken into consideration. The length of 

absence between withdrawal and readmission may not exceed three years. The 

College Graduate Program Office may, however, consider the readmission of a 



 

 

student who has discontinued his study for five years provided it is convinced 

that the student was prevented from applying for readmission by circumstances 

beyond his control.  

7) No graduate student who has discontinued his study for a period longer than 

five years may be granted readmission.  

Article 71: Transfer from one Program to another in the Graduate Program  

1. A graduate student registered in one graduate program may be allowed to transfer 

to another program provided that the following requirements are fulfilled:   a. the 

candidate must have convincing reason(s) for requesting the transfer.  

b. the candidate must present a letter in support of the desired transfer from a sponsor 

where applicable.  

c. the candidate must have completed not more than one fourth of the originally joined 

program (50% of the course work).  

d. The candidate must satisfy the academic requirements for admission into the program 

to which transfer is sought.  

e. Dismissed students shall not be allowed to transfer.  

f. The approval of the concerned DQC and AC must be obtained.  

2. Transfer of credits shall be determined by the academic units receiving the candidate.  

Article 72: The Graduate Thesis/Dissertation  

  72.1. General Requirements  

a. A thesis/dissertation shall constitute an individual's effort in academic pursuits to 

identify and analyze problems by applying sound methodology.  

b. A thesis/dissertation shall constitute a partial fulfillment of the requirement for 

the Masters or PhD Degree, except in a program where it is not required.  

  

72.2. Selection and Approval of Thesis Topic  

1) The topic for thesis work shall be selected in consultation with, and prior 

approval of, the thesis advisor(s). The selection of thesis topic shall be on the 

basis of the broad needs of the country and/or the priority areas of research 

topics as determined by the concerned academic unit.  

2) The topic of the thesis of each candidate shall be approved by the DQC as early 

as possible and not later than the time of the candidate's enrollment into the 

second half of the program.  



 

 

72.3. Format of Thesis  

The Senate through the ASPRC shall issue detailed guidelines on thesis format.  

72.4. Submission of Thesis  

a. No candidate may be permitted to submit a thesis in less than one academic year 

from the date of initial registration.   

b. A candidate may submit the thesis at any time during or after the last semester of 

course work and no later than the end of the fourth semester after the initial registration 

with the exception of candidates allowed for extension.   

   72. 5. Procedures for Examination and Submission of Thesis  

a) When a candidate, after conferring with the advisor, gives notice of readiness to 

submit a thesis, the DQC shall appoint an examining Board and select an 

external examiner.  

b) A thesis shall be submitted to the department at least one month before the date 

of defense.  

c) For a thesis, the DQC may assign an external examiner from other universities, 

colleges and institutions in Ethiopia or abroad.  

d) The external examiner should be decided in good time and obtain a copy of the 

thesis of the candidate at least three weeks before the date set for the defense.   

e) The Board shall have a minimum of three and a maximum of five members 

consisting of at least one other member of the College.   

f) An external member of the examining Board shall be the external examiner of 

the candidate whose decision shall play a major role in determining the fate of 

the thesis defense.   

g) Internal members of the examining Boards shall be drawn from the advisory 

committee where this is already established.  

h) All members of the examining Board will comment on all aspects of the thesis.  

i) A sufficient number of hard copies of the thesis/dissertation shall be submitted 

for defense to the office of the head of the department or coordinator of the 



 

 

center including copies to be distributed to each member of the examining board 

and one copy to be kept in the office of the department chair.  

     72.6. Thesis/Dissertation Presentation and Defense  

a) The chairman of the DQC shall announce the thesis/dissertation topic, venue 

and time of the defense ahead of time and the process of thesis/dissertation 

presentation and defense shall, unless otherwise required by justifiable 

circumstances, be open and public.  

b) After the defense, the examining board decides either to accept or reject the 

thesis/dissertation.  

      72.7. Thesis Evaluation and Rating  

       72.7.1.  Evaluation  

Based on the results of the open defense and assessment of the thesis by each member of 

the Board of Examiners, the Thesis that is defended shall be evaluated as follows:  

   a. Accepted  

The Thesis is:-  

i. Accepted with no change, ii. Accepted with minor changes to be made to the 

satisfaction of the advisor, or iii. Accepted with major modification to be made to the 

satisfaction of the Board of Examiners.  

 If a thesis requires substantial changes, which are to be made to the satisfaction of 

members of the examining Board or its designate, the examining Board's report shall 

include a brief outline of the nature of the changes required and indicate the time by 

which the changes are to be completed.  b. Rejected  

A thesis shall be rejected if:  

i) the work does not meet the required standards; or ii) the work is plagiarized as 

judged by the examining Board; or iii) the work has been already used to confer a 

degree from this or another College/University. However, this shall not preclude 

the candidate from submitting such work provided enough extra work has been 

done to expand the scope and depth of the subject.  



 

 

For modalities not mentioned in this sub-Article, separate guidelines shall be issued by 

the Senate.  

The AC shall decide on the dismissal or suspension of a candidate whose 

thesis/dissertation has been rejected due to plagiarism or may impose other 

disciplinary measures.  

   74.7.2. Rating  

a) For thesis rating /components, points, evaluation weight, etc/ guideline shall 

be issued by the Senate.  

b) Thesis that is defended and accepted shall be rated "Excellent", "Very Good", 

"Good" or "Satisfactory" which may appear on the transcript but will not be used 

for calculation of the CGPA of the student.  

c) A rejected thesis shall be rated  "Fail".  

 

   72.8. Final Thesis  

a) The candidate should correct the thesis in accordance with the decision of the 

Board of Examiners and submit it to the Chairperson of the DQC.   

b) An original copy accompanied by sheets of approval signed by all members of 

the examining board and four hard copies of the original along with a soft copy 

shall be submitted to the department  within two weeks after the date of the 

defense. All the copies shall remain property of the College and as such the 

College may utilize the same by making, such copies, among others, part of its 

online database in accordance with the relevant laws of the country.  

Article 73: Thesis Advisor ship  

     73.1. Selection of Advisor(s) a. 

 The DQC normally recommends the selected thesis advisor(s) to the AC. The Thesis 

advisor(s) shall be:  



 

 

I. A full-time academic unit member with the academic rank of Assistant Professor 

and above for Masters program and Associate Professor and above for PhD. OR     

II. A person(s) outside of the College in the required area who will be able to submit 

a letter of commitment in advising the student and who will be in the country at 

least for a year or more. In such cases, it will be mandatory to have a co-advisor(s) 

from the College. 

III. The optimum number of students that an instructor can advise shall be 

determined by the DQC taking into consideration the workload of the instructor, 

the number of students in the academic unit, and other prevailing conditions.  

Article 74: The External Examiner  

      74.1. Purpose  

The purpose of having external examiners is to ensure that degrees awarded in similar 

subjects at the College are comparable in standard with those awarded by other 

colleges/universities, though their content does, of course, vary; and secondly, that the 

 assessment  system  is  fair.  

     74.2. Functions  

 The main function of the external examiner is to serve as a member of the Board of 

examiners with a determining role in examining and deciding the fate of the Thesis.  

b. The external examiner shall also comment and give advice on course content, balance 

and structure.  

       74.3. Selection and Appointment  

1. Normally, one external examiner is required for each student/Thesis except for 

Theses in situations where the nature of the Thesis work requires more than one external 

 examiner.  

2. The DQC selects external examiners and recommends to the AC. 3. Appointment 

is made by the head of the academic unit after the recommendation of the DQC is 

approved by the AC.  



 

 

4. The program seeking the appointment for an external examiner should submit to 

the AC the biographical data including academic achievements, publications, and 

experience as external examiner of the nominee.  

5. In approving the nomination of an external examiner, the AC shall ascertain the 

following:  

a. Only persons of seniority and experience who are able to command authority are 

appointed and in all cases must have an academic rank of at least Assistant Professor 

(or equivalent) for Masters and Associate Professor (or equivalent) for PhD. 

Exceptions shall be approved by the AC on a case by case basis when presented to it 

by the concerned DQC.  

b. An external examiner in general must be external to the College.  

c. Former staff members can be invited to become external examiners unless the 

termination of service was due to discipline problem.  

83.3.6. One external examiner should not be assigned per program for more than three 

Theses at any one time.  

83.3.7. External examiners from outside the higher education system, for example from 

industry, research institutions, etc. may be selected when necessary.  

 

    74.4. Participation in Assessment Procedures  

1. The views of an external examiner are particularly decisive in the case of disagreement 

on the evaluation/rating of a particular unit of assessment. 2. The signature of the 

members of the Board of examiners shall be required as evidence of their decision on the 

student’s thesis work.  

3. External examiners are encouraged to comment on the assessment process and the 

schemes for marking.  

 



 

 

  74.5. Discussion of Course Structure  

Academic Units shall use the opportunities created by the visits of external examiners to 

discuss the structure and content of the course and of the graduate program and the 

assessment procedures. Any comments or suggestions made by the external examiners 

shall be discussed by the academic unit and decisions shall be made whether or not to 

accept the comments.  

   74.6. Reports  

1. External examiners may make written confidential reports to the Graduate Program 

Dean/President at the end of their visits. They are free to make any comments they wish, 

including observation on teaching and course structure and content. 2. The Department 

head shall instruct the DQC to take action with respect to the comments. The head has 

the responsibility to see to it that the recommendations are considered and the proper 

measures are taken.  

 

Article 75: Graduation and Award of Credentials to Graduate Students  

A candidate who fulfils the requirements laid down in this Legislation shall be 

recommended by the head of the academic unit on behalf of AC to the College Senate, 

through the Office of the Registrar, for the award of the appropriate credential.  
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