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1| Introduction

The Graduate Catalog is the official repository of graduate programs, graduate
admissions, degree requirements, and graduate policies and procedures. USTF Graduate
Catalog can be used as a reference guide to graduate students at the University. The Catalog
provides answers to many of the questions students ask. It gives information about the
university, the graduate programs offered by USTF colleges, admission and registration
procedures, and the key regulations that are relevant to students. The Catalog is a contract
between USTF and the students that will last throughout the approved period of the student's
program of study. USTF students that it is their responsibility to read and understand the
terms and conditions in the Graduate Catalog published on the University website and that
once they receive their university ID cards, it is considered a commitment to those terms and
conditions. The catalog includes the following sections:

e Introduction

e University Organization Structure and Governance
e Deanship of Graduate Studies and Research

e Office of Alumni, Career Counseling, and Events

e College of Business Administration

e Master of Business Administration

e USTF Policies Related to Graduate Studies

e Contact Information

e Academic Calendar

e Glossary of Terms

1.1 USTF History

The establishment of University of Science and Technology of Fujairah (USTF) comes
as a response to the importance His Highness Sheikh Khalifa bin Zayed Al Nahayan, President
of the United Arab Emirates (UAE), attaches to education, and particularly higher education.
Based on this, and to assist the development of the UAE and the region, His Highness Sheikh
Hamad bin Mohamed Al Sharqi, Member of the Supreme Council, Ruler of Fujairah, gave his
blessing to the foundation of USTF as a full-fledged and independent university. USTF
replaced the previous Ajman University (AU) - Fujairah Campus, which was launched in 2000.
The timing of the launch of the University made it a pioneering force on the higher education
scene as it was the first private University established in the eastern region of the UAE. The
history of the University in creation and development of various programs and colleges
demonstrates USTF efforts to promote high quality in education and to serve the needs of the
region. As an independent university, USTF will continue to remarkably enhance and solidify
its elite reputation among national and regional universities.

s
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1.2 Vision

University of Science and Technology of Fujairah (USTF) aims to be a proactive
university in creating and integrating cutting-edge learning, impactful research, and effective
community engagement to serve the people of the UAE and beyond.

1.3 Mission

University of Science and Technology of Fujairah (USTF) is a multicultural university offering
a wide range of academic programs that satisfy the needs of students, alumni, labor market
and the community. USTF formulates and implements a research strategy to strengthen its
recognition and profile and to enhance research impact on society. USTF develops graduates
with creative minds, high level of professional skills and social responsibility to contribute to
the sustainable development of the UAE, the region, and the world.

1.4 Goals

e Promoting excellence of education in an inspiring environment of teaching and learning.

e Performing high quality, applicable and impactful research, and intellectual contribution.

e Recruiting qualified diverse students, enriching their experiences, and serving their
various needs in a student-centered environment.

e Building reciprocal relationships and long-lasting ties with external communities.

e Achieving operational excellence in university services.

1.5 Core Values

o Excellence: USTF upholds the highest standards to achieve academic excellence in
teaching, learning and research.

e Integrity: USTF demonstrates honesty, trustworthiness, reliability, transparency and
accountability in all interaction with individuals and groups.

e Respect and Tolerance: USTF practices equity and fairness by listening to understand and
support shared governance, inclusion, and diversity.

e Collaboration: USTF is committed to reciprocal relationships developed through
consultation to build strong ties with communities.

e Innovation: USTF supports creative activities and initiatives to find unconventional
solutions for the greatest benefit of mankind.

e Social Responsibility and Happiness: USTF promotes community engagement,
sustainability, and positivity to satisfy the needs and well-being of the community.
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2 | University Organization Structure and
Governance

2.1 USTF Organization Chart
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Figure 1: Organization Chart of University of Science and
Technology of Fujairah (USTF)
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2.2 Board of Trustees

The Board of Trustees is the supreme governing body of University of Science and
Technology of Fujairah (USTF) and has full authority over the entire institution and its
administrative and financial affairs. Each member is entitled to vote on matters discussed by
the Board or any affiliate committee. The Board sets the policies which define the scope of
academic, administrative, and financial projects offered by the University as well as the
regulations governing them. The university academic units are responsible for planning and
developing study programs. The Board have full authority to define and oversee all the
activities bearing the name of University of Science and Technology of Fujairah, handles direct
administrative issues only through the Chairman and authenticates the guidelines governing
the annual operating budget prepared by the University. (Policies and Procedures Manual,
Version Feb. 2023, USTF BoT By-Laws and Board of Trustees Policy)

2.3 Chancellor

The Chancellor is the formal head of the University carrying out ceremonial and official
functions, with the full authority and responsibility to run the institution efficiently and
effectively. The Chancellor plays a key role in the business of the institution by spearheading
the University to meet its challenges and promote its vision and mission to ensure the high
standing of the University in the national and international level. The Chancellor does not
become involved in day-to-day executive management, which is the responsibility of the Vice
Chancellors. (Policies and Procedures Manual, Version Feb. 2023, Higher Management
Policy)

2.3.1 Message to USTF Students

Graduate Catalog can be used as a quick reference to graduate studies at USTF and provides
answers to many of the questions that students, parents and public might ask. The Catalog
gives general information about the University, the graduate programs offered by colleges,
admission and registration procedures, and the key regulations that are relevant to students
and future graduates.

Let me welcome you to USTF, where you will spend the next few years of your educational
journey. High-quality education is beneficial to you and an important prerequisite towards
understanding and addressing societal challenges relating to energy, environment,
healthcare, security, communications, transportation, and civil infrastructure, amongst
others. The diversity of USTF academic programs will help prepare you to face these
challenges and to make your contribution to the solutions demanded by them. Graduate
study at USTF will enable you to communicate and to work in teams, develop, a sense of
professional and personal ethics, and gain valuable skill and competence in your area of
specialization.

s
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2.4 Vice Chancellors

1. Vice Chancellor for Academic Affairs (VCAA):

The Vice Chancellor for Academic Affairs (VCAA) ensures excellence in teaching and
learning and providing cutting-edge services and operations to USTF stakeholders. In addition,
this position is aligned with best practices of good governance in academic institutions. The
Vice Chancellor for Academic Affairs (VCAA) leads the University in its academic planning and
in the setting of academic values, policies, and practices. One of the core responsibilities of
VCAA is promoting advancement programs on campus and building internal and external
relationships with the main goal of significantly increasing the community involvement and
securing support for the University. The VCAA is the principal provider of academic leadership
to all Colleges Deans, and all the support service units within the academic structure that
support the academic mission. The VCAA is responsible for developing a performance culture
that promotes University’s objectives, program innovation, new learning technologies and
teaching excellence and stimulating a high level of scholarly productivity. The VCAA oversees
the administrative practices associated with enrollment, course offerings, tuition, student
fees, and the policies and values that guide these endeavors. (Policies and Procedures
Manual, Version Feb. 2023, Executive Committee Policy and Higher Management Policy)

2. Vice Chancellor for Administrative and Financial Affairs (VCAFA):

In alignment with USTF mission, vision, and strategic plan 2018-2023, the office and position
of Vice Chancellor for Administrative and Financial Affairs (VCAFA) has been created with
responsibility for scholarship, annual funds, major gifts, endowment, and special events. The
Vice Chancellor for Administrative and Financial Affairs (VCAFA) serves as a strategic advisor
to the Chancellor and support the mission and goals of the University by recommending
financial objectives, policies, programs, and practices that ensure a sound financial structure
for the University. The VCAFA in oversees and ensures a sound administrative structure and
is responsible for developing a long-term sustainable economic model, which ensures the
viability of the University. The VCAFA provides management oversight for financial planning,
budgeting and budget analysis, accounting and business operations, finance controls and
reporting, campus maintenance and development, risk management and facilities operation.
The VCAFA is responsible for the development of a strategic plan for the University that covers
overall communications; this encompasses a hands-on role in the execution of social media,
website content and design, messaging, and marketing activities. (Policies and Procedures
Manual, Version Feb. 2023, Executive Committee Policy and Higher Management Policy)

s
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3 | Deanship of Graduate Studies and Research

The Deanship of Graduate Studies and Research will achieve worldwide recognition of
excellence for University of Science and Technology of Fujairah (USTF) graduate programs,
research, and scholarly work by providing strategic leadership and comprehensive support to
faculty, graduate students, and the external community. The Deanship of Graduate Studies
and Research is committed to promoting excellence in graduate studies and research through
its well-defined policies, efficient procedures, and funding mechanisms as well as support for
developing effective partnerships and collaborations with academic and non-academic
institutions locally, regionally, and internationally. (Policies and Procedures Manual, Version
Feb. 2023, Deanship of Graduate Studies and Research Policies and Procedures)

3.1 Graduate Programs

3.1.1 Admission Requirements

University of Science and Technology of Fujairah offer currently one graduate program
accredited by Ministry of Education (MoE) in the United Arab Emirates (UAE). The following
table describe the current accredited program by the Commission of Academic Accreditation
(CAA) in the Ministry of Education (MoE) and its licensure details:

Table 3.1 USTF Accredited Programs by CAA and Their Licensure Details

Initial Accreditation | Renewal Accreditation

College Academic Programs Date Date

Busin M r of Busin

usiness aster of Business 17 June 2022 15 June 2025
Administration Administration

3.1.2 Admission and Registration

Applications for admission can be submitted online to the Office of Admissions and
Registration prior to the beginning of each semester. To be eligible for admission to master
programs, the applicant must be a holder of a bachelor’s degree issued in the UAE or its
equivalent as approved by the UAE Ministry of Education - Higher Education Affairs. USTF’s
admission policy is non-discriminatory and the decision to admit a student is made on a
competitive basis, considering the number of available seats according to the university’s
available resources and CAA Standards and directives. (Policies and Procedures Manual,
Version Feb. 2023, Graduate Admission Policy)

s
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3.1.2.1 Full Admission

For Full admission, the applicant must satisfy the following:
e The applicant for master's programs is a holder of a bachelor’s degree in the same field as
that of the program applied for, with a minimum cumulative GPA of 3.0 on a scale of 4.0,
or its equivalent.
e The applicant’s bachelor’s degree was issued from an accredited university recognized by
the Ministry of Education (MoE), Higher Education Affairs, United Arab Emirates (UAE).
e The applicant achieved the minimum required score of proficiency test in English with a
valid certificate as the following:
= For master's programs taught in English, the applicant has achieved an EmSAT English
with a minimum score of 1400 or its equivalent (Applicants for master programs
taught in English may be exempted from the English proficiency requirement only for
students who undertook all their schooling (K-12) plus a bachelor’s degree in English
in a reference English-speaking country (e.g., UK, USA, Australia, and New Zealand).

= The applicant for the graduate programs taught in Arabic has achieved a minimum
score of 950 on the English EmSAT examination, or its equivalent, and a minimum
score of 1100 for the Arabic language of EmSAT examination.

e The applicant has paid the application fee.

3.1.2.2 Conditional Admission

If the applicant has achieved an EmSAT English with a minimum score of 1250 or its

equivalent, for the master programs taught in English, with a recognized bachelor’s degree

and a minimum cumulative grade point average (CGPA) of 3.0 on a 4 scale, he/she may be

conditionally admitted to the master program. Such a student must meet the following

requirements during the first semester of conditional admission:

e Must take six credit hours in the first semester of study, not including intensive English
courses;

e Must achieve a minimum CGPA of 3.0 on a 4.0 scale, in the first semester; and

e Must achieve an EmSAT English with a minimum score of 1400 or its equivalent, by the
end of the student's first semester of study.

If the applicant for the programs taught in Arabic has a recognized Bachelor’s degree with a

minimum cumulative grade point average (CGPA) of 3.0 on a 4.0 scale, but has not achieved

the required score on the English proficiency test and /or the required score in EmSAT

"Arabic", such a student may be conditionally admitted and must meet the following

requirements during the first semester of conditional admission:

e Must take six credit hours in the first semester of study, not including the remedial English,
Arabic courses;

e Must achieve a minimum CGPA of 3.0 on a 4.0 scale, in the first six credit hours of credit-
bearing courses studied for the graduate program.

s
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e Must achieve an EmMSAT English with a minimum score of 950 or its equivalent, by the end
of the student's first semester of study; and

e Must achieve an EmSAT Arabic with a minimum score of 1250 by the end of the student's
first semester of study. (Policies and Procedures Manual, Version Feb. 2023, Academic
Probation Policy)

3.1.2.3 Admission Master Bridge (Foundation Courses)

The bridge (Foundation Courses) are a few courses intended to bridge the gap
between a student’s prior work (bachelor’s degree) and the background required for the
master’s program he/she is entering. The bridge courses typically do not carry degree credit.
The master’s program coordinator may consider admission applications to the foundation
courses from students who satisfy the admission requirements of the program, but they are
non-business degree holders. For transition from the foundation/ Bridge courses to the
Master program, a student must:

e Passall the registered foundation courses specified by the program coordinator and obtain
an average "B" grade to be admitted to the program.

e Achieve an EmSAT English or its equivalent with a minimum, required score for his/her
graduate program.

3.1.2.4 Admission Validity

Admission to a graduate program is valid only for the semester which is indicated in the
admission letter offer. If an admitted student does not join the program during that semester,
the admission offer will be canceled with no refund of the application fee. However, an
admitted student, who did not join his/her program, could re-apply for admission to the same
program or another program, subject to payment of the re-admission fee.

3.1.2.5 Re-Admission

New students who have missed two consecutive semesters of enrollment (excluding the
summer term) at the University may apply for re-admission by completing the re-enroliment
form which is available from the Office of Admissions and Registration and must satisfy
admission requirements in effect at the time of re-admission. A new university Identification
Card (ID) will be issued, and the student should pay the non-refundable fee for the
application. To be eligible for re-admission, the following conditions must be met:
= The applicant was not subject to behavioral dismissal from USTF.
= The applicant was not academically warned.
= The applicant must satisfy admission requirements in effect at the time of re-
admission.
= The course that might have been completed at another institution (during the absence
period) may be considered as per the course transfer policy.

s
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= Approval of the College Dean and Director of the Office of Admissions and Registration
(OAR).
= Payment of all debts.

3.1.2.6 Transfer Students from Accredit Institutions

Graduate students from accredited institutions of higher education who have not been

subjected to academic or disciplinary dismissal may apply for admission to the USTF graduate

programs. The University may transfer accredited courses to students who are transferring to

a similar program. The transfer of credited courses is considered for students who are

transferring to a program close to the one studied previously if:

e Thetransferred student fulfills the requirements for full admission to University of Science
and Technology, (including a valid English language proficiency certificate with the
required score for the program). In addition, does not allow, under any circumstances,
transfer students to be admitted under the provisions stipulated for conditional
admission.

e Their cumulative grade point average is at least 3.0 on a scale of 4.0, or the equivalent.

e The number of credit hours for the course is not less than that of the USTF equivalent
course.

e The grade obtained on the previous course must have been at least B (3.0 on a 4.0 scale)
irrespective of the course status (Satisfactory, Good, etc.), or the grade that corresponds
to “Merit/Good” for institutions using a different grading scale.

e The number of credit hours for the graduate course is not less than that of the USTF
equivalent graduate course,

e The course content at the institution previously attended should be similar to that of the
corresponding course offered at USTF.

e The course is not a course of the Pre- Master foundation Program.

e USTF does not grant credit twice for substantially the same course taken at two different
institutions.

e USTF will not transfer courses from an awarded degree.

e Only grades obtained from courses taken at USTF will be considered in the calculation of
a student’s CGPA, i.e., grades obtained from transferred courses at the previous
institution will not be considered in the computation of the CGPA at USTF.

e USTF does not grant transfer students degree unless they complete at least 75 percent of
the total credit hours of the program including most of the final year courses at USTF.

e Limits transferred credits for Master's programs to a maximum of 25% of the total credits
required for the program.

e Thetransferred courses should not constitute most courses of the 2" year of the program.

e The graduation projects and thesis are not subject to transfer.

e A transcript indicating the courses studied at the previous institution is required and it
should be certified/attested by MOE, Transfer credit hours will be reported on the USTF

s
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Transcript only when the Office of Admissions and Registration (OAR) receives the
authenticity of the transcript from the former institution of the student and MOE.

e Courses description for required courses must be stamped by the former educational
institution and submitted to the Office of Admissions and Registration (OAR).

e The applicant must disclose his/her desire to transfer courses from the previous university
during the admission stage at most, otherwise, he/she bears full responsibility if the
transfer of courses is not accepted.

o A fee will be charged for the evaluation of courses to be transferred. The fee will be
refunded if the student is admitted only.

e The transferred course will be marked in the transcript with the letter (T) only when the
Office of Admissions and Registration (OAR) receives the required documents attested
properly in addition to successfully completing the authenticity process. (Policies and
Procedures Manual, Version Feb. 2023, Transfer Admission Policy)

3.1.2.7 Documents Required for Admission

The application is considered complete if the applicant submits to the USTF Office of
Admissions and Registration (OAR) the following documents:

e Application form, which may be obtained from the Office of Admissions and Registration,
to be filled in by the applicant.

e Official university transcripts and graduation certificates certified by the appropriate
authorities for the applicants Master's programs.

e An Equivalency Certificate obtained from the UAE Ministry of Education's Higher
Education Affairs Division for undergraduate degrees from universities outside the UAE.

e Photocopy of a valid passport and a residency visa (if applicable).

e Photocopy of a valid Emirates ID Card (UAE residents only).

e Birth certificate.

e Health certificate.

e Status of UAE National Service for male students.

e Valid certificate of good conduct issued by an official body.

e Six passport-sized photographs with the applicant’s full name on the back of each.

e Avalid Certificate of proficiency test in English of EmSAT scores or equivalent according
to the admission requirements of to USTF graduate academic programs listed in section
3.1.2.1.

e A minimum score of 1250 in Arabic EmSAT for all Graduate programs taught in Arabic.

e Curriculum Vitae (CV) and experience certificate if available.

3.1.2.8 Notification of Admission

Students fulfilling the admission requirements to USTF shall receive the following notification
of acceptance letter: "University of Science and Technology of Fujairah certifies that the
student (student name), ID number (student ID number), has been accepted into the program

s
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(name of the study program) offered by the College of (name of the college offering the
program), in the semester (semester of admission) of the academic year (the academic year)."

3.1.2.9 Certification of Documents

e Newly admitted students are requested to have their documents certified before the end
of the first semester of study; otherwise, their registration will be suspended.

e Official Bachelor's university transcripts and graduation certificates obtained in the UAE
must be certificated by the UAE Ministry of Education - Higher Education Affairs, UAE.

e Official Bachelor's university transcripts and graduation certificates obtained abroad must
be certified from the country of origin by the authorized educational authority, the
country’s Ministry of Foreign Affairs, and the UAE Embassy.

3.1.2.10 Prior Learning Assessment Recognition (PLAR)

University of Science and Technology shall recognize certified earlier learning of applicants
which may lead to exemption from some University courses. This includes credit transfer of
courses taken in an accredited program (formal learning) and non-formal learning.

PLAR policy and procedures:

e An applicant shall complete a PLAR application form providing complete details of his/her
Prior Learning Experience.

e Submit it to the Office of Admissions and/or Registration after paying the fee to be re-sent
to the designated colleges to do the necessary.

e In all cases, credits granted through Recognition of Prior Learning (RPL) must not exceed
25% of the total completion requirements including credit transfer of formal learning.

e For every course that has been successfully recognized against prior learning experience,
a grade of 'S' (Standing) shall appear on the transcript. For all such courses, the course
classification will be coded as 'PLAR'.

e PLAR courses shall not be used in determining the cumulative GPA.

e Unsuccessful applicants have the right of appeal to the College Dean who may submit it
for review to the Appeal Committee whose decision shall be final. (Policies and
Procedures Manual, Version Feb. 2023, Prior Learning Assessment and Recognition
Policy)

3.1.2.11 Right to Withdraw Registration

The university reserves the right to withdraw an offer of admission if the applicant fails to
satisfy all requirements, or it is found that admission was obtained using incomplete, falsified,
altered, or embellished information. In the case of withdrawal of registration from a
matriculated student, credit earned at USTF will be withheld and no transcript will be issued
to the student.

s

www.ustf.ac.ae Page 18



Y
y Graduate Catalog

Gy1aall i dyia g | & sala
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

3.1.2.12 Study Load for Graduate students

A student’s "study load" is the number of credit hours for which he/she is registered during

the semester. For the fall and spring semesters, the study load varies from 9 to 12 credit

hours, where one credit hour refers to one lecture hour or two hours of practical study per
week, lasting for fifteen weeks. For summer semesters, the study load varies from three to
six credit hours.

e Forthe part-time graduate student credit load is less than 12 credits per regular semester,
where one credit hour refers to one lecture hour or two hours of practical study per week,
lasting for fifteen weeks. For summer semesters, the study load varies from 3-6 credit
hours.

e Exceptions to these limits can only be made for a maximum of an additional 3 credits for
students in their final graduation semester.

e In case of an academic warning, the full-time student study load is reduced in accordance
with the university Academic Progress Policy. (Policies and Procedures Manual, Version
Feb. 2023, Academic Progress Policy)

3.1.2.13 Time Allowed for Completion of a Graduate Program

The maximum time allowed for a student in which he/she may complete a Master degree
program is a maximum of double the regular number of required semesters (e.g., a two-year
master's degree must be completed in a maximum of 8 regular semesters of enrolment in the
program). The maximum number of semesters of enrolment for transfer students is
determined after the deduction of the number of earned/transferred semesters from the
above limits. Suspended semesters are not counted in the time allowed for students to
complete their degrees. (Policies and Procedures Manual, Version Feb. 2023, Graduate
Completion Requirement Progress Policy)

3.1.2.14 Orientation for New Students

At the beginning of each semester, USTF organizes orientation sessions for new students
which enables them to meet the Vice Chancellors, Deans of the Colleges, Admissions and
Registration personnel and Deanship of Students Affairs staff. This orientation also provides
students with essential information about course registration, academic advising, important
deadlines, and other related matters.

3.1.3 Academic Advising and Counseling

As part of its dedication to academic success, USTF is committed to offering high quality

academic advising and mentoring for its graduate students to ensure their success in the

development and pursuit of academic objectives consistent with their life goals.

e Academic advising is an ongoing process that connects students to the University to
empower each student with knowledge, resources and skills that will lead to academic
success and lifelong desire to learn inside and outside the classroom.
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e For this policy, a mentor is attentive to the professional future of the student, while an
advisor is someone who directs the student on what steps are needed to graduate.

e One person can serve both roles. Programs’ models for mentoring and advising may vary
widely.

In academics, mentor is often used synonymously with faculty adviser. A fundamental

difference between mentoring and advising is that mentoring more than advising; is a

personal as well as professional relationship. An adviser might or might not be a mentor,

depending on the quality of the relationship. (Policies and Procedures Manual, Version Feb.

2023, Academic Advising Policy)

3.1.3.1 Academic Advising

USTF Academic Advising Policy Postulates that:

e |t is the responsibility of each graduate program coordinator to ensure advising and
monitoring the academic progress of each student in their program;

e All regular students shall be assigned an advisor at the time of first enroliment.

e Advisors review student progress every semester via a review of grades and available
information;

e Advisors must have a minimum of one meeting in person per semester with each student
to assess his/her progress;

e Advisors must meet at least twice in person per semester with students who are not
making satisfactory progress;

e Assessment of department advising shall be carried out, by USTF Office of Institutional
Planning and Effectiveness (OIPE), every semester as a part of the whole program
assessment;

e Academic department advising shall be assessed and reviewed every year;

e Funding and resources shall be made available to all units to ensure effective and efficient
advising at all levels;

e Training shall be provided for all advisors and peer mentors; and

e Accurate information shall be posted and maintained on the university website.

3.1.3.2 USTF Student Psychological Counseling

e At USTF, the students’ health is a priority whether that is physical or psychological, to
ensure the students well-being is not compromised. The University provides many
services including psychological counseling where all students have access to a
professional counselor that provides counseling or therapy to support students through
the variety of issues students might be experiencing such as anxiety, depression, and
stressful academic decisions. USTF provides students with consultation on situations
where input from mental health professionals might be helpful. The University also offer
faculty and staff consultation focused on clarifying personal, family, and work- related
concerns and identifying treatment and other resources in the community.

s

www.ustf.ac.ae Page 20



Y
y Graduate Catalog

Gy1aall i dyia g | & sala
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

e Students in need of professional counseling can approach their academic advisors, who
will then refer them to the available counselor (092023428 or 092023451). The counselor
may direct these students to an external health provider or provide them with a list of
external organizations specializing in health and wellbeing where appropriate. In
emergency cases, the student will be referred to the hospital by the counselor for
specialized management.

e In some instances, students may be referred or mandated to receive counseling services.
These instances include low academic performance (as measured by GPA), smoking on
campus (smoking on campus is prohibited in all closed areas), and behavioural conduct
issues. As the counselor is required to contact the referral source for information
regarding the student’s attendance and participation, treatment plan, and progress
reports, confidentially in these cases may be limited but students are informed of this in
such cases.

e In cases where a student is in acute emotional distress and requires immediate medical
attention, counselors are contacted to handle emergencies such as suicide attempts,
suicide threats, physical assault, violence, and other types of crises. Students in crisis can
call the emergency line at USTF (092023735).

Confidentiality

e USTF’s key product can be confidentiality. In their natural support system, most students
have access to sympathetic listeners and even sound guidance. Counseling services is
where students go to talk about their problems in a safe and confidential atmosphere.
Protecting the privacy of USTF’s setting and services must be a major concern for the
University. This implies that counselor and other members of the professional team do
not discuss cases in the hallways or leave charts unattended. Counselors are only allowed
to reveal information with the student's consent and only to the extent necessary.
Counselors make progress notes in a courteous tone, with the assumption that the notes
will be viewed by the student and may be used in legal actions. Counselors set limits on
inappropriate requests by administrators and parents for information. Counselors
routinely advise students of the legal limits to confidentiality.

e Every student is entitled to privacy in his/her sessions with a counselor. All contacts with
a counselor are confidential to the counseling services professional staff. Written
permission is required for counseling services to release information to others outside the
office. A court order may require an exception to the lawful protection of individual legal
rights to privileged communication with a counselor or psychiatrist. If it becomes clear in
the counseling session that there is a real danger to one or to others, counseling services
is required to act. A record is kept of an individual’s sessions with counseling services. It
contains information individuals have provided in writing as well as counseling notes of
individual sessions. The record remains in counseling services for a period of seven years
following an individual's last visit. After this time, the entire file is destroyed. Counseling
services files never become a part of the permanent USTF educational record. If a student
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has questions about confidentiality and privacy, they are encouraged to talk with a
counselor or professional staff member of counseling services.

Group Counseling

The problem-focused groups usually run from 4 to 6 sessions of 1.5 hours, have 6 to 15
members, and focus on a particular shared area of difficulty in a task-oriented manner. A
mixture of structured exercises and group process are used. These groups are generally closed
ones and do not add members once the group has started. Examples of problem-focused
groups would be assertiveness, self-esteem, bereavement, and loss, overcoming shyness.
Students may be self-referred for groups or referred by a counseling services counselor.
Counselors need to make referrals to groups in a positive manner, emphasizing the unique
benefits and potential for learning in group therapy, and avoiding any suggestion that group
therapy is a second-class modality. (Policies and Procedures Manual, Version Feb. 2023,
Student Counseling Policy and Student Psychological Counseling Policy).

3.1.4 Student Evaluation and Assessment

3.1.4.1 Course Assessment

In each registered course, a student’s performance is assessed according to a procedure
established by the college concerned, and as explained in the course plan. The overall score
is normally distributed as follows: (a) Semester tests and activities (50%), (b) Mid-Semester
examination (20%), and (c) Final examination (30%). The score for semester tests and
activities includes marks for tests, assignments, research project, and laboratory work. The
pass mark in each course is seventy percent.

3.1.4.2 Grading System

The University adopts the following grading system:

Grade
Merit Mark

Excellent 4.0 A From 90 to 100

Very Good (High) 3.5 B+ From 85 to less than 90
Good 3.0 B From 80 to less than 85
Pass (High) 2.5 C+ From 75 to less than 80
Pass 2.0 C From 70 to less than 75
Fail 0 F Less than 70

Academic Integrity Violation Fail 0 XF Less than 70

Notes:

e Only the last grade obtained in a course is considered in the computation of the CGPA no
matter how many times the course was taken.

e In case a student fails an elective course and substitutes it by another course, only the
grade of the second course is considered in the computation of the CGPA.

e Pass (P) Grades: will be counted as earned hours, yet without affecting the GPA or CGPA.
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e No-Pass (NP) Grades: will neither be counted as earned hours nor affect the GPA or CGPA.
e The following non numerical grades are not considered in the computation of semester
GPA and CGPA:

| w | Withdrawn |T ‘ Transferred ‘ | ‘ Incomplete ‘ P ‘ Pass ‘ NP ‘ No - Pass ‘ IP | In Progress ‘

3.1.4.3 Semester Grade Point Average

The semester GPA indicates student performance during the semester and is calculated as
follows: the total of the grade point of each course taken in the semester multiplied by its
credit hours, divided by the total number of credit hours registered in the semester.

3.1.4.4 Cumulative Grade Point Average

e The CGPA indicates the student’s average performance over all semesters up to the final
or current semester. It is calculated as follows: the total of the point grade of each course
taken to date, multiplied by its credit hours, divided by the total number of credit hours
taken.

e If a student repeats any course to improve his/her CGPA, the last grade obtained will be
considered in the calculation of the CGPA regardless of whether the last grade is higher
than the original one or not. However, the original grade will continue to appear in the
academic record without affecting the calculation of the CGPA.

e The CGPA s also used for academic probation as follows: starting from the end of the first
semester of study, if the student’s CGPA is less than 3.0, he/she will be regarded as an
"academically warned" student and will be requested to improve his/her academic
performance to raise the CGPA to 3.0 or higher.

e Astudent will not be allowed to graduate unless his/her CGPA is at least 3.0, even if he/she
has passed all required courses of the program of study. In this case, in consultation with
the academic advisor, the student must repeat courses of the study plan in order to raise
his/her CGPA to at least 3.0.

3.1.4.5 Incomplete Grade

e If a student does not attend the final examination for emergency reasons and he/she
scored at least a total of 30 in coursework, the course may be considered as "incomplete."
Acceptable evidence for failure to attend a final examination consists of the following:
= jllness certified in a medical report approved by the university Clinic;
= death certificate of a first or second degree relative;
= arrest or summons before a court or other legal body; and
= other excuses accepted by the College Council.

e Inthese cases, the student must complete and submit a request form within the specified
period in the academic calendar. He/she also must present the relevant documents to the
Office of Admissions and Registration. Applications will be processed only if the student
has no financial obligation to the University and has paid the fee for an "incomplete
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request." Applications submitted by students with a 25 percent absence warning will not
be accepted.

e Astudent whose course result is "incomplete" must take the final examination before the
end of the first week of the following semester in which he/she registers, as shown in the
academic calendar.

3.1.4.6 Examination Re-sits

If a student pass all but one of the courses required for graduation, and if this course is from

the last semester, he/she will be allowed to re-register for that course. In this case, there is a

charge of 50 percent of the course fees and the student must re-take the final examination

before the beginning of the following semester. If:

e He/she has attended at least 75% of the classes.

e he/she is not subject to disciplinary penalties for academic violations in the course which
he will sit for a re-sit exam.

e There-sit exam grade shall be out of 30 (as a regular final exam) for students who achieve
a minimum grade of 42/70 in the semester work.

Students who achieve a semester work grade below 42/70 would be allowed to sit for a

comprehensive exam out of 100. The ceiling for the final grade in the course shall be "C".

(Policies and Procedures Manual, Version Feb. 2023, Examination Policy)

3.1.4.7 Complaints about Grades

Complaints regarding final examination results must be settled within a period of 5 working
days following the announcement of examination results. Students should complete and
submit a Complaint Form to the Office of Admissions and Registration after the payment of
the required fees. The form will be transferred to the concerned college where an appropriate
decision will be made. The Office of Admissions and Registration notifies students, in due
course, of the outcome of their applications.

Students who would like to appeal a final examination grade result must adhere to the
following steps:

e The student must submit an online request for Grade Appeal, which is routed to the Office
of Admissions and Registration (OAR).

e The Office of Admissions and Registration (OAR) will screen the request to verify that the
intended course does not have a prohibited status (has not reached 25% absenteeism
from class attendance).

e Upon approval from the Office of Admissions and Registration (OAR), the request is routed
to the Office of Finance for charge allocation.

e The application is then routed to the concerned college where deliberations are
conducted, and the decision is taken.
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e Inthe event the appealis rejected and included in the system, an automated email is sent
to the student notifying him/her of the decision. The student can also access the online
system to check the Grade Appeal (complaint) status.

e Intheeventthe appeal is approved by the college, the decision will be routed to the Office
of Admissions and Registration to reflect the approved grade change on the student's
academic record.

e The student will receive an email notification on his university email that the request is
completed, and the change has taken place. The student can verify the completed status
of the request by accessing the online system. (Policies and Procedures Manual, Version
Feb. 2023, Grade Appeal Policy)

3.1.4.8 Attendance Policy

Attendance to lectures:
e Attending classes is compulsory for all courses. A student will not be allowed to take the
final examination if he/she has missed 25 percent of the classes in a given semester.
Absence warning policies are set out below:
= |f a student is absent for 10 percent of theoretical and practical class hours, the
lecturer will issue a 10 percent absence warning.

= |f a student is absent for 20 percent of theoretical and practical class hours, the
lecturer will issue a 20 percent absence warning.

= |f a student is absent for 25 percent of theoretical and practical class hours, the
lecturer will issue a 25 percent absence warning and the student will receive the grade
of "F."

e The Council for Academic Affairs (CFAA) may consider a student’s withdrawal from the
course if sufficient and convincing reason for the absence is submitted to it by the Office
of Admissions and Registration after approval of the program coordinator.

Attendance to meetings with the thesis supervisor:
e Every student who is preparing his/her thesis is expected to meet his/her supervisor on
regular basis (at least one meeting every two weeks).
= [f a student does not attend two consecutive planned meetings without prior approval of the
supervisor, the latter will issue a 10 percent absence warning.
= |f a student was issued a 10% warning, and he/she does not attend another two planned
meetings without prior approval of the supervisor, the latter will issue a 20 percent absence
warning.
= |If a student did not attend more than 6 planned meetings without the approval of his/her
supervisor, the latter writes a report to the program coordinator who could recommend to
the College Council to take one of the following decisions:
o suspend the student for one semester if he/she has made good progress in his/her
research work;
o suspend the student for one semester, and change the research subject and the
supervisor; and
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o dismiss the student from the program. (Policies and Procedures Manual, Version Feb.
2023, Student Attendance Policy)

3.1.4.9 Academic Probation for Graduate Students

A student seeking a graduate degree must maintain a CGPA of (3.0) throughout his/her
studies as a requirement for good standing.

If a student’s CGPA falls below 3.0 in any regular semester, starting from his/her second
semester at the University, he/she will receive an academic warning. The student may be
allowed to register for courses in the subsequent semester so that he/she may improve
his/her academic standing (raise the CGPA to 3.0 points or above).

If the student fails to raise his/her CGPA to (3.0) or above, the College may recommend
his/her dismissal from the program.

In exceptional circumstances, the student may submit a petition to resume his/her studies
in the program for one more semester. Accordingly, the student may be given one last
chance to raise his/her CGPA to 3.0 or above by the end of the semester; otherwise,
he/she will be dismissed from the program without any chance for repetitioning. (Policies
and Procedures Manual, Version Feb. 2023, Academic Probation Policy)

3.1.4.10 Graduation Requirements

A student will be awarded a degree of the graduate program in which is registered in,

upon meeting the following requirements:

=  Completion of all courses of the study plan.

= Acourse may count toward the degree if the course grade is at least a "C", (for Masters
programs).

= Completion of the thesis/dissertation (when applicable)

=  Obtaining a CGPA of at least 3.0.

= The graduate can only receive the graduation certificate after the graduate clearance
has been approved by his/her college and by the concerned offices and departments.

The merit of the graduate degree is determined according to the following Scale:

Cumulative GPA \ Merit

From 3.8 t0 4.0

Excellent with Honor

From 3.6 to less than 3.8

Excellent

From 3.3 to less than 3.6

Very Good

From 3.0 to less than 3.3

Good
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3.1.5 Student Rights and Responsibilities

3.1.5.1 Student Rights

e Every student enjoys all rights and freedoms recognized within the University by the Laws
of the UAE if this does not violate the Codes of Student Conduct.

e Every student has the right to fair equal treatment by the University. A student has a right
to be free from discrimination based on ethnicity, color, religion, gender, marital status,
nationality, language, or personal handicap. However, a distinction, exclusion, or
preference based on relevant academic or physical aptitudes required and made in good
faith is non-discriminatory.

e All students have the right to have an environment supportive of the university’s mission
and their own educational goals. Students can function in their daily activities safely and
easily. The University is committed to ensuring that adequate measures are taken to
protect the safety and security of students on the university campus.

e USTF respects the student’s right to privacy of personal information. This implies that
information disclosed by the student and for the student is personal; this information will
not be disclosed to third parties without the student’s consent. A permanent record for
each student enrolled in the University is maintained by the Office of Admissions and
Registration. The written consent of the student is officially required to disclose his/her
academic record. Exceptions are made for parents, sponsors, authorized USTF officials,
and in compliance with a judicial order.

e The University shall make sure that students know their rights and responsibilities, as well
as applicable university policies and procedures. USTF’s obligation under this section is
fulfilled when the University makes copies, hard or on the university website, of the
Student Handbook available to every student upon being admitted to the University.

e The Deanship of Student Affairs (DSA) is responsible for ensuring that the academic staff
and non-academic staff are informed of the rights of students. Each academic advisor is
responsible for ensuring that his/her advisees are aware of their rights during their study
at USTF.

Students have access to:

e Managing their own affairs, increasing self-awareness, career planning, and personal
decision making;

e Establishing grievance procedures;

e Reviewing activities beyond the classroom, which support intellectual and personal
development;

e Reaching faculty, academic technology, classrooms, libraries, presentations, and other
resources necessary for the learning process; and

e Obtaining prompt and appropriate responses from the university’s colleges and
administrative offices.
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USTF shall provide students with relevant course information to enable them to make
informed course selection. A student who is accused of a disciplinary offence has the right to
present an appropriate defense.

Every student has the right to:

e receive the course description of his/her courses which includes the course learning
outcomes (CLOs), and the assessment methods used to determine his/her final grade in
each course;

e object if changes are made to the timings in the schedule of his/her courses after the end
of the add and drop period;

e be received by his/her instructors during office hours, which are published by the
Instructors;

e receive, on time, the copy of his/her assignment, quiz, project, Lab report, after having
been graded by the Instructor;

e submit a grade appeal request about his/her final grade within five working days of the
announcement of the results;

e request an adequate learning environment atmosphere during his/her lecture;

e request a meeting with his respective advisor regarding any academic issue; if the problem
is not closed by the instructor, the student may request a meeting with higher college
administrators, until a final resolution is made as per the rules and regulations of the
University;

e Inthe rare event that the case is not closed by the college dean, the student may request
a meeting with the VCAA after informing the dean of their college;

e A student has the right to expect that academic and professional processes are flexible
and periodically open to review and to participate constructively with faculty and
administration in those processes by which the university community maintains the
excellence of the standards of its curriculum and methods of instruction and the viability
of its total educational program;

e Students have the right to enjoy free short-term counseling sessions, where the University
is legally and ethically required to uphold standards of confidentiality.

e Students have a right to a detailed and complete course outline for every course in which
they are registered, to be provided during the first week of class. This information should
include, where appropriate:
= A description of the topics to be considered in the course;
= Alist of required and recommended readings or other materials;
= Adescription of the means of evaluation to be used in the course; and
= |nstructor’s contact information, office location, and office hours as appropriate.

e Students have a right to be informed, in a timely fashion, of their current academic
standing or performance in a course; and
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e Students with special needs have the right to a determination of available support service.
(Policies and Procedures Manual, Version Feb. 2023, Student Rights and Responsibilities
Policy)

3.1.5.2 Student Responsibilities

e Students must behave in a manner that is civil and compatible with the university’s
function as an educational institution. Students are required to obey the rules and
regulations of USTF as laid out in the Student Handbook and University Catalog.

e Students are expected to abide by all rules and regulations expressed in the Codes of
Student Conduct. Students are expected to familiarize themselves with these codes and
their obligations and responsibilities toward the University, its faculty and staff, other
students, and visitors.

e In USTF’'s community of learning, disruption of the educational process, destruction of
property, and interference with the orderly process of the University, or with the rights of
other members of the community, cannot be accepted.

e To achieve its objectives and function properly, USTF has the authority mandate to
maintain law and order and to discipline those who are disruptive of the educational
process.

e Each student is required to be aware of and abide by the policies and regulations that are
published in the student handbook and the undergraduate and graduate catalogs
published on the university website.

e Students are responsible for checking their university e-mail, which is the official
communication channel between the student and the University.

e Students are responsible for abiding by the dates and deadlines stipulated in the
university’s academic calendar.

e To be converted to regular student, conditionally admitted students are responsible to
fulfill the conditions as per their admission requirements.

e Students are responsible for making progress to achieve their educational goal.

e Students are responsible for the selection of their courses after consultation with their
academic advisor.

e Students are responsible to ensure that their registered courses are not altered after the
add/drop period.

e To avoid any interruptions in their registration and services, students must ensure that
the tuition fees are paid as per the payment schedule and deadline specified by the
University.

e International students should be aware that the University is not responsible for securing
a residence visa for them if their visa application was declined by the relevant
governmental authorities.

e Students are responsible to be fully compliant with the university "code of conduct".
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e Student should be aware that failure to submit authentic admission documents will result
in serious consequences that may lead to their dismissal from the University.

e Students must act with integrity in relation to their studies, research, and towards staff
and each other.

e Students must treat all students, staff, and members of the community with courtesy and
respect.

e Students have a responsibility to themselves, to other students, the University and to the
wider community, to ensure that the university’s behavioral standards are met, in all
interactions. As such, students must refrain from insulting, harassing, victimizing, and
discriminating against others based on gender, race, ethnicity, religion, age, or any other
protected class as described by law.

e Students should provide constructive feedback on university teaching and learning
activities and other facilities thorough the University’s evaluation processes.

e Students must respect university property, facilities, and support services as shared
resources, and make use of such provisions in a way that is consistent with the university
rules and policies. (Policies and Procedures Manual, Version Feb. 2023, Student Rights
and Responsibilities Policy)

3.1.6 Student Academic Integrity and Disciplinary Penalties

Statement

This document sets out the university policy, which regulates the sanctions taken against
students for academic dishonesty. The disciplinary committee is the authorized body to
recommend actions against offenders of the Academic Integrity. Academic dishonesty is
strictly prohibited at USTF. Academic consequences, such as failing or significantly lowered
grades, or disciplinary sanctions, such as suspension or expulsion, are possible procedures for
academic dishonesty. When students cheat or break the academic integrity rules, they are
committing an act can cause harm to themselves, to their classmates, instructors, and
guardians who are paying for their education. Academic dishonesty gives some students an
unfair edge over others, undermining the justice and fairness of education. Cheating students
jeopardize both their own future chances and the accreditation of their education. Integrity
as described in this statement is more than just instantaneous penalty for plagiarism or
academic misconduct. It is a constant practice which solicits everyone to consider and
consistently practice honesty, trust, ethical behavior, and professionalism.

Plagiarism

Plagiarism is defined as presenting someone else's work or ideas as your own, with or without
their consent, by incorporating it into your work without full acknowledgement. All published
and unpublished material, whether in manuscript, printed or electronic form, is covered
under this definition.

Examples
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A student who is using another person's actual words or images without properly
referencing them using quotation marks.

A student who is using someone else's concepts or theories without giving credit to the
original author.

A student failing to thank others who have helped him with his assignments.

Internet plagiarism, such as submitting term papers in whole or in part that have been
downloaded or duplicating content from the internet without citing the source, or copying
and pasting without acknowledgement.

USTF’s Procedures in Plagiarism Violations

The rich learning resources that are available at USTF are expected to be used for
reading to help students understand and find out the work of others in the topic of their
essays or projects only.

Students are requested to submit their own work to be used for evaluating the level of
achievement of a specific learning outcome.

Each faculty should explain to his/her students that he/she is interested in evaluating
their own work and not the work of others.

It is not forbidden to reproduce an idea or sentences from a book or an article if the
student uses quotation marks and give its source.

There is no usage in reproducing sentences if the student does not refer to them in
his/her sentences.

Every submitted project is expected to contain a reference section in which the student
lists all the materials that he/she consulted or used in the project.

Plagiarism is strictly forbidden at USTF, which has acquired specialized software that
detects plagiarism.

Plagiarism Penalties

If the student has no previous record of plagiarism in any course, a zero grade is given
to the submitted work.

A student committing a second plagiarism offense in any course, not necessary the same
course, will be awarded a failing grade on that course and shall pay the full course fees.
The plagiarism offence shall be noted in the student's academic record and marked with
"XF".

A student committing a third plagiarism offense in any course, not necessary the same
courses, will be awarded a failing grade on all courses of the semester in which the
student commits the violation and shall pay the fees for all courses. The plagiarism
offence shall be noted in the student's academic record and be marked with the "XF”
for all the courses taken in that semester.

A student committing a fourth plagiarism offense in any course, not necessary the same
courses, will be suspended from the University for two semesters, and will be awarded
a failing grade on all courses of the semester in which the student commits the violation
and shall pay the fees for all courses. The plagiarism offence shall be noted in the
student's academic record and be marked with the "XF" for all the courses taken in that
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semester.

e A student committing a fifth plagiarism offense in any course will be expelled from the
University and will be awarded a failing grade on all courses of the semester in which
the student commits the violation and shall pay the fees for all courses. The plagiarism
offence shall be noted in the student's academic record and be marked with the "XF”
for all the courses taken in that semester.

Academic misconduct
e Academic misconduct, is defined as "any action which gains, attempts to gain, or assists

others in gaining or attempting to gain unfair academic advantage". It includes plagiarism,
collusion, contract cheating, and fabrication of data as well as the possession of
unauthorized materials during an examination.

Cheating:
Cheating is the unauthorized use of or attempt to utilize during an academic exercise of any

material, information, notes, study aids, devices, or communication. For example:

Examples

e Students who are taking an exam or finishing a task for someone else or requesting or
enabling someone else to take an exam or finish a task for the student, including online
exams.

e Student who are copying from another student work submitted for credit or a grade.

e Student who are allowing other students to copy their work submitted for credit or a
grade.

e Student who are allowing someone else to conduct the research and write their
assignments.

e A student who is working with other students on assignments or examinations without
authorization.

e Student making up or fabricating data in whole or in part.

USTF’s Procedures in Cheating Violations

e Any student who is caught in possession of written information relevant to the course,
messages by mobile phone, or transmitting written or verbal information to his/her
classmates shall be considered a cheater. This also includes the following:

o Using a book, magazine, research, computer, or internetfile.

Using scraps, slips, or copies.

Using signs to convey information.

Sending or receiving information through mobile phone.

Writing on wall, ground, chair, clothes, or body.

o O O O O

Using every other means of information not allowed by the university regulations.

e Any student who is caught in possession of written information, messages sent by
mobile phones, or transmitting written or verbal information to his/her classmates shall
be considered trying to cheat. This also includes what follows:

o Looking at the answer sheet of another student.
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o Talking with classmates in the examination hall.

o Possessing a mobile phone.

o Possessing papers or any other means that comprises information relevant to
the subject of exam, but not shown up.

USTF’s Procedures for Regulating Irregular Behaviors during Sit-in Exams

e All cases of cheating or trying to cheat, disturbing the peace and calm of the examination hall,
disrespecting one of the invigilators, impersonating an examinee or engaging someone else to
take the exam by-proxy shall be reported to the College Examination Committee by all the
invigilators.

e The invigilator shall notify the student who is caught cheating or trying to cheat to see the chair
of the College Examination Committee by means of a form designed by the Examination
Coordination Committee and by which he/she will be informed of the place and time of his/her
appearance before the Examination Coordination Committee.

e The College Examination Committee shall refer the report to the Examination Coordination
Committee in turn submits it to the University Disciplinary Committee.

e The University Disciplinary Committee shall conduct the investigation with the cheater (or trying
to cheat) and report all available witnesses within no more than 48 hours, then a report shall be
submitted. In case the student does not attend in the assigned time, he/she will be subject to an
investigation that will be conducted in absentia.

e The University Disciplinary Committee shall be entitled to take the decision to keep the report in
case the infraction is not supported by any evidence; the decision is deemed definite, and the
student may be allowed to re-sit the examinations.

o The Chair of the Examination Coordination Committee shall refer the report to the University
Disciplinary Committee to take the appropriate decision regarding the infraction the examinee is
accused of.

Once asked by the invigilator, the examinee who is caught cheating or trying to cheat shall quit

Disciplinary Penalties

Falsification of official records

Falsification of documents is the act of changing the information on an official

document intentionally to mislead someone else.

Examples

e Astudent who is copying authorized signatures.

e Astudent who is providing false information on a transcript of records.

e Astudent who is giving false information on official documents.

e A student who is giving false information on a college ID card, grade report, letter of
permission, drop/add form, etc.

e A student who is fabricating medical records that are relevant to campus access, or the
use of falsifying excuse for absences, missing tests, and assignments.

Reporting the policy violations:
When a faculty member reports an incidence of academic dishonesty, he shall inform the
college dean. The college dean shall turn the student to the disciplinary committee.
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The disciplinary committee is the authorized body to recommend actions against offenders
of the Academic Integrity.

USTF disciplinary committee shall handle the case and inform the college dean and the
student with its decision.

Convicted students has the right to appeal the disciplinary committee’s decision, in case he
feels that the decision is unfair, according to the terms and conditions of the Student Appeal
Policy and Procedures in this Manual.

Procedures for Implementing the Academic Integrity Policy:

e The Academic integrity policy shall be posted on the website and included in the student
handbooks.

e The academic integrity policy link will be also included in courses’ syllabi.

e Academic integrity policy orientation sessions for all new faculty (including part-time) and
students to discuss the policy implementing procedures and the consequences of not
obeying and adhering to the academic integrity policy.

e USTF is subscribed to an electronic service that detects plagiarism using the Turnitin
Software Package.

e Each semester, USTF organizes seminars to faculty and student on the use of Turnitin for
detection of Plagiarism.

e Guidelines for Use of Turnitin at USTF. (Policies and Procedures Manual, Version Feb.
2023, Student Disciplinary Policy and Student Academic Integrity Policy)

3.1.7 Codes of Student Conduct

All members of USTF are expected to conduct themselves in accordance with the regulations

of the University, and the laws of the UAE. USTF students are requested to play an exemplary

and positive role in enhancing the reputation of the University by:

e Demonstrating a clear commitment to their own learning.

e Conforming themselves to all specified time requirements for registration, class
schedules, examinations, and completion of assignments.

e Ensuring that work presented is their own personal work.

e Ensuring that all information presented to faculty members and administrative staff are
accurate and true.

e Conducting themselves in a courteous and proper manner in their dealings with faculty
members, employees, or other students.

e Meeting their academic advisors regularly.

e Respecting the property of others and of the University.

e Reporting grievances to their academic advisor or the college dean.

e Avoiding engagement in cheating, plagiarism, disruptive behavior, or improper conduct
which could damage the reputation of the University.

e Using USTF facilities only for learning purposes.

e Avoiding the use of falsified documents for any purpose related to the University.
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e Avoiding distribution of leaflets or collecting signatures on university premises or in the
Female Student Hostel without prior authorization.

e Abiding by USTF rules and regulations, and the directives of the academic and
administrative staff.

e Acting in a way that will not cause offence to the culture of the UAE.

e Students are expected to demonstrate behavior that is consistent with the core values of
USTF and uphold the responsibilities outlined the faculty, staff, and students Rights and
Responsibilities.

Information technology and social media resources

Inappropriate conduct includes but is not limited to:

e Compromises the security of the university information technology systems and platforms
or interfering with the USTF’s network or system.

e Attempts to gain unauthorized access to computers, accounts, or data.

e The use of technology devices or social media platforms to fraudulently represent the
University.

e The use of technology devices or social media platforms for any unlawful activity.

e The use of technology devices or social media platforms to harass or intimidate any
individuals or entities.

e Spreading false information, using information technology devices or social media
platforms.

e USTF information technology systems and networks are not allowed to be used for any
commercial or personal purpose.

e USTF content on its platforms and social media are subject to the UAE law of intellectual
property and copyright.

Conduct on Campus and in University Official Events

Inappropriate conduct includes but is not limited to:

e Disruptive behavior including intentional obstruction or disruption of any form, including
excessive noise, while on the university campus.

e The use of inappropriate verbal or written language including racist, derogatory,
threatening, vulgar, profane, inappropriate slang, insulting, or offensive remarks or
gestures against any member of the university community including students, faculty,
staff, and visitors to the University.

e Verbal or physical assault and damage to property and any behavior that is deemed
threatening and aggressive against a member of the university community.

Classroom Conduct

Inappropriate classroom conduct includes but is not limited to:

e Disruptive behavior including repeated, excessive lateness, repeatedly leaving the
classroom, eating, or drinking inside the class, sleeping, or any other behavior that is
distracting to the instructor and peers.
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e The use of electronic devices during the class without the instructor’s permission including
mobile phones, laptops, ipads, headphones, smart watches, and recording devices.

e Refusal to cooperate and comply with the instructor’s directions during lectures.

e The use of inappropriate language or gestures against instructors or peers.

e Verbal or physical assault and damage to property and any behavior that is deemed
threatening and aggressive against instructors and peers.

Theft and Property Damage

This includes but is not limited to:

e The theft or unauthorized use of property including university property or property of a
member of the university community (a student, faculty, staff, or visitor) while on campus.
This includes both possession and use of the property.

e The damaging of or vandalizing of any objects or property that belongs to the University
that is either purposeful or reckless.

Sexual Misconduct

This includes but is not limited to:

e Sexual advances, requests for sexual favors, or other verbal, nonverbal, or physical
conduct of a sexual nature including inappropriate touching, or fondling.

Unauthorized and lllegal Activities

e Smoking is prohibited inside all campus buildings and facilities. This includes the use of
any lighted cigarette, cigar, pipe, midwakh, dokha, electronic cigarette, or any other
smoking device. Smoking is only allowed in designated smoking areas located outside of
the campus buildings. The possession of or use of shisha on campus is prohibited.

e The making, attempting to make, sharing, or distribution of a recording of any form,
including audio or visual, or the photographing of, any person without the prior
knowledge or consent of the person in locations where there is a reasonable expectation
of privacy on campus or during a university sponsored event, and when the action causes
or is likely to cause injury, distress, or damage to reputation or violates applicable law.

e The electronic or physical distribution or sharing of pornographic or inappropriate
material.

e Unauthorized use, distribution, or posting of any printed or electronic material or use of
the university’s name or logo in any communication or print of any student clubs. This
includes the use of university’s logo or name in any off-campus activities, which are not
organized under the name of the University.

Endangering the safety of others

e Behavior that threatens or endangers the safety of others.

e Physically restricting a person’s movement intentionally without his/her consent.

e Activation of fire alarms or discharge of fire extinguishers without justifiable cause,
tampering with power supply or electric equipment that results in a power outage or
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disruption or compromises of university functions or activities or results in potential harm
to other individuals.

e Blackmail of another person

e Encouraging or provoking another individual to perform a humiliating or demeaning act
that causes excessive mental stress.

e Inflicting self-injury or imposing self-harm.

Bullying, Harassment, and Verbal Assault

This includes but is not limited to:

e Anyform of intimidation, harassment, threats, irritation, or disrespect of another member
of the university community that may threaten their mental or physical health, or cause
embarrassment, humiliation, or discomfort. This includes any act of racism, sexism or
discrimination based on race, gender, color, nationality, age, disability, financial abilities,
and religion.

e The use of technology including mobile phones, emails, instant messaging, text
messaging, social media, websites, or other forms of digital content to harass or aid in the
harassment of a member of the university community that may harm or disrespect them.

e Any form of stalking whereby an individual, by any action, method, device or means,
directly or indirectly follows, monitors, tracks, observes, surveils, threatens, harasses, or
communicates to or about an individual.

e The wrongful and intentional publication of a verbal or written statement with the intent
to defame or spread false rumors about a person to cause irritation and embarrassment
to others.

Physical Assault

This includes but is not limited to:

e Physical abuse including assaults or physical injury to a student, staff, faculty member, or
visitor on campus or at official university events off campus. (Undergraduate Student
Handbook, Version Feb. 2023, Code of Student Conduct)

3.1.8 Student Grievance and Appeal

Policy Statement: On occasions, a student may disagree with the academic decision of a
faculty member. The University provides an appeal process for the student to request
reconsideration of an academic decision. Academic Appeal is a petition to change a decision
basis for a student appeal matter. The decision may be either that the academic judgment
was unfair in the view of the student or that the department academic decision is applied
incorrectly in the view of the student.

Detailed Policy Statement: The Dean of Student Affairs forwards the student grievance to the
Chairman of the Student Grievance Committee who will arrange a meeting to hear both
parties and witnesses, as appropriate. The Committee will then deliberate upon its findings
and make a recommendation to the Chancellor who will take the final decision, to be
communicated to both parties.
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Preliminary Steps: To initiate or pursue a grievance, the following steps must be observed no
later than three weeks following the occurrence of the faculty member decision.

Step 1. The student should first discuss the matter with the person or persons directly
involved, to resolve the issue through informal discussion.

Step 2. If there is no resolution in step 1, the student should discuss the matter with the
department dead to whom those directly involved report (or if the department dead is
directly involved, with the college dean. If the college dean is directly involved, with one of
USTF’s two vice chancellors, depending on the nature of the appeal cases, if the vice
chancellors are involved, USTF’s chancellor shall attempt to mediate an informal resolution).

Step 3. If reconciliation has still not been achieved, the student shall submit a written

statement of his grievance to the University Grievance and Appeal Committee through the

Dean of Student Affairs. The statement shall contain:

e a brief narrative of the condition giving rise to the issue; or a designation of the parties
involved;

e astatement of remedy requested.

Formation of the Student Grievance and Appeal Committee: At the beginning of each
academic year the University Chancellor shall appoint five faculty members to form the
Student Grievance Appeal Committee. The Chancellor also appoints a senior faculty member
as the head of the Committee.

Committee Action: Upon receipt of a written statement of an academic grievance request,
the Head of Student Grievance and Appeal Committee (SGAC):

e Determines prior to considering the case whether discussions between the persons
directly involved, department head, and college dean have been attempting to resolve
the issue.

e Notifies the parties named in the statement of receipt of a complaint naming them and
sends a copy of the statement to the named parties and to all committee members.

e Meets within two weeks after receiving the written statement to discuss the statement
and renders a decision as to whether sufficient ground is present to warrant a hearing.

e Notifies the grievant and the named parties of its decision in writing.

e If a hearing will be held, the SGAC notifies in writing all parties involved, including
witnesses, of the date, time, and place of the hearing at least one week prior to the date
set.

e Informs the parties that the providing of proof rests with the grievant.

e Requestsin writing from all parties involved any pertained material deemed necessary for
review by the committee prior to the hearing. These materials, plus any additional
materials either party chooses to submit must be made available to the committee no
later than four days prior to the hearing. Any person named in the grievance may submit
a written statement to the committee outlining issues from their perspective.
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e All communication among the committee, the grievant(s), and person(s) named in the
statement of complaint will be confidential.

Hearing Process: All hearing conducted by the Student Grievance and Appeal Committee shall

be conducted confidentially in the following manner:

e The grievant(s) and respondent must be present during the information gathering portion
of the hearing. Witnesses will be available and called when needed. The committee
reserves the right to allow the presence of a secretary.

e All statements during the information exchange phase of the hearing will be written.

e Any committee member may question any of the participants at the hearing at any time
during the proceedings.

e The grievant will present his/her statements and/or witnesses to the committee.

e Therespondent will have the opportunity to question the grievant(s) and witnesses about
their statements.

e After all information is exchanged, all persons, other than the committee members and
the secretary will leave the committee meeting room. The grievant(s), respondent(s) and
witnesses will continue to be available to the committee should further information be
needed.

Decision: The Chancellor shall approve or reject the committee recommendation(s) within
two weeks after it is received, unless the Chancellor feels that more information is necessary.
In this event, the case will be referred to the committee for further findings prior to decision.
If the decision of the Chancellor is not in accordance with the committee’s
recommendation(s), he shall state the reason for that decision, in writing, to the committee.
The Chancellor shall then take the appropriate action to implement his decision. The
grievant(s) and respondent(s) will be informed in writing of the Chancellor’s decision.

Appeal

e The grievant(s) or respondent(s) may petition a grievance within two weeks of the
Chancellor’s decision.

e The Chancellor or the Student Grievance and Appeal Committee will determine the appeal
viability based upon evidence not available at the original hearing.

e If an appeal is deemed viable, the Chancellor will ask for re-hearing.

e The Chancellor may deny the request of an appeal and affirm his earlier decision.

e Are-hearing will be conducted on the appeal. A decision rendered by the Chancellor will
be final. (Policies and Procedures Manual, Version Feb. 2023, Student Appeal Policy and
Procedures and Student Grievance Policy and Procedures)

3.1.9 Grade Appeal

Grade Appeal
Purpose of the Policy: The student appeal policy guides the student through steps of filing an
appeal for reconsidering or changing an academic grade or decision.
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Procedures

e The student must submit an online request for grade appeal, which is sent to the Office
of Admissions and Registration.

e The Office of Admissions and Registration will screen the request to verify that the
intended course does not have a prohibited status (has not reached 25% absenteeism
from class attendance).

e Upon approval from the Office of Admissions and Registration, the request is sent to the
Office of Finance for charge allocation.

e The application is then sent to the concerned college where deliberations are conducted,
and the decision is taken.

¢ Inthe event the appeal is rejected and included in the system, an automated email is sent
to the student notifying him/her of the decision. The student can also access the online
system to check the grade appeal (complaint) status.

e Inthe event the appeal is approved by the college, the decision will be sent to the Office
of Admissions Registration to reflect the approved grade change on the student's
academic record.

The student will receive an email notification on his university email that the request is
completed, and the change has taken place. The student can verify the completed status of
the request by accessing the online system. (Policies and Procedures Manual, Version Feb
2023, Grade Appeal Policy)

3.1.10 Guidelines for Preparation of Master’s Dissertation

3.1.10.1 Introduction

A dissertation is a necessary requirement in the successful completion of a Master’s

degree. It is a significant original body of work produced by a student and put in written form.
Writing a dissertation is one of the most creative challenges of the graduate program. It offers
students the opportunity to prove that they can implement the knowledge they have
acquired throughout their graduate studies and to carry out in-depth research into a topic of
their choice related to the aims of the program, under the guidance of a supervisor. A master’s
dissertation must show that the student is able to work in a scholarly manner and is
acquainted with the principal works published about the thesis subject. As much as possible,
it should be an original contribution. A good dissertation is thoroughly researched,
demonstrates rigorous critical thinking and analysis; presents a detailed methodology and
accurate results, and includes tenacious verification of knowledge claims. The purpose of a
dissertation must be clear and provide answers to the following:

e Why the chosen topic is important from an academic point of view?

e Why the topic is of interest from a practical point of view?

e What are the corresponding benefits?
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3.1.10.2 Dissertation Learning Outcomes

The dissertation learning outcomes, if applicable, must fulfil the program learning outcomes
(PLOs) and match the QF-Emirates levels eight and nine for graduate programs.

3.1.10.3 Dissertation Proposal

a. Topic Selection

The research for the elaboration of the dissertation must have certain basic characteristics

and must fulfil several prerequisites.
e Adissertation should have scientific originality and/or contributing new knowledge to the
topic examined.
e The dissertation content must create the ability to positively affect future research within
that research area and may enrich the knowledge of the author to enable the attainment
of professional goals.
e The dissertation topic must be accomplishable and precise. Students should select topics
that allow them to make maximum use of their knowledge and analytical skills. The choice
of topic may arise either from ideas inspired from discussions during tutorial meetings or
from their own interests.
e The dissertation is an academic endeavor and therefore it may not be too general or
simply a skills’ exercise. A dissertation that combines academic rigor with practical
application(s) is the ideal case for the academic program.
e Students should be aware that a dissertation topic usually combines four interacting
factors, namely the research area, the sector in which the dissertation is positioned, the
dissertation classification, and the most common methodology/tools employed:
= Research Area: An area of research that interests the student must be selected. The
definition of a research problem guides the entire scientific process and is the
foundation of any research method.

= Business Sector: All dissertations are expected to refer to one or more subsets of the
UAE/ GCC region.

= Dissertation Classification: Dissertations are expected to be classified under the
following broad categories: Case study, data analysis, comparative study; quantitative
application study, literature-based survey, sectoral study, or theoretical framework
development.

= Methodology/Tools: Methods of data collection (primary and secondary data) and
methods of data analysis (quantitative, qualitative, and balanced methods).

b. Preparation of Dissertation Proposal
Students who successfully complete at least two semesters of the program and who are
registered and enrolled in third semester are eligible to submit a dissertation proposal.
The dissertation proposal includes the following:
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o Title of the dissertation. Thesis title can and probably will change but using precise
wording even at this early stage will help to keep the dissertation properly focused.

e Brief description of the topic. This will include a brief description of the topic, the aim,
research objectives, and research questions to be addressed. Moving from research aim
to research objectives, to research questions is quite a difficult task. This, however, will
provide a clear focus to esearch and help the structure both research proposal and the
final dissertation. The aim of the research provides a description of what a student wants
to achieve from carrying out this research. The objectives of the research outline the
issues that need to be addressed to achieve the aim above. Objectives are more specific
than the aim, in that they outline the dimensions of the research topic, which are relevant
to the overall aim of thesis research. The research questions are more specific than your
research objectives and specify the various insights/information that need to be collected
to achieve the objectives. Keep in mind that the research question often starts with a Why,
How, or what?

e Explanation of the importance of the topic and statement of the reason(s) for
undertaking the specific research project. (The rationale behind selecting the research
topic)

e A preliminary literature review, which indicates: 1. that a student has studied the work
of the major authors in the intended research field, 2. that a student familiar with the
major themes relevant to that subject area, and 3. what further investigations are
intended to pursue as part of this dissertation. Student should bear in mind that they are
reviewing the literature to develop sharper, more insightful and focused research
guestions about your topic. Therefore, the literature review should lead to and justify the
research objectives and questions.

e Description of the methodology. The methodology section should discuss what methods
are going to use to address the research objectives of your dissertation. Students need to
justify why the chosen methods were selected as the most appropriate for their research,
amongst the many alternative ones, given its specific objectives, and constraints students
may face in terms of access, time and so on. Reference to general advantages and
disadvantages of various methods and techniques without specifying their relevance to
the thesis topic is unacceptable. Students must remember to relate the methods back to
the needs of their dissertation research.

e Timetable. Detailing how a student anticipate completing the dissertation by the
submission date and, if a company-based project, the means of liaising with the company
to ensure the specific objectives are achieved.

e Bibliography / References.

e Statement of the relevance of the topic with the modules / courses of the graduate
program.
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c. Proposal Submission
The "Master's Dissertation Proposal" must be submitted electronically according to the
guidelines of USTF for approval by the program coordinator. Each student undertaking a
dissertation is supervised by a qualified academic instructor, who is assigned by the
program coordinator. Subsequently, students with the assistance of their supervisors may
improve the dissertation proposal and must submit electronically the "Master's
Dissertation Final Proposal", according to the guidelines of the USTF for approval by the
program coordinator. Please note that this form must bear the approval of the supervisor.

d. Evaluation of Proposal

Students will meet with a committee of no less than two (2) faculty members to discuss
their proposed research and to answer questions about the proposed undertaking. The
dissertation supervisor must be also present. The purpose of the meeting is for students
to obtain feedback and support from their dissertation supervisors on the progress and
direction of their research. Its aim is to consolidate the subject-specific guidance already
received from supervisors and the work already done by students on methodology and
analytical techniques. Pending the outcome of the meeting, students may be asked to
revise and resubmit their research proposal to reflect changes in the scope, substance, or
organization of the research.

3.1.10.4 Dissertation Supervision

a. Supervision

Students will be supported through their dissertations by academic supervisors, who are
assigned to students by the Program Coordinators, depending on their selected research
areas. The academic supervisor will ideally have background expertise in the student’s
area of study. However, this may not always be possible, and students may be allocated
a supervisor with more general subject knowledge. Regardless of the subject background
of the supervisor, the academic supervisor will understand the research process. Where
an academic supervisor is appointed to students, they will still be able to consult with a
subject expert.

b. Role of Academic Advisor

The academic supervisor performs many functions and is there to facilitate and not to

lead, hence the responsibility for the quality and content of a dissertation is entirely that

of the student himself. The supervisor role includes the following:

e Toadvise the student whether the project appears to be feasible and the possible risks
that may be involved, for example problems in trying to access information, potential
poor response rates to surveys concerning sensitive issues.

e To assist the student in tailoring the proposal to the time and other resource
constraints.
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e To assist the student at the outset in finding useful and relevant reading material and
appropriate academic framework within which to place the topic.

e To advise on the choice of suitable methodological approach(es).

e To monitor progress and to advise on what is required to achieve a satisfactory
dissertation.

e Where relevant, to liaise periodically with the field supervisor and resolve any
problems the student may have in obtaining access to information or personnel and
prepare supporting letters.

e To first-mark the dissertation, and to submit a marker’s report;

It should be emphasized that the dissertation is entirely the student’s own work. However,
students may ask their supervisors to read in detail a draft of a portion of their dissertation
normally up to a maximum of two chapters, to give feedback on presentation, content
and style. Academic supervisors may of course pass comment on chapter outlines and
may scan quickly through other chapters at their discretion. The academic supervisor will
not read the finished work prior to submission and will not make any comment at any
stage as to the expected grade or mark.

Responsibilities of the Student

e To maintain regular contact with the academic supervisor. It is the student's
responsibility to inform their supervisor of progress and to lead the development of
the dissertation. Difficulties must be communicated at the time they are encountered.
Retrospective information is not acceptable.

e To write the dissertation in a good standard of clear English using appropriate
academic terms, citation and referencing conventions. It is not the responsibility of
the supervisor to ensure that this condition is met.

e To write the dissertation with guidance from the supervisor. The dissertation and
research work must belong to the student. The dissertation is to reflect the student’s
subject understanding and research abilities.

e Where a master project is undertaken, to attend on a regular basis as required, and to
maintain regular contact with the sponsor and to undertake a final presentation to the
institution’s management team if it deems necessary.

e Toinform the program coordinator and academic supervisor of any absence (sickness,
personal, holidays, work experience) during the time nominated for working on the
dissertation.

e [fduringthe preparation of the dissertation, the focus and direction of the dissertation
changes substantially from that outlined in the "dissertation proposal" then the
student should immediately discuss this with the academic supervisor.
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3.1.10.5 Writing and Completing of Thesis

a. General Requirement

Dissertations are expected to be of high scholarly competence and of high academic
standards. Hence, a completed dissertation must convey the message of the research
briefly and clearly. Attention must be paid to the structure, syntax, and grammar of the
dissertation. Poor syntax, poor grammar, spelling and syntax errors, lack of structure, or
inaccuracies in the tools, data or references are important dissertation flaws and may lead
to major revisions or even rejection of the dissertation. The content and arguments must
flow logically and consistently throughout the dissertation and must be relevant to the
topic. The use of tabulations and illustrations, such as figures and tables, is encouraged,
as visual means that support and reinforce the linguistic arguments. A dissertation should
be solely the outcome of work carried out by the student. Student collaboration in the
context of preparing a dissertation is not allowed.

b. Documentation and Formatting

e The following guidelines should be considered regarding the dissertation formatting:

= The length of a dissertation should be between 25,000 and 30,000 words. These word
limits do not include appendices, the glossary which gives explanations of the
abbreviations used, symbols and technical terms, and the references.

= The dissertation must be printed on one side of the paper with a laser or laser-quality
printer. Formatted in Word, font Times New Roman 12, double spaced; a left-hand
margin of 1.5 inches, a right-hand margin of 1.0 inch, and top and bottom margins of
1.25 inches each are required.

= Tables and figures must be titled and explicitly commented and referred to in the text.
They should be numbered consecutively within each chapter (chapter number first;
e.g., Table 2.1 and Figure 2.1 are the first table and the first figure in Chapter 2,
respectively).

= Sources to original or derived tables and figures from other authors must always be
cited, e.g., Source: Boddy, 2008, p.227, Table 7.2.

= Mathematical equations must be written clearly and numbered in parentheses. They
should be numbered consecutively within each chapter, chapter number first; e.g.,
(3.1) is the first equation presented in Chapter 3.

= Appendices should be explicitly cited in the text, e.g., ".., which is presented
analytically on Appendix B.".

c. Structure of the Thesis

e The main part of the dissertation should be divided into chapters. Typically, the first
chapter will be the introduction, followed by different chapters and ending with the final
chapter, which is the conclusions.
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e The introductory chapter. This chapter contains a description of the topic being
investigated and a brief outline of the remainder of the dissertation. An illustrative
structure for the introductory chapter is as follows:

= Define the "problem" the dissertation deals with or the topic of interest.

= Describe the purpose of the dissertation in relation to the "problem".

= Describe the general methodology and the approach to the dissertation.

= Discuss the status of this work, i.e., the most fundamental, the most important, and
the most interesting conclusion of this work.

= Qutline the main limitations of the dissertation in methodology, data, and theory.

= Present an outline of the remainder of the dissertation chapters.
The remaining chapters should cover the following aspects of the dissertation:

e Literature Review and International Experience. This part contains the literature review,
or the equivalent overview of previous work relevant to the topic of the dissertation. For
example, the relevant theory, international literature, results of previous research,
comparisons, criticism, and alternative approaches by other researchers. The review of
the relevant work should be structured so that the reader is able to comprehend the scope
of the topic under consideration, and its importance to the scientific or other
communities. In summarizing their literature review and presenting their topic, students
are encouraged to use tabulations or descriptive statistics to present the topic and any
previous relevant work. In preparing this part, students must consider the following:
= Consider the essence of the problem that the dissertation deals with.
= Use only the relevant references, theory, sources and methodology. Use only
established, verifiable and well documented theories, practical aspects, models, etc.
from other parties.

= Avoid presenting trivial information related to the topic. i.e. information that can be
easily found, or is easily implied, or is well known.

= Use theoretical or practical examples as a means to illustrate different concepts or to
strengthen arguments.

= Avoid repetition.

= Develop ideas coherently and consistently. For instance, make forward references to
the chapters and subchapters following this chapter.
e Methodology. This part includes the method(s), patterns, and tools, through which the
dissertation has been carried out and completed. In this part several issues must be
considered:
= A brief reference: to the method used along with the type of data collected, and the
way in which data was collected and manipulated.

= The set of data: where and how it was found, source of acquired data, type of data,
covered time interval, weakness of data, as well as if this data was used in previous
research projects, possibly in other countries, cases, and time periods.

= The software: that was used.
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= The results: of this implementation, charts or any other form of presentation
considered necessary. The results may be commented on at different levels: a. using
statistics, b. analysis, and c. comparisons of other researchers’ results.

= The presentation: and commentary must be directly associated to the problem in
question, as well as the discussion and comparison with other studies. The empirical
analysis, presentation and discussion of results must also correspond to the
conclusions.

e Conclusions. The last chapter includes the conclusions where the whole work is
summarized putting emphasis on the results that the student has reached and the
proposals the student makes for further research. This section includes the most
important results and conclusions regarding this piece of research. In the last paragraph(s)
students are expected to refer to possible continuation of their work "future research":
what else could be done as far as methodology and theory are concerned? and what
would be a future extension of the research work, data collection and elaboration, and
practical implications?

d. References and Citations

e References are recorded in English and should follow the Harvard Referencing System.
Sources written in languages other than English should be translated into English, and
students should indicate the language in which this reference is originally written in
parentheses. References should be listed in alphabetical order starting with the surname
of the (first) author or the (first) editor, or with the name of the corporate author (e.g.,
European Commission) or periodical if there is no individual author or editor. Several
publications by an identical author, or group of authors, should be ordered by ascending
year of publication. If the years of publication are also the same, differentiate entries by
adding small letters ("a", "b", ...) after the years (e.g., 2011a). The phrase "et al." is used
when citing a reference of three or more authors.

e The way the references should be written is presented below:
e For articles published in academic journals/periodicals:
= Liu, D., Mitchell, T., Lee, T., Holtom, B. and Hinkin, T. (2019). When Employees Are Out
of Step with Coworkers: How Job Satisfaction Trajectory and Dispersion Influence
Individual- and Unit-Level Voluntary Turnover. Academy of Management Journal,
55(6), pp.1360-1380.
Citation: ... (Liu et al., 2019) or according to Liu et al. (2019) ...
= Tsortanidis, C., 2011. Production management during periods of economic crisis. Plant
Management, 213, pp. 34-37.
Citation: ... (Tsortanidis, 2011) or According to Tsortanidis (2011) ...
= Vachon, S. and Klassen, R.D. (2006a). Extending green practices across the supply
chain: The impact of upstream and downstream integration. International Journal of
Operations & Production Management, 26(7), pp. 795-821.
Citation:..(Vachon and Klassen, 2006a) or According to Vachon and Klassen (2006a) ..
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= Vachon, S. and Klassen, R.D. (2006b). Green project partnership in the supply chain:
the case of the package printing industry. Journal of Cleaner Production, 14(6-7), pp.
661- 671.
Citation:..(Vachon and Klassen, 2006b) or According to Vachon and Klassen (2006b) ...

e For books:
= Brealey, R., Myers, S. and Allen, F. (2018). Principles of corporate finance. 9th edition.
New York, NY: McGraw-Hill/Irwin.
Citation: ... (Brealey and Myers, 2018) or According to Brealey and Myers (2018) ...
= Schlicht, J. (2019). Kosten-Nutzen-Analyse von beruflicher Weiterbildung [Cost-
Benefit Analysis of Vocational Training]. Berlin: Springer.
Citation: ... (Schlicht, 2019) or According to Schlicht (2019) ...

e For book chapters (in edited volumes):
= Decker, S. and Sale, C. (2010). An Analysis of Corporate Social Responsibility, Trust,
and Reputation in the Banking Profession. In: Idowu, S.0 and Leal Filho, W. (eds.),
Professionals’ Perspectives of Corporate Social Responsibility. Berlin: Springer, pp.
135- 156.
Citation: ... (Decker and Sale, 2010) or According to Decker and Sale (2010) ...

e For papers in conference proceedings:
= Moussiopoulos, N., Koroneos, C., Achillas, H., Bouzakis, K.-D., Michailidis, N., lakovou,
E., Xanthopoulos, A. and Chatzipanagioti, M. (2006). Decision-Making on the
Alternatives for the End-of-Life Management of Electrical and Electronic Equipment.
In: Proceedings of the 6th International Symposium Going Green CARE INNOVATION
2006. November 13-16, 2006, Vienna, Austria.
Citation: ..(Moussiopoulos et al., 2006) or According to Moussiopoulos et al. (2006) ...

e For Master/PhD Theses:

= Torabkhani, A. (2008). A Monte Carlo Factorial Design Approach for Assessing
Environmentally Responsible Manufacturing Cost-Benefit Tradeoffs. Master Thesis,
Northeastern University, Department of Mechanical and Industrial Engineering,
Boston, MA, USA.
Citation: ... (Torabkhani, 2008) or According to Torabkhani (2008) ...

= Dong, Q. (2011). Research on MNCs' Supply Chain Implementation in China. Contents,
problems, and Recommendations. PhD Thesis, Université de Grenoble, Grenoble,
France.
Citation: ... (Dong, 2011) or According to Dong (2011) ...

e When the information is publicly available on the web:
=  Philips, M. (2015). The Economy Gets a Boost from Government. Available at:
http://www.bloomberg.com/news/articles/2015-10-08/u-s-economy-gets-a-boost-

from-government
Citation: ... (Philips, 2015) or according to Philips (2015) ...
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= European Commission (2012). Year at a glance - PROGRESS in 2011. Available at:
http://ec.europa.eu/social/BlobServlet?docld=7854&langld=en
Citation: ... (European Commission, 2012) or According to the European Commission
(2012) ...

=  Wikipedia (2012). Leadership. Available at: http://en.wikipedia.org/wiki/Leadership
Citation: ... (Wikipedia, 2012) or according to Wikipedia (2012) ...

e. Attribution and Plagiarism

USTF is committed to enforcing a strict code of academic integrity in its academic pursuits.
The academic integrity code of the university prohibits all forms of academic dishonesty.
This includes cheating and plagiarism and applies to all courses, assignments, projects
reports/dissertations or exams completed by students. Plagiarism occurs when students
attempt to pass off someone else’s work as their own. Typically, sections of text are taken
verbatim from another person’s work without proper attribution being given. This is a
form of cheating, and the University takes a very serious view regarding any student
involved in cheating. Severe penalties will be applied. The University will use reference
checking software Turnitin to ensure that dissertations are correctly and fully referenced.
When the work of others is used, a direct quotation, a figure, or a general idea, it must be
acknowledged in the text and list of references. Quotation marks should always be used
to indicate direct quotations. If students are in any doubt as to what constitutes
plagiarism, they are advised to consult their dissertation advisor or Program Coordinator.
You must submit your completed dissertation to TURNITIN before submission and append
the report in loose-leaf format to a copy of your dissertation on submission.

f. Confidentiality

If the material in a dissertation is regarded as confidential, the student should mark the
text "confidential" on the front cover when it is submitted. In this event the dissertation
will be seen only by members of the "Board of Examiners" and it will be kept secure, away
from those available for consultation. No one outside the Board of Examiners will be
allowed to see the dissertation unless they are given written permission by the student
and program coordinator. Requests to see such dissertations are almost universally
refused. Such dissertations will be kept secure for a period of 2 years only, unless the
student specifically requests a security classification to be applied for a longer period.

g. Research Ethics
Every student proceeding with a dissertation is required to fill in an ethics form in
partnership with the nominated supervisor. The "ethics form" can be obtained from
"deanship of graduate studies and research (DGSR)".

h. Submission Arrangement
Two hard copies of the dissertation, written and bound in the approved manner,
electronic copy by email, a copy on a CD-Rom (using MS Word format), together with the
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"Turnitin Report" should be submitted to the office of college dean by the deadline
determined by the program coordinator according to the USTF academic calendar. In the
case of a private sector-based dissertation, a third copy will need to be provided to the
organization studied. A correctly completed "dissertation submission form", available
from the Office of Admissions and Registration, must be attached to the student’s
submission. Any dissertation submitted after the deadline will not be marked unless the
student can satisfy the "Board of Examiners" that there are adequate reasons for the late
submission. The dissertation deadline will be strictly observed. Dissertations can be
submitted earlier. It is vitally important that students report any problems that have
affected or will affect their performance on the dissertation as soon as possible to both
the academic supervisor and the program coordinator. The examiners can and will take
extenuating circumstances into account, but only if they know about them prior to the
examination board meeting. All issues relating to a substantive medical condition causing
prolonged incapacity should be supported by a valid medical certificate.

3.1.10.6 Assessment

All dissertations will be read by two internal examiners including the academic supervisor. For
company-based dissertations the company will not be involved in the assessment process. In
addition, some dissertations may be read by an External Examiner to ensure a uniform
standard is maintained. An agreed mark will be awarded for the dissertation. The following
common standards apply.

e The dissertation must be presented using a coherent and thoughtful level of English.

e An informed description of events or data is not enough. There must exist an analysis of
the information collected, and this must be directed towards answering the research
guestions raised by the dissertation.

e The dissertation must show an awareness of the relevant literature.

e The document should be capable of showing that the author has learnt something new,
either from reviewing the literature or from undertaking an empirical investigation, or
both.

In addition, the assessment criteria used in the assessment will reflect the following.

e A depth of knowledge and critical understanding of an interdisciplinary or specialist area
that goes beyond final year undergraduate level and builds upon the student’s
postgraduate studies.

e An ability to bring together in a coherent fashion the perspectives of two or more
theoretical standpoints and apply the results in a practical setting.

e An ability to appreciate critically, to a higher level than that of a final year undergraduate
student, major issues and problems internal to the discipline and/or with regard to the
discipline’s impact on the external world.

The examination is divided into two parts. In the first part, the student presents their work to

the committee (usually supported by audiovisual material). In the second part of the
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procedure the members of the committee pose questions to the students. The final

assessment of the dissertation is guided by the following establishments:

e Two criteria regarding the final evaluation of the dissertations: the final submitted text of

the dissertation to have a 80% weight of the final mark of the dissertation and the oral

presentation of the dissertation to have a 20% weight.

e An indicative set of expectations/criteria per assessment type and grade level (Grading

scale description). The following assessment criteria regarding the written as well as the

oral component of the Dissertation evaluation were introduced.

Written Dissertation

<60

60-65-69

70-75-79

80-85-89

90-100

e The

inadequate

dissertation;
it doesn’t

the
appropriate

e |t requires
significant

to be
accepted.

e The written
language is

many
mistakes.

dissertation is

for a Master’s

demonstrate

structure and
methodology.

improvement

poor and with

e The dissertation is
adequate for a
Master’s
dissertation; it
demonstrates
appropriate
structure and
methodology.

e The dissertation is
comprehensive
without an original
contribution to the
field.

e The methodology
implemented is
basic for the level
of study.

e The document
adheres only
partially to
academic
conventions and
formatting
standards.

e The written
language shows
signs of
carelessness and
could be
significantly
improved

e The dissertation

meets the
requirements for a
Master’s
dissertation; it
demonstrates good
structure and
methodology.

e The dissertation is

comprehensive and

shows some signs of
original contribution
to the field.

e The qualitative or

quantitative
methodology
implemented is
adequate for the
level of study (e.g.
literature review,
descriptive stats).

e The document

adheres to all
academic
conventions and
formatting
standards.

e The written

language is free of
errata

e The
dissertation is
scientifically
comprehensiv
e and exhibits
original
contributions
to the field.

e The
qualitative or
guantitative
methodology
implemented
is adequate
for the level
of study.

e The
document
adheres to all
academic
conventions
and
formatting
standards.

e The written
language is
free of errata.

e The dissertation
demonstrates
excellence and
makes significant
contributions to
the field.

e The qualitative or
quantitative
methodology
implemented,
exceeds
expectations for
the level of study.

e The document
adheres to all
academic
conventions and
formatting
standards.

e The written
language is
excellent.
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Oral Presentation

Graduate Catalog

0-10-20

30-40-50

60-70-80

90-100

e Overall, the oral
presentation was
inadequate and difficult
to comprehend.

e The presenter was
insufficiently prepared.

e The presenter did not
respect the
presentation time
given.

e The visual material was
difficult to read and had
plenty of errata.

e The presenter failed to
respond successfully to
the discussion with the
examiners.

e QOverall, the oral
presentation was
adequate.

e The presenter was
insufficiently
prepared.

e The presenter
respected the
presentation time
given.

e The visual material
barely supported the
dissertation content.

e The presenter
responded adequately
to the discussion with
the examiners.

e Overall, the presentation
was adequate.

e The presenter was
adequately prepared.

e The visual material
adequately supported
the dissertation content.

e The presenter respected
the presentation time
given.

e The presenter
participated fully in the
discussion with the
examiners.

e Overall, the
presentation was
excellent.

e The presenter was
fully prepared.

e The visual material
fully supported the
dissertation
content.

e The presenter kept
the presentation
time to the minute.

e The presenter
engaged fully in
conversation with
the examiners.

The final grade of the dissertation is the average grade of the marks from all the examiners.
The final grade then approved by the program coordinator and approved by the College dean
and then transferred to the registration office of the University.

3.2 Research

Developing, maintaining, and sustaining undergraduate research initiatives can benefit USTF,
faculty members, teaching assistants, and students. As the humanity develops, more research
is required to advance knowledge and innovation in all fields of science, technology, and
humanities. This implies that students must be prepared for today's science and technology-
driven societies. The University must encourage graduate and undergraduate students to get
involved in all areas of research. The potential of graduate and undergraduate research has
not yet been fully realized. The research's main objectives are to teach students how to do
research and to help them acquire skills that they can use beyond the academic environment.
Research must complement rather than conflict with university education and should go
beyond the mandatory terminal year or graduation projects of theses research to cover the
entire course of students’ studies. The key to successful research participation is for students
to see and understand the importance of rigor, academic integrity, and responsible research
conduct. This means academic USTF should carefully plan research programs, activities, and
courses for students. Building capacity in research has a long-term impact on valuable
learning outcomes as graduate and undergraduate students prepare for professional service.
Stakeholders, universities, and research institutes, governments, and private sector must
invest in strengthening students’ involvement in research. (Policies and Procedures Manual,
Version Feb. 2023, Research and Scholarly Activities Policies).
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3.2.1 Research Strategy

University of Science and Technology of Fujairah (USTF) places strong emphasis on
research and scholarly activities of faculty members, teaching assistants, and students. In fact,
research is one of the main criteria for recruitment, evaluation, and promotion of faculty
members. An USTF faculty member is expected to publish two peer reviewed research papers
in reputable journal each academic year. Goal 2 of USTF’s Strategic Plan 2018-2023 reflects
the importance of research to USTF community. As a new proactive University, USTF aligns its
research efforts with the UAE Vision 2071 in addressing global problems of national impacts.
USTF has established the Office of Development and Sustainability as a component of its
organization structure to focus on facing global challenges such as increasing population and
depletion of natural resources.

Commitment to USTF Research Goal

The following are some of the actions taken by the University towards realizing research goals
and objectives of USTF Strategic Plan 2018-2023:

e Participating in National Research Activities

e Providing Internal Research Funds

e Encouraging Faculty Publications

e Establishing USTF Council for Graduate Studies and Research.

e Encouraging Collaborative Research.

Research Initiatives

The university research initiatives for the academic year 2018-2023 are in line with the UAE
Vision 2021 and focuses on sustainability, artificial intelligence, smart cities, automation,
COVID-19 pandemic, and distance learning. USTF encourages faculty and students to
concentrate on these themes in their research efforts and graduation projects:

Sustainability

Artificial Intelligence, Smart Cities and Automation
COVID-19 Pandemic
e Distance Learning

The USTF implementation of the university strategic plan document has clearly defined the
research targets, timelines, and key performance indicators for the coming five years (2018-
2023). One of the goals of Deanship of Graduate Studies and Research (DGSR) is annual
assessment of the effectiveness of its initiatives and support to achieve the objectives of the
research strategy. The Office of Institutional Planning and Effectiveness (OIPE) shall also carry
out its annual assessment of the effectiveness of university research strategy. (Policies and
Procedures Manual, Version Feb. 2023, Research Strategy)
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3.2.2 Research Support

USTF seeks to enhance the research and scholarly activities in the domains that are consistent
with the university’s research priorities by involving faculty members, teaching assistants, and
students in various internal and external research initiatives. The University allocates and
budgets a sufficient percentage of its total operational expenditure annually to support
faculty research, innovation, creativity, and scholarly activities. The research support budget
at USTF is greater the 5% of the total university expenditure as required by the Commission
for Academic Accreditation (CAA) Standards.

The followings are some actions taken by USTF to reflect its commitment to achieve the
objectives of the research strategy:
e Supporting Publication and Reputable Journals
e Submitting Internal Research Grants
e Planning Course Release
e Encouraging External Research Collaboration
e Conducting Professional Development Plans, addressing:
= Scientific writing for publication in high-ranking international journals
= Reasons for rejection of scientific papers submitted for publication in international
journals.
= How a faculty member writes a proposal for obtaining an external research grant?
e Participating in Academic and Research Events
e Enriching Research Facilities and Tools:
= Laboratories and Equipment
= Computer Software and Hardware
=  eBooks, eJournals, and Databases
e Organizing the Annual Student Scientific Conference. (Policies and Procedures Manual,
Version Feb. 2023, Research Support Policy, Student Involvement in Research Policy, and
Research Publication Compensation Policy)

3.2.3 Student Involvement in Research

USTF provides the opportunity for both undergraduate and graduate students to undertake
a research experience with their faculty members via publishing joint papers in referred
journals and reputable international conferences. The purpose of this policy is to support
students’ involvement in research and spread the awareness of research culture among the
university community. Both graduate and undergraduate students are encouraged to
participate in the "Annual Student Scientific Conference" organized by the Deanship for
Graduate Studies and research (DGSR) during late April - early May of every year, in addition
to students’ participation in national and international research activities. Such activities are
in line with the learning outcomes of graduate and undergraduate courses, and the goals of
the university research strategy. Students are also encouraged to participate in the scientific
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seminars and workshops to enhance their research capabilities. The followings are the

student research guidelines:

e Students who are interested in working on a research project should have approval from
their concerned department or faculty member.

e All students involved in the research project must have a faculty supervisor for the project.

e Students’ applications to the CGSR for research projects must be pre-approved by the
faculty supervisor before submitting to the Council.

e Graduate students must follow the guidelines for the responsible conduct of research in
preparing the research proposal and writing up the dissertation.

e Each graduate student is required to register for an open researcher and contributor ID
(ORICID) with USTF affiliation during the study period the University and update their
research work to the profile to increase the research productivity of USTF.

Faculty supervisors shall encourage student’s involvement in research via publishing joint

paper(s) in refereed journals and reputable international conferences. Additionally, the

faculty supervisor is responsible for the following:

e Ensure that the student’s research practices comply with the ethical standards of the
related discipline as well as the Institution’s policy on Research Ethics.

e Guide students throughout the process of development, submission, review, in addition
to the implementation of the research project.

e Ensure that students are aware of their responsibilities when they are involved in any
research activities.

e Ensure that the content, quality, and timing of submitted research abided by the
requirements of CGSR at USTF.

e Inform the CGSR in case of research-related, unanticipated incidents or findings during
the research study that may affect the benefits of participation to decide on the
continuation of the related research activity. (Policies and Procedures Manual, Version
Feb. 2023, Student Involvement in Research Policy)

3.2.4 Intellectual Property

3.2.4.1 Interpretation

Matters considered include the nature of intellectual property, its ownership,
exploitation, and the specific procedures adopted within USTF. USTF is committed to
providing an environment where scholarship and innovation can flourish and those
participating can be justly rewarded for their efforts. At the same time, USTF recognizes that
certain intellectual property is developed based on the environment provided by USTF and
that special relationships exist between the USTF and its faculty and students, the University
wishes, where appropriate, to gain benefit from the activity, with the benefits flowing on to
future generations of faculty and students. USTF reserves the right to modify or add to this
policy at any time, provided that such change will only apply to works, inventions, and other
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subject matter in which intellectual property rights subsist that come into being after the
effective date of the change.

3.2.4.2 Definitions

e Course Materials: All materials produced during or for use in teaching in any form
(including digital, print, video, and visual material) and all intellectual property in such
materials and will include lectures, lecture notes and material, syllabi, study guides,
assessment materials, images, multi-media presentations, web content and course
software.

e Exceptional USTF Resources: Resources of the USTF which, for the avoidance of doubt,
includes facilities, funds, services, equipment, paid leave, faculty time and support faculty
more than those normally used or available to faculty for producing course materials.

e Intellectual Property: All statutory and other proprietary rights (including rights to require
information be kept confidential) in respect of inventions, copyright, trademarks, designs,
patents, plant breeder's rights, circuit layouts, procedures, trade secrets and all other
rights as defined by the UAE laws.

e Specifically Commissioned: Where consideration (which includes, but is not limited to,
financial consideration or relief from teaching or other duties) is provided or offered by
USTF by agreement.

3.2.4.3 Intellectual Property Ownership

e Except as otherwise agreed in writing (by an authorized USTF officer or stated in this
Handbook and USTF Policies and Procedures Manual. Intellectual Property Policy, USTF
asserts legal and beneficial ownership of intellectual property:

= Created by academic or general faculty in the course of their employment by the
University.

= Created by the university students.

= Created by visitors or adjunct appointees.

e Inthe absence of any written agreement to the contrary, visitors and adjunct appointees
who create intellectual property falling under this clause will be treated as academic
faculty (for the purposes of this Handbook and USTF Policies and Procedures Manual.
Intellectual Property Policy).

e USTF does not assert its right to ownership of any Intellectual Property in scholarly books,
articles, course materials, or other scholarly works or subject matter generated (whether
in written or any other form) by faculty or students, other than; where specifically
commissioned by USTF and were produced with the assistance of exceptional USTF
resources.

e USTF asserts legal and beneficial ownership of all course materials, which are specifically
commissioned. The University may, at its discretion, give the creator(s) of specifically
commissioned course materials a non-exclusive license to use the course materials for
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teaching purposes only if such a license will not extend to use of the course materials for
a course in direct competition with a course of the University.

e In the absence of a written agreement, the University will own the course materials, but
the faculty member(s) who provided content for the course materials will be entitled to
compensation in case of commercialization.

e USTF reserves its right to transfer the ownership of its intellectual property to third
parties, where practicable, following consultations with the creator(s) of the intellectual
property. Except where expressly permitted, no faculty member or student may apply for
his/her own name, assign, license or otherwise deal with intellectual property, without
USTF written consent.

3.2.4.4 Students
Where USTF students may be involved in research at institutions, which are affiliated, with
the USTF or at institutions other than USTF, agreement should be reached with that institution
regarding the rights of the student to intellectual property with a view to ensuring that the
student’s rights are maintained as far as practicable. Where reasonably practicable,
supervisors electing to supervise a student in an area likely to lead to claimable intellectual
property should ensure a confidentiality and intellectual property assignment agreement is
completed with the student before the work is commenced.

3.2.4.5 Exploitation of Intellectual Property Owned by the University

For USTF to comply with laws of intellectual property, faculty members and students should
be conscious of the need to avoid premature disclosure of research results to third parties.
Prior to doing so, intellectual property protection should be acquired specifying the rights that
will accrue to the faculty member or student and to USTF. The faculty member or student,
whose creative work is commercialized will be compensated on a pre-agreed amount and will
waive his rights to the creative work to USTF. Student creators of intellectual property will be
treated equivalently to faculty members in determining their share of benefits flowing from
the commercialization of intellectual property. The University will consult with the creator of
the intellectual property before determining the appropriate commercialization pathway to
be taken. This may include the filing of patent applications, the identification of possible
licensees or the formation of a limited liability company to exploit the intellectual property.
3.2.4.6 Rights and Disputes

USTF recognizes the rights of the originators of intellectual property in accordance with the
UAE copyright laws in force. These include the right of fair attribution of authorship or
invention, the need for work not to be altered or used in such a way that it harms the
reputation of the originator, and an opportunity for the originator to be involved in
determining the outcome of his/her labors. USTF will use its best endeavors to assist authors
in asserting their moral rights in cases where clear breaches of accepted academic
conventions occur where a faculty member or a student is unable to reach agreement with a
third party with respect to the exploitation of intellectual property, they may refer their
grievance to USTF Legal Advisor to attempt to resolve the dispute by mediation. In the event
of a continuing grievance, the matter will be determined by an independent expert. All
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matters associated with the resolution of intellectual property disputes will be held
confidential.

3.2.4.7 Copyright Material

USTF faculty members and students are required to follow the law protecting copyright in the
UAE set under the Copyright and Authorship Protection Law No. 7 for the year 2002.
Protection is granted to authors of literary, artistic, and scientific; whose means of expression
is writing, sound, drawing, image, motion pictures, creative titles, or computer software.
Translation of original works is also protected, and the duration of the protection is for the
lifetime. The law reserves the right to allow reproducing protectable works by means of
photocopy without obtaining the author’s permission by public libraries, non-commercial
documentation centers and education, cultural and scientific institutions, provided that the
number of 50 copies reproduced is limited to their needs and not detrimental to the interests
of the author. (Policies and Procedures Manual, Version Feb. 2023, Intellectual Property
Policy)

3.2.5 Research Ethics Policy

This policy aims to ensure that all research activities administered at the University of Science
and Technology of Fujairah (USTF) are designed and conducted with integrity according to the
recognized ethical standards that value the dignity, welfare, and privacy of human subjects,
and protects their rights, privileges, and freedom. The policy requires that all research
activities involving human or animal subjects must be conducted in accordance with accepted
ethical and professional standards. All research conducted by members of the university
community and cooperate external entities must be reviewed, unless it is specifically exempt
from revision as provided in this policy and evaluated by the Research Ethics Committee
(REC). In all cases, final review and approval is provided under the direction of the Dean of
Graduate Studies and Research (DGSR). The Research Ethics Committee (REC) at USTF is
reformed by the Dean of Graduate Studies and Research (DGSR) to ensure that research work
involving human, or animal follows specified guidelines determined by the University. As
ethical conduct is important in performing research involving human and animals, ethics are
equally important in research activities in areas of law, business, sciences, humanities, and
engineering. The guidelines and procedures developed by the university’s REC are in
accordance with all applicable national and international ethical standards. Research
activities conducted at USTF that requires ethical approval must obtain an approval letter
from the REC before initiating the research. This requirement is applicable to faculty
members, teaching assistants, and students involved in funded and non-funded research
projects at the University. (Policies and Procedures Manual, Version Feb. 2023, Research
Ethics Policy)
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4 | Deanship of Student Affairs

The Deanship of Student Affairs (DSA) is responsible for those aspects of student life which
extend beyond the classroom. The DSA is committed to encouraging the personal
development and growth of students through the organization of a variety of co- and extra-
curricular activities, which include cultural, social, sport and entertainment programs. In
addition, the DSA is responsible for the provision of a variety of services. (Student Handbook,
Version Feb. 2023, Deanship of Student Affairs)

4.1 Divisions of the Deanship of Student Affairs

4.1.1 Student Counseling and Services

Student Counseling and Services Supervisor is dedicated to helping students address personal
or emotional problems that hinder them in achieving a fully beneficial experience at USTF and
realizing their full academic and personal potential. Student Counselor utilizes a service
system that emphasizes trust, respect, confidentiality; and compassion. Its overall goal is to
maximize student success by attending to any emotional or personal needs which may
impede learning. Through personal counseling, students learn to take charge of their lives,
acquire skills necessary for adjusting to the demands of university life; and overcome
difficulties that may prevent them from meeting their academic and career goals.

4.1.2 Student Activities Supervisor

Under the sponsorship of the DSA, Student Activities Supervisor (SAS) organizes many
activities that span a wide range of interests, covering social issues, culture, art and sport. The
SAS also acts as the central support for the student societies and organizes various student
activities.

4.2 Student Role in Institutional Decision Making

USTF considers its students to be an important element of its operations and events and
values their opinions and suggestions. At college levels, student representatives attend
department and college council meetings. At institutional level, the strategic planning and
community engagement committees have students as members. The students council chairs,
and also any student, can submit their written concerns/suggestions to the Dean of Student
Affairs, the Vice Chancellors or to the Chancellor via the appropriate channels. (Student
Handbook, Version Feb. 2023, Student Role in Institutional Decision Making)

4.3 Student Clubs and Societies

Student Clubs and societies are dedicated to promoting programs, events, and activities that
allow students to exercise and develop their skills through practical learning experiences
outside the classroom. USTF’s student clubs and societies assist students in matters ranging
from establishing and joining student clubs/societies to organizing events and activities.
Within the Deanship of Student Affairs (DSA), student clubs and societies organize many of
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the university’s most popular events such as the Global Day, UAE National Day, and many

others. These clubs and societies recognize student contributions to extracurricular activities

through its various awards, and appreciation functions. Students benefit from multifaceted

extracurricular opportunities that complement formal learning and promote their personal,

intellectual and talent growth. The goals of these clubs and societies are to:

e Encourage student participation in a variety of activities.

e Promote the spirit of cooperation among students and encourage them to take on
responsibility.

e Provide support to new students by advising them and helping them in their new
academic life.

e Obtain student input regarding needs and wishes, and pass the information obtained to
the DSA.

e Act as a liaison between students and DSA.

e Meet with DSA members on a regular basis.

e Arrange for “acquaintance” meetings among students to break down the barrier between
new students and the new academic society.

e Promote study ethics among students and encourage them to abide by the rules and
regulations of the University.

e Urge students to abide by the morals, principles and doctrines required by UAE Society.

In line with the vision and philosophy of the USTF, the DSA arranges a series of developmental,

educational, and cultural courses for student leaders, with the aim of improving their

performance and developing their leadership skills.

Policies Governing Financial Control in Student Run Clubs and Societies

USTF is the only sources of funding the activities of student clubs and societies through the

DSA. Funds are released to student clubs/societies once their event is approved by the DSA

and the Office of Finance. The following are guidelines for usage of funds:

e Funds can be used for purchase requests for event-related items. Expenses should be
incurred in line with the approved event budget.

e All approved and allocated funds for student clubs/societies are to be spent for the
respective club’s/society’s events and development for the current academic year.

e Expenses incurred by student clubs/societies should be consistent with the nature and
purpose of the event.

e Student clubs/societies should provide a clear and complete explanation for expenses
incurred after the event or if expenses are inconsistent with the nature of the event.

e Each event of clubs/societies will be subject to the audit by USTF internal auditor.

Procedures Governing Financial Control in Student Run Clubs and Societies

e The Deanship of Student Affairs submit annual operational plan along with detailed budget of all
expenditures covering activities of USTF student clubs and societies and their required financial
expenses.
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e The Vice Chancellor for Academic Affairs review and approve the annual operational plan of
Deanship of Student Affairs, while the budget of the deanship budget is submitted to the Office
of Budget and Planning.

e The student clubs and societies spent from the approved Deanship of Student Affairs’ budget,
and per USTF financial and administrative policies followed and through USTF Microsoft
Dynamics.

e The Deanship of Student Affairs reviews, modifies, and approve the budget for the event, and
return written approval or disapproval to the student clubs/societies.

e The Deanship of Student Affairs inform the student clubs/societies about the budgetary approval
and discuss the implementation phase.

e After the implementation of event, student clubs/societies are required to submit a completed
post-event report along with receipts of all expenditures and excess cash, if any. Deanship of
Student Affairs will deposit the excess cash to the Office of Finance. Student clubs/societies
should always provide original, printed, receipts. Student clubs/societies must submit the post-
event report within two working days after the event. Subsequent fund requests will not be
processed unless the required post-event report is submitted to office of finance through the
Deanship of Student Affairs. (Student Handbook, Version Feb. 2023, Student Clubs and
Societies)

4.4 Student Services

The DSA is responsible for monitoring the student services offered by USTF and service
providers working within it, such as accommodation, transportation and health care services.
The Deanship seeks feedback from students regarding the effectiveness of these services,
collected by the Office of Institutional Planning and Effectiveness (OIPE), and uses it to
cooperate with the university higher administration and relevant service units for the
improvement of these services. (Student Handbook, Version Feb. 2023, Student Services)

4.4.1 Accommodation

USTF is eager to ensure the success of the education it provides. Female students’
accommodation is therefore given high priority, as it plays a key role in student wellbeing and
can have a positive impact on academic performance. For this reason, an independent
department has been founded which is concerned with every aspect of life in the student
accommodation, for example matters of comfort, the mini- market, health club, and the
internet. These services are offered at very reasonable prices. The male and female cafeterias
are run inside the campus by a third-party company which is a well-known in the catering
field.

4.4.2 Health Clinic

The university Health Clinic seeks to complement the academic mission of USTF and provides
educational, supportive; and consultative healthcare services to students, staff; and faculty.
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In doing so, the Health Clinic strives to make the campus a healthy and safe place to study,

work and live. The objectives of USTF’s Health Clinics are to:

e Provide primary healthcare to students, faculty; and staff.

e Provide emergency healthcare to female students’ accommodation and campus residents
during working hours.

e Support the integration of university services and provide a healthy atmosphere to
accomplish the university objective of a disease-free community.

e Provide high quality integrated health services in a timely manner to generate complete
customer satisfaction.

4.4.3 Transportation

The Transportation Unit is responsible for transporting students between the different

Emirates and the University as well as between the University and their training places. The

Unit has buses which make students movement easy and comfortable. This Unit also provides

students with transport to activities outside the University, for example visits to scientific and

entertainment venues, lectures, or conferences. One bus is kept on standby round the clock

to cover emergency requirements. The transportation Unit has defined the regulations

governing the use of its buses and the fees student pay to ensure systematic and good quality

service. These regulations are distributed to student who choose making use of this facility.

The DSA’s role in student transportation is to:

e Coordinate the transportation of students to participate in various activities;

e Assess student views concerning the transportation services offered;

e Solve student problems in cooperation with advisors, who keep the DSA informed of
recent developments; and

e Improve the organizational performance to achieve high-standard service.

4.4.4 Students Counseling

Student Counseling

The supervisor of Student Counseling and Services in the Deanship for Student Affairs is
dedicated to helping students address personal or emotional problems that hinder them in
achieving a fully beneficial experience at USTF and realizing their full academic and personal
potential. Student Counseling and Services utilize a service system that emphasizes trust,
respect, confidentiality, and compassion. Its overall goal is to maximize student success by
attending to any emotional or personal needs which may delay learning. Through personal
counseling, students learn to take charge of their lives, acquire skills necessary for adjusting
to the demands of university life, and overcome difficulties that may prevent them from
meeting their academic and career goals.

Student Counseling Policy

Purpose: The purpose of this policy is to establish guidelines for student counseling.

Policy: USTF offers quality services to students. To maintain high standards and fully address
the personal growth, psychological needs, and emotional wellbeing of students, USTF

s

www.ustf.ac.ae Page 62



Y
y Graduate Catalog

Gy1aall i dyia g | & sala
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

provides student counseling services. The Counselor, faculty in charge of student counseling,
makes assessment and provides individuals, and groups, experiencing personal problems with
support and guidance and assists them in overcoming obstacles to their educational success.
Personal Counseling: Refers to one-on-one counseling with each student on a regular basis.
Students are seen for a multitude of issues that range from typical developmental challenges
to more serious adjustment and mental health issues.

Listening to student complaints, working to find solutions, and informing parents about the
academic status of their sons and daughters.

Group Counseling: Group interventions require working with a small number of students who
share similar concerns and treatment goals. Group counseling addresses either general or
specific issues. This form of counseling facilitates the healthy exchange of experiences,
provision of sympathy and support and the development of skills necessary for effective
coping and problem solving.

Eligibility: Counseling services are available to all currently enrolled, graduate, and
undergraduate students. There is no fee required from students to utilize this one-to-one
counseling service provided by the Student Counseling and Services at the Deanship of
Student Affairs.

Confidentiality: Any communication between a student and a counselor is considered
confidential. The confidentiality of the counseling sessions is protected. No student records
are released to others (even within the university community) without the written consent of
the student. If it becomes clear in the counseling session that there is a real danger to oneself
or to others, the counselor is required to inform the Dean of Student Affairs, to a parent or
someone close to the student. The confidentiality rule does not apply in this case but should
go no further than the persons mentioned.

Access: Students are encouraged to make an appointment with a personal counselor to
discuss their concerns. A personal counselor is available on campus.

Referrals: The Counselor provides referrals to qualified psychologists, psychiatrists and
therapists equipped to aid students with psychological problems, learning disabilities, and/or
other serious issues. If the referred student would like to maintain the involvement of the
personal counselor, the counselor may request a copy of the report of the external visit and
may follow up with the therapist regarding the student’s treatment. (Policies and Procedures
Manual, Version Feb 2023, Counseling Policy, Student Psychological Counseling Policy, and
Student of Determination Policy)

4.4.5 Students Satisfaction

For continuous improvement purposes, USTF conduct surveys to measure the student’s
satisfaction rate about classroom facilities, faculty and staff cooperation, teaching
methodologies, Information technology facilities, library and learning resources, and student
services. Detailed analysis of the surveys’ results are conducted, and improvement action
plans are implemented to increase the students’ satisfaction rate.
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5| Tuition Fees and Financial Regulations

USTF operates on a fully credit-based fee structure in addition to other fees. The University
reserves the right to increase the tuition and other fees, up to 10% per academic year when
deemed necessary. All students who register for courses incur a financial obligation to USTF.
Students are responsible for all charges incurred at USTF. Failure to attend classes does not
constitute withdrawal from the institution or a class. Students will only be permitted to
register for a subsequent semester if they have paid all their financial obligations. (Policies
and Procedures Manual, Version Feb. 2023, Student Finance Policy)

5.1 Application and Registration Fees

The application and registration fee for graduate programs is AED 1,500. The fee should be
paid in cash in one installment upon registration and is not part of the tuition. The application
and registration fees are non-refundable, except when the application is rejected in which
case an amount of AED 1,200 will be refunded to the student.

A student who wishes to apply for transfer from another accredited institution will pay a non-
refundable fee of AED 500. This fee shall be considered part of the application and registration
fees if the student is admitted in the University.

5.2 Tuition Fees

Tuition fees for the Graduate programs offered at the USTF are as follows:

College Total Cr. Hrs. Fee per one credit hour
College of Business Master of Business
Administration Administration

36 2,000

5.3 Additional Fees

e Student service fee per semester: AED 400

e ID card, per academic year: AED 35

e Application fee for an incomplete course: AED 500
e Grade grievance application: AED 200

e Extra copy of the academic transcript: AED 100
e Reference letter: AED 40

e Wall Certificate: AED 100

e Certification / Smart label: AED 250

e Graduation Regalia: AED 1000

e Cheque Withdrawn Letter: AED 200

e |D Card Lost: AED 50

e Financial Letter: AED 30
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The University may and reserves the right to increase the tuition and other fees up to 10%
per an academic year when deemed necessary. 5% VAT will be added to all the above fees as
per Federal Law no (8) of 2017 on Value Added Tax.

5.4 Payment Terms

e Astudent should pay AED 4,000 in advance as a deposit to register in fall/spring semesters
(AED 2,000 in summer session). Upon registration, the student should pay the tuition fees
in full within two weeks from the end of the add/drop period. The Office of Finance has
the right to take the necessary action against any student who has not settled their due
balance of tuition fees, including suspension of registration and ineligibility to attend
exam sessions.

e The student has an option to settle tuition fees in (3) three monthly installments by
providing postdated cheques. To get this privilege, the student should obtain the Office
of Finance’s approval after filling out the required form. This option is valid for Spring and
Fall semesters only.

e Tuition for summer semester should be paid in one installment within (2) two weeks from
the end of the add/drop period. Payments to USTF are accepted in the following forms:
= Cash: Denomination of UAE Dirhams, GCC currencies and USD
= Cheque: current and post-dated, UAE Dirhams cheques drawn on UAE Bank*
= Postdated cheques are subject to Office of Finance’s approval.
= Credit Cards: Visa, Master, American Express and Diners Club.
= Direct deposit and bank transfer to:

Bank: Abu Dhabi Islamic Bank

Branch: AL Fujairah

Account Name: University of Science and Technology of Fujairah

IBAN: AED 120500000000010270215

SWIFT: ABDI AEAD

e The student’s name and University ID number (if available) must be mentioned in all

o O O O

deposits and transfers.
e Please scan the deposit slip or transfer confirmation and e-mail them to:
finance@ustf.ac.ae or fax them to: +971 92243134.
e For further finance-related inquiries, please contact the Student Accounts on:
= Female section teller: +971 92023652
= Male Section teller: +971 92023653
= e-mail: finance@ustf.ac.ae

e Each bounced cheque will be subject to a penalty of AED 200.
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5.5 Refund Policy

Add and Drop Period

e During the add/drop period students may add or drop courses without incurring charges.
If a student adds one or more course(s) during the add/drop period, he/she must pay
additional fees for the added course(s) at the time of submitting the application,
otherwise the application will be rejected.

e If a student withdraws from one or more courses during the add/drop period, the fees of
the dropped course(s) will be refunded only after the end of the add/drop period.
Alternatively, the student may request that the amount be credited to his/her balance for
the following semester.

e Astudent may withdraw from one or more course(s) after the end of the add/drop period,
provided he/she remains registered in at least three courses during that semester. In this
case, the student does not have the right to claim any refund for the fees of the withdrawn
courses.

Suspension of Registration

e During the add/drop period a student may apply for suspension of registration for one or
a maximum of two consecutive semesters. The application should be submitted to the
Office of Admissions and Registration. In this case, the full amount of any fees paid shall
be credited in full to the student’s account for the following semester or refunded one
week after the submission of the refund application to the Student Account Officer (at the
Office of Finance).

e If the student applies for suspension of registration for one or two semesters during the
two weeks following the end of add/drop period, he/she shall be entitled to only 50
percent of the tuition fees of the semester in which he/she submits the application for
suspension.

e If the student applies for suspension of registration after the end of the two weeks
following the add/drop period, he/she will not be entitled to claim a refund of any part of
the tuition fees of the semester in which he/she submits the application for suspension.

e If a student wishes to reclaim any amount from a credit balance, he/she must fill in an
Application for Refund Form and submit it to the Student Account Officer (at the Office of
Finance) after the end of the add/drop period. A payment cheque will be prepared within
one week from receiving the application. If the student fails to do this, the amount will be
credited to the student balance for the following semester.

Withdrawal from the University

e During the add/drop period, the student may apply for suspension of registration and
withdrawal from the University. The application should be submitted to the Office of
Admissions and Registration. In this case, the student is entitled to a full refund of tuition
fees paid for the semester in which he/she submits the application for withdrawal. The
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refund will be made one week after the submission of the application for refund to the
Student Account Officer (at the Office of Finance).

e If the student makes an application for suspension of registration and withdrawal from
the University within the two weeks following the end of the add/drop period, he/she is
entitled to a refund of only 50 percent of the tuition fees for the semester in which he/she
submits the application. The student shall not be entitled to claim a refund of any part of
the tuition fees if the application for suspension of registration and withdrawal from the
University is made more than two weeks after the end of the add/drop period.

Disciplinary Dismissal
e A student who is dismissed from the University for disciplinary reasons is not entitled to
any refund of tuition fees of the semester of dismissal.

6 | Office of Alumni, Career Counseling and
Events

The Office of Alumni, Career Counseling, and Events (OACCE) endeavors to serve USTF
students and alumni by educating them to successfully identify, plan and pursue their career
goals. The Office supports the mission of the University by providing quality services which
will enhance their employment potential, and by liaising with prospective employers. To
achieve its mission, the Office is assisted by USTF Alumni Association, a non-profit
organization, which aims to enhance interaction between the alumni, students, University,
and community. The OACCE aims to:

e Help new students to select courses appropriate to their career interests and aspirations.

e Help students and graduates in decision-making, goal setting and planning for their
careers.

e Offer guidance to students and graduates regarding the skills necessary to meet evolving
job requirements.

e Help students and graduates to acquire effective job search skills.

e Guide students and graduates to job search resources.

e Provide USTF with job-market information to aid academic planning.

e Seek recruitment, internship and voluntary or part-time opportunities for students and
graduates through liaison with businesses, governmental bodies, and organizations.

e Establish a plan for assessing the performance of career services and activities.

e Establish and foster lifelong professional and personal relationships between the
University and its alumni.

e Promote communication between alumni, and between alumni and the University.

e Promote USTF Alumni Association within the University and engender goodwill,
understanding and support for the University in the wider community.
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e Offer alumni opportunity to contribute to and participate in the university’s decision-
making processes.

Establish fundraising mechanisms for the Alumni Association. (Policies and Procedures
Manual, Version Feb. 2023, Alumni Relations Policy)

6.1 Student Career Counselling

Goals

e As a part of the University of Science and Technology of Fujairah's vision and mission to
serve the local and global communities by enriching the labor market with impactful
alumni, Office of Alumni, Career Counselling and Events (ACCE) is tirelessly seeking all the
potentials available to achieves USTF goals through achievable objectives to provide an
effective career counselling services for its Students and Alumni.

e The career counselling services aims mainly to assist students upon their entry and prior
graduation to prepare them to the post-graduation employment life.

e Services provided by ACCE Office are characterized by the following:
= Assistance for free.
= Guidance for first-generation college students as well as graduate students.
= Broad networking opportunities.
= |mprove current industry knowledge.

e The OACCE services are provided through the following channels:
= On-campus and Webinar Events.
= Individual visits to ACCE Office.
= Use online resources (Under process).

Services

e ACCE Office assists students with almost any aspect related to their career including
resumes assistance to helping students decide what career paths they will follow
graduation. (Policies and Procedures Manual, Version Feb. 2023, Career and Placement
Service Policy)

6.2 Student Career Advancement Program

Policy Statement

USTF’s Student Career Advancement Program (SCAP) policy is put in place to help students
and recent graduates prepare for and succeed in a highly competitive job market. The specific
details of the SCAP aim to provide students and graduates with the skills, resources, and
connections they need to enter their chosen field and advance in their careers. The SCAP
includes professional development workshops and training sessions on topics such as
interviewing, resume writing, and networking, career fairs and networking events that bring
students and employers together.
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Policy Purpose
The purpose of USTF’s Student Career Advancement Program Policy is to give students a
competitive edge when they enter the job market and to help them start their careers on a
strong stability.

Definitions

Trainee Student: USTF Student who is registered in undergraduate or postgraduate program
within USTF and looking to acquire further practice/experience for the future career
advancement.

Graduate Trainee Student: USTF Student who has completed all required courses and looking
to acquire further practice/experience for the future career advancement.

Line Manager: Dean of the College, Department Head, Director, or Manager.

Policy Details

e All training opportunities will be announced by the Training and Continuing Education
Center.

e Training opportunities priority will be given to UAE national students/Graduate Trainee
Students and then to other USTF Trainee Students.

e Training requests should be submitted by the student based on an advancement
opportunity offered by the Line Managers.

e Line Managers should assign annual budget for student training purposes.

o All students will be required to complete a selection procedure, which will assess them
against a range of specified criteria. The selection process is based primarily on several
carefully considered factors such as HR assessment, student records, and Dean’s feedback
of capability to assume responsibility, experience, knowledge, skills, related qualifications,
and career interests. These factors will be considered against the availability of
opportunities and the qualifications of other students.

e The maximum hours a student may work during the academic year is four hours per day.

¢ The maximum hours a Graduate Trainee Student may work during the academic year is
eight hours per day.

e USTF may grant a lump sum amount for the students as an appreciation incentive for the
period of the training.

e Enrolled students will receive AED 23 per hour.

¢ Graduate students (Except Engineering Graduates) will receive an AED 30 per hour.

e Engineering Graduate students will receive an AED 42.6 per hour.

Procedures

e At the beginning of each semester, the Training and Continuing Education Center (TCEC)
will send a memo to all USTF departments who have Student career advancement
opportunities.

¢ Line Managers must complete the Student Career Advancement Requisition Form and
submit it to the Training and Continuing Education Center.
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e After receiving the feedback from concerned Line Managers, of Training and Continuing
Education Center (TCEC) will announce to all Students about the training opportunities
available within USTF.

e The Training and Continuing Education Center (TCEC) will liaise with USTF Alumni
Association to announce all career advancement opportunities available to USTF fresh
graduates.

e After receiving the request(s) from the Line Managers, the Training and Continuing
Education Center (TCEC) will share appropriate student database with the requesting
department.

e Line Managers may seek the support of the Human Resources Department expertise to
conduct a panel interview, to select the most appropriate student for the training
program.

e The Line Manager after selecting the successful student will inform the Training and
Continuing Education Center (TCEC) Office officially about the decision and the period of
the advancement program.

e To encourage the students to take the advancement program seriously and achieve its
objectives, the duty of the student should be recorded using an attendance sheet as
record log.

e The Line Manager is responsible for sending the program report along with the
attendance sheet to the Training and Continuing Education Center (TCEC) for review and
then to be sent to finance department for the incentive payment monthly.

e By the end of the entire advancement program, the Line Manager should officially notify
the Training and Continuing Education Center (TCEC) and send all required reports.

e Each Trainee should sign a training contract in the Training and Continuing Education
Center.

e Training and Continuing Education Center (TCCE) creates a fingerprint for every trainee.

e Training and Continuing Education Center (TCEC) prepares the report of monthly rewards
and sends it to the Office of Finance for auditing and processing.

e Training and Continuing Education Center (TCEC) shall issue the Trainee an experience
certificate for the official attended advancement program period.

Training Relationship

e Career Advancement opportunity does not guarantee any future employment in USTF.

¢ Trainee Student may be appointed for any portion of the academic year.

¢ A department may extend the training period by a mutual agreement with the Training
and Continuing Education Center.

e The trainee must have a valid residency visa as an essential requirement for being
considered in the program.
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Grievances

e Trainee Student and the Line Manager are encouraged to discuss any training obstacles
before commencing disciplinary action or a formal grievance. The Training and Continuing
Education Center (TCEC) staff are always available to assist both students and Line
Managers in resolving training-related issues. Should such informal methods of resolution
fail, a formal meeting must be conducted by the Training and Continuing Education Center
(TCEC) Manager with the student to find ways to solve the matter.

General Issues

e Telephones, computer hardware, software, and computer network systems, in addition
to any other USTF resources present or used at a training site, are for business usage only
and should not be used for personal matters.

e All information concerning USTF affairs, and its stakeholders should remain private and
confidential and not be relayed to any external party or used for personal gain.

e The Trainee Student should adhere to USTF standard code of conduct and dress code
applicable to USTF employees. (Policies and Procedures Manual, Version Feb. 2023,
Student Career Advancement Program Policy)

6.3 Preparation of Curriculum Vitae and Practice on Interviews

Resume review services helps students to prepare and review their individual resumes under
the lead of curriculum Vita writing experts as they begin a job search. USTF ACCE Office held
on-campus and off-campus curriculum Vita writing skills sessions with Ministry of Human
Recourses and Emiratization and Bayt.com.

Interview practice and tips are important soft skills which considered as main points to assist
the applicants to view their potentials in professional ways during the interview including
practicing on how to answer interview questions and responding to an interviewer through
verbal tone and body language.USTF ACCE Office held on-campus and off-campus interview
practice and tips training sessions conducted by Etiquette expert Israa Shaheen in addition to
Mr. Hayder Ali the head of HR department at Fujairah Holding.

6.4 Career Exploitation

e Career exploration services can help to guide students to discover specific job
opportunities that match with their own interests and capabilities. This service also aims
to introduce the students to the available range of careers basing on their current majors
and technical experience. Career services can provide direction and details about a variety
of jobs through advising and aptitude tests in collaboration with the offices' partners.
USTF ACCE Office conducted on-campus session with HR specialist from lead companies
(Ex: Fujairah Holding, Al Owais Holding and many others)

e Career recruiting services also helps students find a competitive job opportunity that
matches with their capabilities and realistic ambitions. ACCE makes connections and
works continuously to tighten these connections to ensure their effective involvement in
students' recruitment through either Job fairs, on-campus, and off-campus employment
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events. USTF ACCE Office held an on-campus recruitment campaign with Fujairah Holding
in addition to continuous employment coordination with Ministry of Health, Fujairah
Government Human Resource department and Al Ansari Exchange and many others.

7 | College of Business Administration

e College of Business Administration (CBA) is one of the most credible business colleges in
the region that is committed to the development and enhancement of knowledge and
business skills of its students to enable them to understand the modern business world,
to achieve the highest levels of success in their professional careers, and to play effective
leadership roles regionally as well as globally.

e CBAis committed to providing high-quality business education. The remarkable growth in
economic and business activity in the world in general and Arabian Gulf region in
particular, over the past decade, has greatly stimulated the demand for skilled and
competent business graduates. Our competitive degree program is, therefore, developed
to offer both local and global perspectives as well encourage our students to think out of
the box and innovatively to not only be equipped with the knowledge, skills and attitudes
they need to effectively address the challenges and opportunities of today’s
internationalized and fast evolving business environment but also emerge as business
leaders of tomorrow.

e CBAstrives to provide the best and most modern methods of instructions to students. The
CBA diligent and highly qualified faculty members ensure that the Bachelor of Science in
Management curriculum is consistently updated to reflect and keep up with the ever-
evolving trends and techniques of the contemporary business world.

The college adheres to the fulfillment of USTF’s overall mission, which seeks to meet the
educational needs of local, regional, and international students. As such the college
philosophy is grounded in finding practical and scientific solutions to contemporary
organizational and business problems through the offered program by the college.
Stemming from this underlying philosophy, the college’s strategic focus is to enhance the
intellectual, professional, and behavioral development of its students to meet the
managerial challenges of the 21st century.

7.2 Goals

The Goals of the College of Business Administration are:

e Enhancingtheintellectual, professional, and behavioral development of students to meet
the managerial challenges of the 215 century.

e Preparing students for a career in the field of Business Administration.
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e Providing students with a working knowledge of a business's functional areas, including
Management and Accounting.

e Providing students with a capacity for self-development.

e Developing students' interpersonal, organizational and communication skills while
emphasizing business ethics and social responsibility.

e Developing students' capacity for critical thinking, leadership, and the ability to work with
others.

e Developing students' analytical thinking and problem-solving skills.

e Preparing students to pursue research in various areas of study, including management,
accounting, marketing, and finance.

e Providing expertise to different institutions and organizations in various fields, including
Management, Accounting, Marketing and Finance.

7.3 Graduate Academic Programs

Academic Programs

The college offers one graduate program, providing students with the theoretical and
practical backgrounds that form an excellent foundation for satisfying career requirements or
for further study.

The CBA graduate Program is:

e Master of Business Administration (MBA)

7.4 Facilities

The college’s current physical facilities, which include offices, labs and teaching rooms are
equipped to meet its needs and are regularly upgraded. The library is regularly updated with
the latest books in the field for the benefit of students and college members. IT facilities
include:

e Wireless internet connection, available on the university campus.
e Multimedia facilities provided in all labs.
e College computers connected through local and wide area network.

Academic Staff

College members hold terminal degrees from internationally recognized universities and are well
versed in their areas of specialization.

Laboratories

The College of Business Administration has well-equipped laboratories which provide practical hands-
on experience to students. of all specializations.

Lecture Rooms

Lecture rooms are equipped to facilitate the use of audiovisual aids such as overhead projectors, slide
projectors, computer projection devices and video players. Many lecture rooms are also connected to
the university computer network.
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Other Facilities

College of Business Administration students have access to a wide range of university facilities
including computer labs, learning and information resources, a bookshop, sports and recreation
facilities, cafeteria, and clinics. (Undergraduate Student Catalog, Version Feb. 2023, College of
Business Administration, Facilities)

8 | Master of Business Administration Program

The MBA program will be an integral part of the Business Administration College academic
programs and activities. The program aims to provide the community with highly qualified
professionals with ethical values and industrial skills who can deal with the complex issues in
the business and organizational environments. The program places special emphasis on
preparing students to play a leading role working with organizations with up-to-date
knowledge in business related skills and sense of ethics through defined set of courses and
training collaboration with local governments and industries, with special emphases placed
on areas related to local needs.

8.1 Program Goals

The Program of Master of Business Administration (MBA) Goals

The Program Goals of the MBA program are to build student capacity to:

e To help students become knowledgeable in the core business functions including
accounting, marketing, finance, and information systems and operations management.

e To provide students with an in-depth knowledge in human resource management.

e To help students acquire leadership, team building, communication, and problem-solving
skills. Further to prepare them to be able to manage ethical issues and multi-cultural
diversity needed for managerial positions.

e To prepare students to be proficient in finding scientific solutions for business- related
problems and be able to evaluate the business environment and utilize the decision-
making technique/s relevant to a given situation.

Distinguishing Features
The USTF MBA program seeks to satisfy the quality assurance standards set by world-class business
programs accreditation organizations such as AACSB and the Association of MBAs.

8.2 Program Learning Outcomes (PLOs)

MBA Program Learning Outcomes

The program outcomes are to produce professionals (MBA graduates) who will be able to:

e Demonstrate knowledge on the main areas of business, with special emphasis on human
resources management.

e Demonstrate an understanding of key terms, theories/concepts, and practices within the
field of HRM.
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e Use analytical and problem-solving skills in decision making.

e Provide innovative solutions to problems in the fields of HRM.

e Critically assess existing theory and practice in the field of HRM;

e Develop an ability to undertake qualitative and quantitative research;

e Identify and apply new ideas, methods, and ways of thinking.

e Beabletoadvance well-reasoned and factually supported arguments in both written work
and oral presentations;

e Be able to evaluate HRM related social, cultural, and environmental responsibilities and
issues in a global context.

e Effectively contribute to the performance of a group as the group addresses practical
business situations and assume a leadership role as appropriate.

8.3 Program Learning Outcomes Versus Course Learning Outcomes

Strand | Strand | Strand
2 3 4

Strand 1

Know!
nowledge | o AR

(7}
i
7]
o
2
o
O

1. Critically Evaluate and
Apply the concepts and
philosophy of operations
management in
manufacturing and
service organizations.

2. Apply strategic thinking to
the successful
management of
operations in any
organization in the
UAE/GCC context.

3. Critically Evaluate how
effective are the various
operations management
strategies employed by
any organization in the v '
UAE/GCC, with respect to
how they are supporting
an organization’s
objectives.

4. Present and explain key
technological and v
management strategies

Operations Management.
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Graduate Catalog

(i.e., Supply Chain
Management, Total
Quality Management,
Inventory Management,
etc) for the successful
management and
coordination of globally
connected operations.

Apply statistical software
to solving Operations
Management problems
(i.e., Problem Solver or
similar software).

Develop a well-structured
Operations Management
Plan for any organization

in the UAE/GCC.

Financial Accounting

Present and explain the
full meaning of financial
accounting and its role in
the decision-making
processes

Critically Analyze and
Interpret information
included in the balance
sheet, income statement,
and statement of cash
flows of companies in the
UAE/GCC region

Prepare and synthesize a
report containing all the
elements of the financial
information.

Demonstrate an
understanding of the
conceptual framework of
accounting through
analysis and explanation
of the various financial
statements of companies
in the UAE/GCC.

Critically Examine and
Assess quality of financial
reports and be able to
make use of them.

Develop and present the
financial plans for

s

www.ustf.ac.ae

Page 76



Gy1aall i dyia g | & sala
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

Graduate Catalog

organizations in the UAE/
GCC region

CROSS—-CULTURAL MANAGEMENT

Critically Analyze the key
concepts of International
Human Resource
Management and their
application in the
development of
local/regional
organizational workforce.
Apply human resource
management principles to
settings across different
cultures in a measurable
way.

Present and critic the
elements of international
human resource
management in the
UAE/GCC context.

Appraise the link between
strategic international
human resource
management and MNCs
processes.

Apply the frameworks,
tools and techniques used
in international human
resource management to
case studies and actual
organizational contexts.

Analyze and
conceptualize the relation
between theory and
practice of international
human resource
management.

Marketing Management

Synthesize strands of
knowledge related to
marketing and marketing
strategies.

Critically Analyze
contemporary marketing
strategies in their
implementation in the
business world.
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Graduate Catalog

Prepare a marketing mix
plan needed to carry out
the organization’s
marketing strategy.

Integrate the marketing
elements for connecting
with customers in the
UAE.

Develop innovative value-
creation strategies for
customers to winin a
competitive environment.

Analyze cases in change
management, the change
process, seeing and
creating opportunities in
change/developing an
innovative culture,
obstacles to change, and
adapting to change in
organizations operating in
the UAE/GCC region.

Contextualize and set up
the various principles and
techniques required to
lead effective and lasting
organizational change in
UAE/GCC.

MANAGEMENT OF CHANGE

Present and critique the
elements of the three
faces of change in the
UAE/GCC context,
indicating the framework
for change
implementation that
encompasses multiple
theories. Analyze the
requirements for
developing future leaders
in an organization in the
UAE/GCC context.

Appraise the conceptual,
process and practical
aspects of implementing
organizational change,
including the various
challenges associated
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with the transition period.

This will be done in the
UAE/GCC environment.

Apply techniques,
approaches, and tools
used in management of
change to case studies
and actual organizations
operating in the UAE/GCC
contexts.

Evaluate the relationship
between the
organizational context
and the role of political,
behavioral and cultural
dynamics obtaining in the
UAE/GCC in the
implementation of
organizational change.

ORGANIZATION DEVELOPMENT

Recognize, analyze, and
apply the key concepts of
organization
development and identify
the need for change,
renewal and
development.

Critique the role of
organization
development in
enhancing productivity
and performance.

Critically Appraise the link
between the five stages
of organization
development and
organization culture and
behavior regarding the
UAE/GCC regional
context.

Critically Apply the
techniques of the five
stages of organization
development to case
studies and actual
UAE/GCC organizational
contexts.
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Critically Manage the
factors contributing to
the acceleration of the
pace of change,
particularly in the context
of UAE and the region at
large.

TRAINING & DEVELOPMENT OF HUMAN RESOURCES

Differentiate between
training and development
of human resources.

Evaluate the various
factors in the workplace
that impact training and
development.

Demonstrate an
understanding of the
difference between the
new training technologies
and the traditional
training methods in the
UAE/GCC context.

Apply cost benefit
analysis and evaluation to
training programs.

Critically Analyze the
benefits of training and
development of the new
technologies in the
UAE/GCC.

Prepare a training and
development plan for a
local organization to
support its business
strategy.

INTERNATIONAL BUSINESS

Critically Analyze the
sensitive intricacies and
interrelationships of
various key strategic
factors that affect
international business,
especially as applicable to
UAE/GCC firms.

Critically Evaluate
organizations’ approaches
to the design and
configurations of various
international business

s

www.ustf.ac.ae

Page 80



Gy1aall i dyia g | & sala
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

Graduate Catalog

processes or global supply
chains involving
UAE/GCC- based firms.

Integrate functional
business strategies with
both technical and
organizational issues
surrounding international
processes

Implement various
strategic management
tools and marketing
techniques to analyze the
strengths and weakness
of various corporations in
UAE and abroad, relative
to their ability to manage
the dynamics of
international business
environments.

Develop an international
business plan that, among
other things, examines
the various dynamic
changes affecting
international business
environments.

Develop an international
business plan that, among
other things, examines
the various dynamic
changes affecting
international business
environments.

CORPORATE FINANCE

Critically Analyze the key
concepts of corporate
finance and their
implication to develop the
corporate policy.

Identify and set-up the
various decision-making
processes when designing
corporate finance policy.

Implement knowledge of
the elements of corporate
finance policy in national,
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regional, and global
contexts.

Evaluate and establish the
link between corporate
finance policy and
corporation needs.

Apply the frameworks,
tools, and techniques
used in corporate finance
policy to case studies and
actual corporations’
contexts.

Critically Analyze the
relationship between
economic conditions,
industry conditions, and
corporate conditions that
influence corporate
finance policy.

HUMAN RESOURCE MANAGEMENT

Evaluate the critical and
strategic role of Human
Resource Management
(HRM) in the context of
business competitiveness,
especially in UAE/GCC
firms.

Analyze critically
organizations’ approaches
to the design of HRM
policies and practices,
including recruitment and
selection in UAE/GCC.

Manage professionally HR
planning, staffing, training
and development,
performance
management,
compensation, health and
safety, and employee and
labor relations strategies
to support business
objectives.

Demonstrate ability to
contextualize HRM
concepts and processes
through case studies,
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classroom exercises, and
discussion questions.

Prepare a strategic plan
needed to implement the
various HRM best
practices applicable in
UAE/GCC contexts to (a)
contribute to
organizational
effectiveness, (b) link
HRM to company
performance/strategy,
and (c) ensure compliance
of national and
international legal
requirements.

Develop a comprehensive
project paper on a topic
related to HRM and its
contribution to
competitiveness of
UAE/GCC firms, to show
mastery and application
of knowledge acquired
during the semester.

STRATEGIC MANAGEMENT

Critically Analyze key
strategic management
tools.

Critically Evaluate and
Analyze the relationship
between internal
capabilities and external
competitive environment.
Evaluate and implement
the various decision-
making processes when
conducting situational
analysis of both internal
and external influences.

Apply knowledge of the
elements of strategy
analysis, formulation, and
implementation of
organizations in the
UAE/GCC context.

Appraise the link between
strategic management
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processes and
organizational needs.

Apply the frameworks,
tools, and techniques
used in strategic
management to case
studies and actual
organizational contexts.

Implement appropriate
strategic management
tools to enhance
organizational
competitiveness.

BUSINESS RESEARCH METHODS

Critically Apply
guantitative and
qualitative methods and
techniques of conducting
research in the business
world

Evaluate and select
suitable research methods
to support management
and business decision
making for advanced
problem solving.

Plan and apply the
elements of research
processes to the UAE/GCC
organizations.

Consider the
organizational needs for
research in the context of
the UAE/GCC region.

Formulate and conduct a
small-scale research
project on selected topics

8.4 Descriptors of QF-Emirates Level 9

Descriptors of QF Emirates Level 9

The program adopts all the accreditation standards of CAA at the Ministry of Education in

UAE. Especially, beginning the alignment of the program learning outcomes with QF-Emirates.

e The National Qualifications Authority has defined descriptors for each level (type) of

qualification that is offered by academic institutions. The MBA program falls under level

9 (Master) of the Principal Qualifications type.
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e The MBA program is structured such that the learning outcomes of the program are
consistent with the five strands of learning outcomes stipulated by the UAE Qualifications
Framework.

e The course syllabi of the current MBA program are designed according to the CAA
standards (2011) and adopting the Guide to Writing Learning Outcomes at Program and
Course Level that Align with QF-Emirates

e Oneseniorfaculty member from the college to coordinate and follow up the issues related
to the QF-Emirates guides and standards.

The National Qualifications Authority has defined descriptors for each level (type) of
qualification that is offered by academic institutions.
The MBA program falls under level 9 (Master) of the Principal Qualifications type.

e Principle Qualifications Credit Matrix

e The MBA program requires the completion of 36 credit hours of coursework.

e Learning Outcomes Strands

e The learning outcomes for this level are specified as five strands given in the following
table:

e Comprehensive, highly specialised knowledge in a field of work,
discipline and/or professional practice, and at the interface between
different fields, including frontier concepts and recent developments;

e Advanced knowledge of applicable research principles and methods;

e Critical awareness of knowledge issues, as the basis for original
thinking; encompassing appropriate processes of enquiry and current
processes of knowledge production; and

e Detailed body of knowledge of recent developments in a field of
work, and/or discipline.

e Advanced skills required in research, analysis, evaluation and/or
innovation of complex ideas, information, concepts and/or activities;

e Skills to develop new knowledge and procedures and to integrate
knowledge from different fields using highly developed cognitive and
creative skills and intellectual independence to the field of work or
discipline;

e Advanced problem-solving skills to analyse highly complex issues with
incomplete data and develop innovative solutions and proposals
relevant to an academic/professional field, field of work or discipline;

e Planning skills to develop and execute a major project or comparable
activities (that includes a significant range of variables and
complexity) with appropriately selected research methodologies
producing sound conclusions; and

e Highly developed specialist communication and information
technology skills to present, explain and/or critique highly complex
matters.

Strand 1
Knowledge

Strand 2
Skill
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e Can function autonomously and/or take responsibility for managing
professional practices, work, processes, or systems, or learning
contexts that are highly complex, unpredictable, and unfamiliar, and
require new strategic approaches and/or intervention or conceptual
abstract solutions;

e Can account for high level governance of processes and systems; and

e Can analyse and reflect on socio-cultural norms and relationships and
act to build and transform them.

e Can initiate and manage professional activities that may include a
highly complex environment; and

e Can take responsibility for leading the strategic performance and
development of professional teams and self.

e Can self-evaluate and take responsibility for contributing to

professional knowledge and practice including unfamiliar learning

contexts;

Can develop and implement further learning consistently and

sensitively; and

e Can consistently and sensitively manage highly complex ethical issues

leading to informed, fair, and valid decisions;

Strand 3
Autonomy and
Responsibility

Strand 4
Role in
Context

Aspects of Competence

Strand 5
Self-development
[ ]

8.5 Program Learning Outcomes versus QF-Emirates Strands

Program learning outcomes mapped to descriptors of the QF-Emirates for the appropriate
program level.
The MBA program is structured such that the learning outcomes of the program are consistent
with the five strands of learning outcomes stipulated by the UAE Qualifications Framework.
The table below shows the mapping of the program learning outcomes to those of the UAE
Qualifications Framework.

UAE Qualifications Framework
No. | Program Outcomes Strands of Learning Outcomes

Strand 1 | Strand 2 | Strand 3 | Strand 4 | Strand 5

Demonstrate knowledge on the
main areas of business, with
special emphasis on human
resources management
Demonstrate an understanding of
P key terms, theories/concepts, and X X
practices within the field of HRM
Use analytical and problem-
solving skills in decision making.
Provide innovative solutions to
problems in the fields of HRM.
Critically assess existing theory
and practice in the field of HRM.
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Develop an ability to undertake
qualitative and quantitative
research

Identify and apply new ideas,
methods, and ways of thinking.

Be able to advance well-reasoned
and factually supported
arguments in both written work
and oral presentations

Be able to evaluate HRM related
social, cultural, and environmental
responsibilities and issues in a
global context.

10

Effectively contribute to the
performance of a group as the
group addresses practical business
situations and assume a
leadership role as appropriate.

8.6 Admission Requirements

Admission Requirements

In accordance with the University’s requirements for graduate degrees, a candidate to be

admitted into the MBA program must fulfill the following requirements:

e Hold a bachelor’s degree in Business Administration or a related field from a UAE-

recognized university with a minimum cumulative GPA of 3.0/4.0.
e Students with a GPA below 3 may be admitted conditionally.

e (English EmSAT) with @ minimum score of 1400 or a minimum score of 550 on paper based

TOEFL or 6 on IELTS (or its equivalent).
e An Interview with the MBA Admission Committee.

e Students enrolled into the MBA program without prior course work in the business areas

are required to complete the following five foundation courses to be admitted to the

program.

MGT 320 Organizational Theory and Design

STA 231 Statistics for Business
ECO 200 Microeconomics

ACC 200 Principles of Accounting 1
FIN 210 Fundamentals of Finance

Students may be exempted from some or all these courses based on evidence of having

successfully studied these courses at other accredited universities. The Dean of the College

and the MBA Coordinator are responsible for decisions about these exemptions. However,

the foundation courses will be compulsory for students admitted to the MBA program with

s
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no prior course work in any core business functional areas and under the following terms and

conditions.

e The (Foundation) Program is intended to bridge the gap between a student's prior work
(Bachelor's degree) and the background required for the MBA they are entering.

The courses in a bridge program typically do not carry degree credit.

To transition from the foundation/ Bridge program to the Master's program for students
who don't have a degree in business administration, the Dean of the College and the MBA
Coordinator will decide what the exempted courses are and what the required courses
from the foundation courses on a case per case bases.

Students enrolled on the MBA program without prior course work in the business areas
are required to complete the five foundation courses and obtain an average “B” grade to
be admitted to the program.

By the end of the (Foundation) (English EmSAT) with a minimum score of 1400 or a
minimum score of 550 on paper based TOEFL or 6 on IELTS (or its equivalent).
Conditional admission based on the CGPA.

If the bachelor's CGPA is between 2.5 and 2.99. Students may admit conditionally,
students under this category must achieve by the end of the conditional admission period
a minimum CGPA of 3.0 (for a 6-credit hour of study).

If the bachelor's CGPA is between 2.0 and 2.49. Students may be admitted conditionally,
students under this category must achieve by the end of the condition period CGPA 3.0

for a maximum of nine hours graduate-level as remedial preparation for the graduate
program (These remedial courses are not for credit within the degree program).

The applicant with a minimum score of 1250 in English EmSAT or (5.5 IELTS academic or
TOEFL (ITP)score of 530 or its equivalent, students admitted conditionally.

8.7 Graduation Requirements

Graduation Requirements

A student will be awarded the degree of Master of Business Administration upon meeting the

following requirements:

e Completion of the required MBA courses: 12 courses of 3 credit hours each which
normally takes four semesters.

e Achievement of a CGPA of not less than 3.0.

8.8 Program Structure

Degree Requirements
The MBA program requires the completion of 36 credit hours distributed according to the
following structure:

Group Name: COLG. OBLIGATORY

Course No. Course Name H Credit Hours | Prerequisite ‘
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MBA 610 Operations Management 3
MBA 611 Business Research Methods 3
MBA 614 Financial Accounting 3
MBA 612 International Business 3
MBA 616 Marketing Management 3
MBA 613 Human Resource Management 3
MBA 615 Corporate Finance 3

Group Name: MAJ. OBLIGATORY

Course No.

Course Name

Prerequisite

Training and Development of Human

Credit Hours

MBA 632 3 MBA 613
Resources
MBA 633 Organization Development 3 MBA 613
MBA 634 Cross-Cultural Management 3 MBA 613, MBA 612
MBA 617 Strategic Management 3 MBA 610, MBA 614
MBA 616, MBA 613
MBA 630 Management of Change 3 MBA 613, MBA 633

8.9 Proposed Sequence of Study

Proposed Sequence of Study
The MBA Program is based on course work, and it will be offered in three academic semesters

for the full-time studies as follows:

Semester 1
Contact and Credit Hrs.
Course No. Course Title OT a::aban‘ _;Stl ‘ rcsr. Hrs. Prerequisite
MBA 610 Operation Management 3 0 0 3 -
MBA 613 Human Resource 3 0 0 3 i
Management
MBA 614 Financial Accounting 3 0 0 3 -
MBA 616 Marketing Management 3 0 0 3 -
Total 12 0 0 12
Semester 2
Contact and Credit Hrs.
Course No. | Course Title Lectur:T a::aban‘ _;le‘tl ‘ ::sr. Hrs. Prerequisite
MBA 611 | Business Research Methods 3 0 0 3 -
MBA 612 | International Business 3 0 0 3
MBA 615 | Corporate Finance 3 0 0 3 MBA 614
MBA 632 Training and Development of 3 0 0 3 MBA 613
Human Resources
Total 12 0 0 12 -
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Semester 3
Contact and Credit Hrs.
Course No. | Course Title Lectt::"; TcLaabn\ TLet I‘ C:.SHrs. Prerequisite

. MBA 610, MBA 613
MBA 617 | Strategic Management 3 0 0 3 MBA 614, MBA 616
MBA 630 | Management of Change 3 0 0 3 MBA 613
MBA 633 | Organization Development 3 0 0 3 MBA 613
MBA 34 | Cross-Cultural 2 2 | o 3 MBA 612, MBA 613

Management
Total 12 0 0 12

Remedial Courses

Students who do not have academic business background and their GPA is less than 2.50, must
complete at least two remedial courses.

The Program Coordinator determines what courses must be taken by each student based on their
background, experiences, and credentials.

Course No Course Name Credits | Pre-requisite
MBA 501 The Basics of Management and Marketing 3 -
MBA 502 The Basics of Accounting and Finance 3 -
MBA 503 The Basics of Economics and Statistics 3 -

8.10 Course Description

Master of Business Administration Program Course Descriptions

The objective of the course is to expose students to the theoretical and practical techniques
used to tackle production and operations management issues in any organization. Operations
Management is concerned with efficient and effective transformation of inputs — raw
materials, personnel, machines, technology, capital, information, and other resources — into
marketable and competitive outputs. The course will introduce students to the main
principles, standards, and methodologies of Operations Management. It will explore past and
present topics in operations management that have had a significant impact in the
management of manufacturing and service operations.

Business Research Methods course introduces research methods in social sciences in general
and business administration. The primary aim of the course is to equip the students with
essential research techniques they would use in advanced specialized courses such as
Marketing Research, Feasibility Studies and Project Planning, and Research Project reports.
The course will cover a range of topics, including, research design, sampling theory, data
collection tools, questionnaire development, and program evaluation methodology. The
course will also cover statistical data analysis procedures using SPSS and NVIVO software
involving both quantitative and qualitative techniques through the small-scale research
project.
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The course focuses on the problems and opportunities of business in a global context. It
examines economic, institutional, cultural, and legal issues faced by companies involved in
international business. It further analyses their effect on business decisions including product
design, production and marketing, human resources strategy, investment analysis, financial
strategy, and risk management. The aim of the course is to provide students with an advanced
and practical understanding of why, when, and how companies develop their international
activities. Upon the completion of the course, students will be able to understand and manage
the role of culture in international contexts, and all related aspects of international strategic
management.

The main objective of this course is to expose students to the theory and practice of human
resources management issues in contemporary organizations, with an emphasis on the
strategic aspects. The course will deal with different approaches to human resource
management, particularly in the UAE/GCC context. HRM policies and practices may be one of
the remaining factors of production that provide sustainable competitive advantage, as they
are difficult to imitate or replicate. The course will introduce students to the main principles,
standards, and methodologies of Human Resources Management. It will explore past and
contemporary topics related to the management of human resources such as recruitment and
selection, that have had a significant impact on organizational performance. The overall
objective is to encourage students to start thinking systematically about achieving sustained
competitive advantage through the effective management of human resources.

Financial accounting is an essential tool that provides all users with the useful information for
their relevant decisions. Financial reporting and analysis are one of the main requirements
that protects the owners' rights and enhances managers' ability to make the correct decisions.
It describes the conceptual framework of accounting, and financial statements, analysis, and
uses of financial reports. The aim of this course is to prepare students with the capability to
analyze and present the financial statements of corporations.

This is an advanced corporate finance course with an emphasis on exchange rate risk
management, long term and short-term assets, and liability management. The topics to be
covered can be classified into four parts. The first part is about the international financial
environment that covers flows of funds, financial markets, and exchange rate determination.
The second part covers exchange rate behavior and exchange rate risk management. The
third part discusses the long-term assets and liability management, including capital
budgeting, country risk analysis, structure and cost of capital, and long-term financing. Finally,
the fourth part deals with short run asset and liability management, including international
trade, short term financing, and international cash management.

The main objective of the course is to expose the students to the concepts and techniques of
marketing management. Students will also be exposed to the scope of contemporary
marketing including manufacturing, institutional, reseller and government markets. The
course will provide opportunities for the students to explore how business firms strategically
respond to the opportunities in the marketing arena. It also aims to improve decision-making
skills and stimulate strategic thinking using case studies. The course would also involve

s
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fieldwork in the UAE and the analysis of marketing strategies in use by the organizations
operating in the country.

Strategic management course covers strategy analysis, formulation, implementation,
management, and evaluation. Strategic Management will also provide a broad overview of
both strategic management theories and concepts, and their application within a dynamic
competitive environment that surround today’s organizations. Students develop critical
thinking/reasoning skills through various case studies and class discussions.

The objective of this course is to help students understand the main principles and techniques
required to lead effective and lasting organizational change. The course will cover the
conceptual and practical aspects of implementing organizational change, including the
various facets and challenges associated with the transition period in the UAE and GCC region.
Emerging research findings will be used to emphasize the day-to-day micro-level managerial
actions as well as their strategic aspects. Various theories and concepts of change, together
with experiences and dilemmas encountered in practices will be explored using various case
studies. Consultants on change processes in the UAE/GCC will be invited as guest speakers to
share their experiences with students.

The purpose of this course is to provide the student with mformatlon and insights into the
training and development function in organizations. The training and development function
will be viewed from a systems approach. Further the entire cycle of Training and Development
of human resources will be examined in the context of the UAE/GCC. Special emphasis will
be paid upon the coaching and mentoring processes for human resources development. The
training needs assessment plans will be reviewed to enable learners to appreciate
organization’s training functions. The course will further evaluate the contribution of training
of human resources to the success of organizations in the UAE/GCC. Specific training methods
and techniques will be explored.

OD is a conscious, planned process of developlng organizations’ capabilities to attain and
sustain optimum performance levels, measured by efficiency, effectiveness, and health. OD
processes bring about successful change efforts in individuals, groups/teams, inter-groups,
and organizations. The course provides students with a conceptual foundation of organization
development as well as diagnosing organizations, groups and jobs by collecting and analyzing
the diagnostic information.

In this course, students are to examine, from applled and theoretical perspectives, the impact
of globalization and the effects of cross-national diversity on the processes and practices
associated with managing human resources. Special emphasis will be placed on comparisons
between cross-cultural management of organizations in the UAE and the rest of the world.

8.11 College of Business Administration Faculty Members
mm_m-

| Ahmed Zain Elabdin ‘ Associate Prof. ‘ Ph. D. Business Management ‘ Omduran Islamic University ‘
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2 | Abdallah Elamin Associate Prof. | Ph. D. Management Sciences | Lancaster university
3 | Alberto Fernandez Associate Prof. | Ph. D. Business Management | University of Rey Juan Carlos

Student-Full Faculty Ratio by Colleges for fall semester2022-2023 (2022-1)

College Student-Full Time Faculty Ratio 2021-1

\College of Business Administration | 21 \

8.12 Teaching and Learning Methods

MBA program teaching must be such that it makes the students understand and experience
business difficulties and find their creative and practicable solutions. Correspondingly, they
should be able to utilize the technology aided tools, wherever possible.

The contents of this MBA program courses will be delivered through a combination of
instructional methods. These will include, but will not be limited to:

e Presentations: students given topics related to the course in advance, for verbal learning,
students make the oral presentation explaining and describing the phenomena at hand.
At the end of the gathering, students are held to answer the questions from the
participants.

e Role-Playing: Students are assigned specific roles in each situation, and they must react
according to their characteristics. The process is usually having repetitive features to allow
students to understand the various alternative actions and their consequences.

e Business Quiz/Exercises: Regular assessment of the learning provided is generally done
through quiz and exercises, which can be oral, MCQ or short answer type.

e Case study method: The real-life business problems are usually given in the form of
circumstances in which students analyses, record, implement, conclude, summarize, or
recommend, methods based on the issues in which these cases are created and used as a
tool for analysis and discussion.

¢ Simulations games/Hands-on experience: In collaboration with Capsim Company, we will
provide students with simulation software tools, students are exposed to a real business
situation. Capsim Core program is an entry-level business simulation designed to teach
necessary business acumen, the cross-functional arrangement, competitive analysis, and
the selection of different tactics to build a successful, focused organization.

e Participants will take control of a fast-growing a simulated company with an existing
product. This simulation can be played individually, or as a team, this dynamic online
experience allows students to compete against each other or the computer by making
decisions in:
=  Production
= Research and development
=  Marketing
= Finance
= Decision-Making
= Human resources

s
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= Business Ethics

Stock market-related software is sometimes used to provide an experience of live share

trading on the virtual world.

e Mixed Learning: It includes a blend of both traditional classroom as well as an online
mode of learning. Online lectures are conducted through webinars/video conferencing by
inviting guest speakers from the senior corporate, entrepreneur, academicians or a
scholar located elsewhere.

e Class size: will depend on the number of students accepted and enrolled into each course.
All students enrolled into a course will be in one classroom. Projections are planned for
10-15 students.

8.13 Methods of Evaluation and Quality Improvement

e At the end of the semester, faculty teaching courses provide a Course Assessment Report (CAR)
and an Instructor Course Assessment Report (ICAR) for each course of the courses he/she is
teaching.

e Faculty members fill their names and the course numbers in CAR Form for each course they taught
and leave the remaining to the comments of the Department ACIC Committee and the College CEC
Committee.

e The faculty fill the ICAR Form in details.

e An Appendix including CAP Excel Sheets, showing the percentage of attainment of each CLO.

e The ACIC Head hands the signed ICAR to the Chair of the CEC along with his comments and
signature on the CAR Form for each course.

e Both CAR and ICAR are signed by the College Dean, who keeps copies of both forms in the Course
File and sends the originals through the Chair of the CEC to the Chair of the IEC (the Director of the
OIPE).

o The Department Head or Program Coordinator assigns a faculty member, with reasonable
statistical background, to prepare PLOs by mapping the CLOs of all courses versus the PLOs and
write the Program Effectiveness Report.

e The Program Effectiveness Reports are prepared at the end of each academic year, using direct
and indirect assessment tools.

e The recommendation of the Program Effectiveness Report and the comments of the ACIC, CEC are
all used for modification and improvement of program during its next offering cycle.

8.14 Assessment Plan for Program Learning Outcomes

Program objectives and learning outcomes that are the most appropriate and meaningful are
identified, assessed, and reported to constituents. Continuous improvement is accomplished using
assessment results for closing delivery gaps of learning and services. The flowchart shows the program
assessment integrated with the sequence for developing USTFs missions, goals, objectives, and
program learning outcomes:
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8.15 Assessment Methods

e Using the Student’s Course Evaluation Form, this tool endeavors to solicit the students’ opinion on
a wide range of matters which are deemed necessary for achievement of the course objectives.
The students’ responses will be analyzed by USTF’s Quality Assurance and sent to College of
Business Administration for consideration in its end of semester meeting. The analyzed report will
prove to be valuable feedback and shall help to introduce changes in courses such as change of
instructors, change of textbooks, and change of instruction methods.

e According to the University’s policies and regulations, each faculty member is evaluated by the
students every semester for continuous professional development of the program.

e USTF has a standard faculty annual evaluation folder in its network that is used to assess the faculty
members as per the three areas of evaluation namely, Teaching, Research, and Service.

e As far as teaching is concerned, an instructor is evaluated on the basis of course development,
instructional strategies, designing online courses and performance in the classroom. Performance
in the classroom is evaluated every semester by the students for enhancement and enrichment of
that course. A faculty member is evaluated based on his/her scientific research based on his/ her
research papers, books published, participation in scientific conferences and research agenda for
the development of the department and the university.

e The other criteria, Service, provide information on the faculty members’ ability in the development
and implementation of the training program in and outside USTF, practicing the profession in their
area of specialization and contributing to the administration and organization of the academic
programs in which they are involved. Apart from these, faculty members’ active involvement with
students’ academic advising is also evaluated regularly as per the standards of the university.

9| USTF Policies Related to Graduate Studies
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9.1 Deanship of Graduate Studies and Research Policies and Procedures

Policy Name Deanship of Graduate Studies and Research Policies and Procedures
Policy Owner Deanship of Graduate Studies and Research Reviewed Annually
Approved By Vice Chancellor for Academic Affairs Approval Date

Policy Statement

Research and graduate studies at USTF are managed by the Dean of Graduate Studies and
Research (DGSR), who reports to the Vice Chancellor for Academic Affairs. The DGSR
is responsible for conducting all day-to-day operations related to research, technology, and
graduate studies to provide support and guidance for USTF’s faculty engaging in research and
for students in the master’s program. The Council for Graduate Studies and Research (CGSR)
is chaired by the Dean of Graduate Studies and research and include representatives from all
USTF colleges. The council discusses the proposals of new graduate programs, faculty
conference delegation, and all matters related to graduate studies and research.

Policy Purpose

The Deanship of Graduate Studies and Research (DGSR) develops policies and procedures
governing graduate programs and research at the University. The DGSR aims to achieve the
objectives of activities related the USTF’s Strategic Goal (2): "Performing high quality,
applicable and impactful research, and intellectual contribution". The DGSR assists the CGSR
in enhancing the quality, relevance, volume, and impact of research carried out at USTF and
for improving the effectiveness of existing graduate programs and developing new graduate
programs that meet the need of Fujairah Emirate and the UST. The DGSR shall take all
necessary steps to promote research and graduate studies at the University.

Definitions

Deanship of Graduate Studies and Research: The DGSR is responsible for conducting the
operations related to research, technology transfer, and graduate studies and Research at the
University.

Council for Graduate Studies and Research: The CGSR develops policies and procedures for
enhancing the quality, relevance, volume, and impact of research carried out at USTF and for
enhancing the effectiveness of existing graduate programs.

College Research Committee: The purpose of CRC is to take all necessary actions to promote
research in the college. These actions include development and implementation of
procedures for funded research projects, mechanisms for projects evaluation, and payment
of compensation to researchers.

Research Ethics Committee: A Research Ethics Committee (REC) ensures that research work
involving human or animal objects follows specified University guidelines. The REC will
develop and apply policies and guidelines in accordance with all applicable national and
international standards.

Research Conference Committee: The main task of RCC is to make recommendations
concerning participation of faculty members in academic conferences for the purpose of
presenting a research paper.
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Deanship of Graduate Studies and Research

Vision

The Deanship of Graduate Studies and Research will achieve worldwide recognition of
excellence for University of Science and Technology of Fujairah (USTF) graduate programs,
research, and scholarly work by providing strategic leadership and comprehensive support to
faculty, graduate students, and the external community.

Mission

The Deanship of Graduate Studies and Research is committed to promoting excellence in
graduate studies and research through its well-defined policies, efficient procedures, and
funding mechanisms as well as support for developing effective partnerships and
collaborations with academic and non-academic institutions locally, regionally, and
internationally.

Goals

e Promote excellence in graduate studies, research, and scholarly work.

e Ensure consistency and compliance of all graduate programs with relevant policies.

e Foster a vibrant and stimulating research ecosystem at USTF.

e Increase the number of faculty members publishing in peer-reviewed high-quality
journals.

e In collaboration with colleges and departments, define research targets and extend
support to achieve these targets.

e Enhance the quality and relevance of existing graduate programs on continuous basis.

e Encourage initiation of new graduate programs reflecting global trends and catering to
local and regional market needs.

e Develop and implement an effective internal funding mechanism to provide research
grants to faculty in all colleges.

e Provide opportunities to faculty and graduate students to obtain external research grants
and nurture partnerships with organizations and businesses.

e Assist colleges in recruiting outstanding graduate students through graduate scholarships
and awards from internal as well as external sources.

e Encourage multidisciplinary research among various colleges and departments.

e Enhance the research culture in USTF by organizing annual Research Day and other
activities including research awards for outstanding faculty and students.

e Assist colleges in organizing national and international scientific conferences.

e Assist and oversee the operation of College Research Committees in all colleges to
promote and encourage multi-disciplinary research activities between colleges.

e Promote the culture of research at undergraduate level.

e Cooperate with colleges in developing joint graduate programs with international
academic institutions.
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e Develop, periodically assess, and modify policies and procedures to continuously enhance
the quality of research and graduate programs at USTF to meet international quality
standards and achieve excellence.

Council for Graduate Studies and Research (CGSR)
Purpose of CGSR

The Council for Graduate Studies and Research (CGSR) will be established under the
Deanship of Graduate Studies and Research (DGSR) with the mandate of developing policies
and procedures for significantly enhancing the quality, relevance, volume, and impact of
research carried out at USTF and for enhancing the effectiveness of existing graduate
programs and development of new graduate programs. It shall take all necessary steps to
promote research and graduate studies at USTF.

Role of Council Members

The Council members will contribute to achieving the vision, mission, and goals of the
Deanship of Graduate Studies and Research. They will play a leading role in promoting
graduate studies and research in their respective colleges.

College Research Committee (CRC)

A College Research Committee (CRC) shall be formed in each college. Each college
Dean is responsible of the composition of the CRC of her/his college. It shall have at least one
member from each department in the college. The purpose of CRC is to take all necessary
actions to promote research in the college including internally- and externally funded
research. These actions include development and implementation of procedures for
internally-funded research projects, mechanisms for projects evaluation and payment of
compensation to researchers for externally-funded projects, establishing and maintaining
contacts with external funding sources, spreading awareness among all faculty members
about research funding opportunities, providing administrative support to faculty members
for obtaining external funds, and continual follow-up of research projects. The CRC shall
encourage and support all research activities in the College. The CRCs shall be responsible for
implementing the policies and procedures of the DGSR and CGSR in their respective colleges,
evaluation of submitted research proposals, making recommendations to the CGSR to fund
the selected research projects, and reviewing the progress and final reports of funded
projects. The CRC, under the guidance of the College Dean, shall develop strategic research
plan and policy for the college including the research objectives and KPIs. The CRC of each
college is responsible for developing clearly formulated and measurable research criteria
against which faculty members will be assessed.

Research Ethics Committee (REC)

A Research Ethics Committee (REC) shall be formed under the DGSR to ensure that
research work involving human or animal objects follows specified University guidelines. The
REC will develop and apply policies and guidelines in accordance with all applicable national
and international standards. These policies and guidelines shall be approved by the Dean of
Graduate Studies and Research and the VCAA. The Dean of Graduate Studies and Research

s

www.ustf.ac.ae Page 98



Y
y Graduate Catalog

Gy1aall i dyia g | & sala
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

shall appoint the Head of REC with the approval of the VCAA. All research work conducted at
USTF that requires ethical approval of the research project must obtain a Certificate of Ethical
Clearance (CEC) from the REC before initiating the project. This requirement is applicable to
both funded and non-funded projects.

Research Conferences Committee (RCC)

The main task of RCC is to make recommendations concerning participation of faculty
members in academic conferences for the purpose of presenting a research paper. The role
and functioning of the RCC shall be in accordance with the “Policy on Research Conferences”.

Research Policies and Procedures

Policies

e USTF considers research among the most important responsibilities of its faculty
members. It encourages, facilitates, and supports research activities in all disciplines.

e All USTF faculty members are expected and encouraged to conduct research and engage
in scholarship as well as publish and share their findings.

e An USTF faculty member is expected to publish at least two peer reviewed research
papers each year.

e Faculty members can conduct academic or practice-oriented research in their area(s) of
specialization and participate in multi-disciplinary research. They can also conduct
pedagogic research.

e Each faculty member is expected to publish at least two peer-reviewed Journal research
paper per academic year.

e The research performance of faculty will be a key factor in their annual evaluation as well
as for their promotion to a higher rank.

e College Deans, in coordination with the DGSR, are responsible for developing and
implementing a concrete research plan and a strategy aligned with USTF strategic plan. In
coordination with the CRCs, they shall define research objectives for their college and KPls
for measuring the achievement of these objectives.

e Each college shall specify and get approved its research budget. Once the research budget
has been officially approved for each college, it shall be transferred to the account of
DGSR. The DGSR shall provide the funding for all approved research projects, based on
the recommendations of the CRC and the Council for Graduate Studies and Research
(CGSR), and approval of the Dean of GSR and VCAA (as applicable). The funding for
approved research projects for each college shall be provided from the allocated research
budget for each college. The DGSR may also utilize its own budget to promote research at
USTF.

e The DGSR shall provide grants for research projects on college-wide competitive basis in
accordance with its policies for internal research funding.

e USTF shall support and facilitate Collaborative Research conducted in cooperation with
public and private institutions and industry.
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e The University, through the DGSR, shall assist faculty members for obtaining research
grants from external sources.

e The DGSR shall develop and implement a Distinguished Visiting Researcher (DVR) program
which aims at inviting eminent scholars to give lectures at USTF, and to interact with
faculty and students on research projects.

e Researchers shall follow the highest ethical standards in all aspects of their research work.
They shall also abide by the applicable confidential requirements.

e Researchers shall abide by the University policies on Intellectual Property Rights.

e In some special cases, the teaching load of an outstanding researcher may be reduced
with the approval of the College Dean and the Vice-Chancellor for Academic Affairs
(VCAA).

e The College Deans shall submit an annual report on research accomplishments to the
DGSR and the Office of Institutional Planning and Effectiveness (OIPE). They shall also
submit to DGSR a plan regarding proposed research projects for the next academic year.

e A Research Ethics Committee (REC) shall be formed under the DGSR to ensure that
research work involving human or animal objects follows specified national and
international standards and guidelines.

e Outstanding researchers will be recognized and rewarded by the University.

e USTF will not tolerate research misconduct including fabrication, falsification, or
plagiarism in carrying out research or publishing its results.

Procedures

e The DGSR, in collaboration with College Research Committees, will take all necessary
actions to promote research at USTF including internally- and externally funded research.
These actions include development and implementation of procedures for internally
funded research projects, mechanisms for projects evaluation and payment of
compensation to researchers for externally-funded projects, establishing and maintaining
contacts with external funding sources, spreading awareness among all faculty members
about research funding opportunities, providing administrative support to faculty
members for obtaining external funds, and continual follow-up of research projects, etc.

e The DGSR shall form a Research Ethics Committee (REC), at the University level, with well-
defined role and objectives.

e The DGSR shall develop a systematic procedure for rewarding outstanding researchers at
USTF on a yearly basis.

e FEach College Dean, in consultation with the College Research Committee (CRC), will
submit research projects planned for the following academic year and accordingly
propose the required research budget.

e The DGSR will hold workshops/seminars to spread awareness about research policies and
procedures as well as funded research opportunities.

e All support departments including the Office of Human Resources and Office of Finance
shall be made aware of the new policies, especially those involving Research Assistants.
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They shall also be directed to provide full support for promoting research at the
University.

Policies and Procedures for Internal Funding

Policies

e USTF will provide funds to support research projects in all colleges on a competitive basis.

e All faculty members are eligible to apply for internal research funds either on individual
basis or by forming research groups and teams, including interdisciplinary teams. Priority
for allocation of funds will be given to proposals with potential publications in journals of
high impact factors or high-quality category (such as A*, A, B, and C) or proceedings of
prestigious research conferences as recommended by CRCs and approved by the
Deanship of Graduate Studies and Research. Preference will also be given to projects that
are likely to receive external funds in the future.

e Projects focusing on important research areas for the Emirate of Fujairah, UAE and the
Arab region will also have high priority.

e The competition for the award of funds will be held at least once and at most twice per
academic year by the DGSR.

e No financial compensation will be provided to faculty members from internal research
funds. However, compensation can be provided to students and others working on the
funded project as Research Assistants.

e The research funds may be utilized for the purchase of components, parts, software, or
other resources needed for successful completion of the project, as approved by the
DGSR.

e USTF shall provide sufficient budget to the DGSR to cater to the needs of high-quality
research projects in all colleges.

e The Dean of Graduate Studies and Research shall have the authority to approve funding
for research projects with an upper limit of AED 50,000 per project. The funds will be
granted only for projects recommended by the CRCs and the CGSR. The maximum
duration for completion of such projects shall be 12 months.

e For research projects with funding requirement exceeding AED 50,000, the Dean of
Graduate Studies and Research shall submit a request for funding approval to the VCAA
provided that the project has been recommended by the CGSR.

e Funding for research projects with maximum funding requirement of AED 15,000 can be
directly approved by the College Deans upon the recommendation of the CRCs. Such
projects do not require the approval of the DGSR. The funding for such projects shall be
provided by the DGSR upon the recommendation of the College Dean. This funding will
be provided from the approved research budget of the college requesting the grant.

e The DGSR will monitor the progress of funded research projects through CRCs headed by
the Members of CGSR in their respective colleges.

Procedures
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e The DGSR, with input from all members of the CGSR, will develop and maintain a complete
mechanism for competitive award of research funds on an annual basis or at most twice
yearly.

e Once the mechanism has been established, the DGSR will announce the deadline and
procedure for applying for internal research funds.

e The DGSR will follow the specified procedure for evaluation of all submitted proposals.

e The evaluations will be done college-wide by the CRCs.

e Final approvals will be communicated to the Principal Investigator, Head of the
Department, and the College Dean by the DGSR.

e The maximum fund for a research project awarded by DGSR is limited to AED 50,000. For
projects seeking higher funding amounts, approval of the Vice-Chancellor for Academic
Affairs (VCAA) will be sought.

e The Principal Investigator will coordinate with the concerned CRC for utilization of
approved funds in accordance with specified procedures.

e The Principal Investigator will be responsible for submitting progress report(s) as well as
the final report to the DGSR. The Principal Investigator will also be responsible for closing
all accounts related to the internally funded research project at the completion of the
project.

e Forresearch projects with research budget of up to AED 15,000, project evaluation will be
carried out by the College Research Committee and the award will be granted by the
College Dean for purchase of components, parts, materials, etc. as well as payment to
Research Assistants. The College Research Committee shall monitor the progress of all
projects awarded by the College Dean.

Policies and Procedures for external Funding

Policies

e All faculty members are encouraged to seek external research funds. Such grants shall be
recognized in the annual assessment of faculty members.

e USTF will facilitate the process of obtaining research funds from external agencies or other
sources through the DGSR and other offices.

e The DGSR will establish and develop ties with various national, regional, and international
funding agencies and organizations.

e The DGSR will inform faculty members about forthcoming research grant opportunities
and their deadlines. It will also provide administrative support to interested faculty
members to apply for the research grants in accordance with university rules and
regulations as well as the requirements of the corresponding funding agency.

e For externally funded projects, the researchers are eligible to include, if permitted by the
funding agency, compensation for their time and effort. The compensation amount can
then be included in the proposed budget submitted to the DGSR.
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e The researcher(s) can get release time of 3 credit hours in their teaching load per
semester, for one academic year, by paying the University, through an external research
grant, an amount corresponding to the teaching load, as determined by the University.

e Thisamount shall be based on the ratio of required release time and the full-time teaching
load per semester year for the concerned faculty member.

e USTF has the right to receive compensation to cover direct and indirect expenses related
to the project. Such expenses include, but not limited to, the overhead cost for its human
resources and facilities. As such, the University can add overhead charges up to maximum
20% of the project budget proposed by the Principal Investigator. This amount will be
added in the proposed budget and the final budget will be then submitted to the funding
agency.

e The DGSR will be responsible for signing the agreement in accordance with all relevant
University policies including intellectual property rights.

e The DGSR shall maintain close links with all relevant centers in USTF in order to provide
opportunities for faculty members to obtain externally funded research projects.

Procedures

e The DGSR will develop detailed criteria regarding externally funded projects. Such criteria
will ensure that the individual faculty member or a research group seeking external funds
has the necessary expertise and access to required facilities and resources to undertake
the project and successfully complete it. It will also ensure that the project under
consideration is consistent with the mission and goals of the University and has secured
the approval of the Research Ethics Committee (REC), if so required.

e The DGSR will prepare appropriate documents and proposal approval forms and provide
them to all College Research Committees along with procedures for proposal submission
and its evaluation.

o Accepted proposals will be subsequently completed by the researcher or research group
in all aspects considering the specific requirements of the funding agency and following
the financial guidelines of the DGSR. The DGSR, after adding the overhead charges in the
proposed budget and carrying out final internal review, will submit the proposal to
funding agency prior to the specified deadline.

e The DGSR will initiate and contribute in negotiations between the Principal Investigator
and the funding agency.

e Upon award of external funding for proposed project, the DGSR will inform the Principal
Investigator, the Head of the Department, College Dean, and all concerned departments.

e A University Research Account (URA) shall be established for all externally funded
research projects. For each project, a separate sub-account will be opened. The
subaccounts will be managed by the DGSR in cooperation with the Principal Investigator
(PI) for each project.
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e The DGSR will ensure that the project is started on time and funds are readily available to
the Principal Investigator as and when required in accordance with the pre-defined
timeline.

e The DGSR, through the relevant CRC, will monitor the progress of the project comparing
it with the specified targets defined in the project proposal.

e At the completion of the project, the Principal Investigator will submit the final report to
the DGSR that shall be forwarded to the funding agency.

Policies and Procedures for Research Assistants

Policies

e To facilitate and promote research at University of Science and Technology of Fujairah,
researchers and research teams are eligible to hire part-time Research Assistants (RAs)
through their internally- and externally funded research projects.

e The Research Assistants (RAs) could be graduate students, recent graduates, or highly
talented senior undergraduate students.

e Senior undergraduate students can also be hired as RAs for research projects directly
awarded by the College Dean (for research budget up to AED 15,000), especially in
departments that do not offer any graduate program.

Procedures

e The Pl and his/her research team are authorized to announce the position, short-list the
candidates, and select the RA as per the requirements of the research project and the
nature of tasks to be accomplished by the RA.

e The payment to RAs could vary from AED 25 to 40 per hour depending upon their
qualifications and experience.

e If the RA is from USTF, the maximum number of allowed working hours is 15 hours/week,
after getting the approval of the concerned HOD and Dean.

e The minimum CGPA required for RA position is 3.0 out of 4.0 for recent graduates and
undergraduate senior students.

e Undergraduate RAs shall be full-time students either in their final year of studies or they
have completed all course work and are engaged in their mandatory internship.

e The appointment of RAs is generally for Fall and Spring semesters. However, they may also
be appointed to work during the summer term upon approval from the DGSR.

e The selected RA shall fill the Research Assistant Hiring Form and the PI shall submit this
form to the Head of the CRC.

e The Pl will be informed by the Head of CRC after the approval for the specified TA has been
obtained from University of Science and Technology of Fujairah Office of Human
Resources.

e The payments to RAs will be made after written approval of the Pl and in accordance with
the University regulations.
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¢ In case of non-satisfactory performance, the RA will be given a written notice by the PI. If
there is no noticeable improvement in the performance, the Pl can request the DGSR
through the Head of the concerned CRC for termination of the appointment. The RA will

be informed accordingly by the DGSR.
e The RA shall abide by all rules and regulations of USTF, including those related to research

work, intellectual property, and patents.
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Deanship of Graduate Studies and Research (DGSR)

Application for Internal Research Grant

Guidelines

e Completely fill the below application form and submit it, by the specified deadline, to the
Head of your College Research Committee (CRC).

e The duration of the research project should not exceed 12 months.

e Theresearch grant approved by the DGSR is limited to AED 50,000 per project. For higher
amounts, the approval of Vice-Chancellor for Academic Affairs (VCAA) shall also be
required.

e  Research Assistants (RAs) could be graduate students in USTF or other academic/research
institutions within or outside UAE, recent graduates, or highly talented senior students.
Estimated amount for per hour payment to RAs could vary from AED 25 to 40 depending
upon their qualifications and experience. If the RA is from USTF, the maximum number of
allowed hours per week is 15, after getting the approval of the concerned HOD and Dean.
If the RA is from outside UAE, special permission is required from the VCAA.

e  Evaluation criteria will consider, among other factors, the quality of research proposal,
required budget, and expected number of publications in journals of high impact factor
or high-quality category or proceedings of prestigious conferences as classified by the CRC
in each College and approved by the DGSR.

e Teamwork, inter-disciplinary teams, and teams including members from industry,
academic institutions, etc. are encouraged.

e Internal research funding is quite competitive and research funds will be awarded for each
college based on uniform evaluation criteria.

e For research proposals requiring clearance from the Research Ethics Committee (REC),
kindly attach the approval letter from REC.

s

www.ustf.ac.ae Page 106



Y
y Graduate Catalog

Gy1aall i dyia g | & sala
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

Application Form

College: Research Duration (months):
Research Title:

Proposal ID Number: (to be assigned by the DGSR)
Research Type: 0OBasicResearch  OApplied Research oPedagogic Research
Research Team Members:

Researcher Academic Rank or Affiliation Specialization
Designation

Principal Investigator (PI)
Co-Investigator #1
Co-Investigator #2
Co-Investigator #3
Proposal Abstract and Objectives (maximum 350 words):

Expected Research Outcomes (maximum 300 words):

Research Methodology (maximum 500 words)

Research Contribution and Usefulness (maximum 300 words) [Main contribution in the field

of research]

How does the research project fit within USTF 2018-2023 Strategic Plan (300 is the
maximum number of words).

Track Record of Research Team (maximum 500 words)

[Provide atrack record of the researchers involved with regards to the proposed research area.

Include some recent references of Pl and his/her team related to the proposal research
field.]

Work Plan with Timeline
[Define main tasks of the research project and completion time needed for each task. The

entries shown below are for illustrative purpose only.]

Months
No. | Tasks 1/2[3|4|5]6|7]8 |9 |10 |11 |12
1 Problem Formulation
2 Analysis
3 Simulation
4 Report Writing ‘

Justification for Funding (maximum 500 words)

[What is the rationale for funding including need for RA (if required)?]
Requested Funds

[Please detail the funding requirements for the above proposal, adding additional

rows/categories asrequired. The entries shown below are for illustrative purpose only.]

Items Amount (AED)
Equipment/Hardware

Software/Simulators

Consumable Materials/Components

Travel for Field Testing or Data Collection

Research Assistant (specify no. of hours/week and no. of weeks)
TOTAL
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Deliverables and Targets
The Project Progress Report must be submitted after completion of half the project duration.

Within one month of the completion of the project duration, a final report shall be submitted
to the DGSR through CRC Head.

Expected number of publications in journals of high impact factor or high-quality category =
Expected number of publications in proceedings of highly prestigious conferences=

Ethical Issues

Does the project involve samples of animals or humans, or it is concerned with other ethical
issues that would require specialapprovals? oOYes oNo

If the answer is Yes, please attaching the approval letter from Research Ethics Committee
(REC).

Pledge by Principal Investigator (Pl)

If the above proposal is accepted by the Deanship of Graduate Studies and Research and
research funds are granted, | affirm that | will settle all accounts related to this research
proposal.

Name of PI Signature Date
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Deanship of Graduate Studies and Research (DGSR)

Part-time Research Assistant Hiring Form

Guidelines:

e After obtaining the approval of the DGSR for hiring a part-time Research Assistant (RA),
the Principal Investigator (PI) shall get this form completed from the selected RA and
submit it to the Head of her/his College Research Committee (CRC).

e The Pl will be informed by DGSR after the approval of the selected RA has been obtained
from University of Science and Technology of Fujairah Office of Human Resources.

e Ifthe RAis from outside UAE, special permission is required from the VCAA.

e Payment to RA shall be made in instalments as determined by the CRC and in accordance
with the University regulations.

e For any further information or clarification, please contact the Head of CRC of your
College.
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Application Form

Proposal ID Number (as assigned by the DGSR):
Research Title:

College: Expected Start Date:
Principal Investigator:

Name: E-mail:

Phone (office): Mobile:

Research Assistant:

Name: Affiliation: E-mail:

Phone (office): Mobile:

Assigned Tasks for Research Assistant (RA):

[Provide details of specific tasks assigned to the RAthat he/she must accomplish within
specified period. The nature of tasks could be data collection, analysis, simulation, lab work,
etc.]

Number of working hours per week =

Duration (number of weeks) to accomplish the assigned tasks =

Rate (AED/hour) = Total Amount = AED

Pledge by Research Assistant:

| affirm that I will complete all the above-mentioned tasks assigned to me by the Principal

Investigator (PI) to the best of my abilities and submit the results to Pl ontime.

Name of Research Assistant Signature Date
Name of Principal Investigator Signature Date
Note:

e Attach latest CV of Research Assistant.

e If the Research Assistant is from University of Science and Technology of Fujairah,
kindly attach the approval or NOC from the concerned HOD and Dean.

e Ifthe Research Assistant is from outside UAE, kindly attach special permission
obtained from the VCAA.
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Deanship of Graduate Studies and Research (DGSR)
Research Proposal Evaluation Form

Instructions:

e Eachresearch proposal will be evaluated by the College Research Committee (CRC), which
is headed by the Member of CGSR representing that college.

e The CRC can appoint reviewers from within or outside the College and USTF.

e The review process shall be completed within one month after the specified deadline for
receiving research proposals.

e The CRCshall rank all reviewed proposals in the order of their overall review grades based
on the quality of proposed research work, expertise of researchers in the proposed
research area, and expected number of publications in journals of high impact factor or
high-quality category, or proceedings of prestigious conferences as classified by the CRC
in each college and approved by the DGSR. However, the CRC shall also consider the
required budget for each proposal and the total budget available when making the final
recommendations.

e Any grievance from a Pl shall be submitted directly to the Dean of Graduate Studies and
Research.
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Evaluation Form
Proposal ID Number (as assigned by the DGSR): Research Title:
College:
Principal Investigator:
Requested Funding (AED) = Remarks of Proposal Reviewers
Evaluation Criteria and Grading:
For each of the following criteria, the score range shall be from 0 to 5 as follows:

Excellent (5) Very Good (4) Good (3) Fair (2) Poor (1 or 0)
No Criterion Score

1 | Clarity of research proposal and its objectives
2 | Feasibility of expected outcomes
3 | Relevance and explanation of research methodology
4 | Significance of research contribution and its usefulness in scientific field and/or to

society
5 | Track record of researchers in relation to the submitted research proposal
6 | Rationale for requested budget and how reasonable it is for proposed research

TOTAL (out of 30)

College Research Committee Decision:
The College Research Committee, inits meetingheldon........ , hasdiscussed the proposal, its
evaluation by reviewers as well asits overall rankingamong submitted proposals, and
accordingly decided by a majority vote that:

O Proposal is approved with requested funding of AED ......

O Proposal is approved with modified funding of AED ......

O Proposal is not approved due to the quality/merit of research proposal.

O Proposalisnotapproved dueto its lower ranking considering available funds.
Remarks by Head of the College Research Committee (Member of CGSR):
Remarks by the College Dean:

Head, College Research Committee Signature Date
College Dean Signature Date
Dean of GSR Signature Date
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Related Policies

e Research Strategy

e Research Ethics Policy

e Student Involvement in Research Policy

e Commercialization of Research Output Policy

e Research Strategy

e Research Publication Compensation Policy

e Research Conference Policy

Document History

Version Date Update Information Owner

Graduate Catalog

Reviewer Approval

V1.0 14/10/2020 | Approval as a New Policy Deanship of Graduate Studies and Research VCAA BOT
V2.0 08/02/2021 | Approval as Updated Policy | Deanship of Graduate Studies and Research VCAA BOT
V3.0 06/02/2023 | Approval as Updated Policy | Deanship of Graduate Studies and Research VCAA BOT
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9.2 Graduate Admission Policy

Policy Name Graduate Admission Policy
Policy Owner Vice Chancellor for Academic Affairs Reviewed Annually
Approved By Council for Academic Affairs Approval Date

Policy Statement

Admission to a specific program of study implies admission to USTF. However, admission to
a particular program does not imply automatic admission to any other program. For students
who do not meet all the admission requirements at the time of application, admission will be
considered conditional, or their established equivalent, being met within the prescribed time
periods and subject to the conditions outlined in this policy.

Policy Purpose

This document sets out USTF policy on admissions to the graduate programs, and it is applied
by the Office of Admissions and Registration (OAR). USTF does not discriminate in recruitment
and admissions based on ethnicity, religion, disability, immigration status, gender, or other
such considerations.

Definitions

¢ University: University of Science and Technology of Fujairah (USTF).
e Admissions Period: The period during which applicants can submit their admission

application to the Office of Admissions and Registration.

o Application Level: Admission application category, whether undergraduate, graduate or
transfer.
o Active Application: An application that is not marked as “Cancelled”, “Expired”,

“Enrolled”, “Rejected”, or “Declined”.

¢ Admissions Offer Letter: A letter issued by the Office of Admissions and Registration and
sent to the applicant notifying him/her that he/she has been admitted in one of the
programs he/she has applied for.

e Application Rejection Letter: A letter issued by the Office of Admissions and Registration
and sent to the applicant notifying them of the rejection of their admission application.

e Waiting List: A list in which the college temporarily places students until a seat for the
selected program is available. Only students who opted for the waiting list on their
application can be placed on the list.

¢ Admission fee: The fee collected to process the admission application.
¢ Admission and Registration Fee: The fee collected to process a student’s application and

registration throughout his/her study at the University.
e Application ID: A generated number, to be used as a password, to track the status of the
submitted application before a decision is taken.

e Dean of Admissions and Registration: The head of the Deanship of Admissions and
Registration at the University.

Full Admission Requirements for master’s Level Programs
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For Full admission, the applicant must satisfy the following:
e The applicant for Master's programs is a holder of a Bachelor’s degree in the same field
as that of the program applied for, with a minimum cumulative GPA of 3.0 on a scale of
4.0, or its equivalent.
e The applicant’s Bachelor’s degree was issued from an accredited university recognized by
the Ministry of Education - Higher Education Affairs, UAE.
e The applicant achieved the minimum required score of proficiency test in English with a
valid certificate as the following:
= For Master's programs taught in English, the applicant has achieved an EmSAT English
with a minimum score of 1400 or its equivalent (Applicants for Master programs
taught in English may be exempted from the English proficiency requirement only for
students who undertook all their schooling (K-12) plus a Bachelor’s degree in English
in a reference English-speaking country (e.g., UK, USA, Australia, and New Zealand).

= The applicant for the graduate programs taught in Arabic has achieved a minimum
score of 1250 in EmSAT "Arabic".

= The applicant has paid the application fee.

Conditional admission requirements for Master programs
Conditional admission may be granted if the applicant fulfills the above listed general
conditions of full admission, but his/her CGPA is between 2.0 and 2.99, or if (the program is
taught in English) his/her EmSAT English score is between 1250 and less than 1400 or its
equivalent.
a. Conditional admission due to non-fulfillment of CGPA requirement.
If the applicant has achieved an EmSAT English or its equivalent with a minimum required
score and has a recognized Bachelor’s degree with a minimum cumulative grade point
average (CGPA) of 2.5-2.99 on a 4.0 scale or its equivalent, he/she may be conditionally
admitted to the Professional Postgraduate Diploma in Teaching program or for the Master
programs. Such a student under this category will be allowed to continue in the program
only if he/she meets the following conditions:
= take six credit hours of courses from the program study plan (as per the advice of
his/her academic advisor) in the first semester of study and
= achieve a minimum CGPA of 3.0 on a 4.0 scale. by the end of his/her first semester.
» Failure to meet the above conditions will result in dismissal from the program.
a.2. If the applicant has achieved an EmSAT English or its equivalent with a minimum
required score and has a recognized Bachelor’s degree with a minimum cumulative
grade point average (CGPA) of 2.0 - 2.49 on a 4.0 scale or its equivalent, he/she may
be conditionally admitted to the Professional Postgraduate Diploma in Teaching
program or for the Master programs. Such a student under this category will be
allowed to progress to the graduate program only if he/she meets the following
conditions during the first semester of conditional admission or be subject to a
dismissal:
= Must take a maximum of nine graduate-level credit hours as remedial preparation
for the graduate program (these remedial courses are not for credit within the degree
program).
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=  Must achieve a minimum CGPA of 3.0 on a 4.0 scale in these remedial courses to
progress to the graduate program.

b. Conditional admission due to non-fulfillment of English Proficiency requirement

If the applicant has achieved an EmSAT English with a minimum score of 1250 or its

equivalent (for the Master programs taught in English) with a recognized Bachelor’s

degree and a minimum cumulative grade point average (CGPA) of 3.0 on a 4 scale, he/she

may be conditionally admitted to the Master program. Such a student must meet the

following requirements during the first semester of conditional admission or be subject

to a dismissal:

= Must take six credit hours in the first semester of study, not including intensive English
courses.

=  Must achieve a minimum CGPA of 3.0 on a 4.0 scale, in the first semester.

= Must achieve an EmSAT English with a minimum score of 1400 or its equivalent, by
the end of the student's first semester of study.

c. If the applicant for the programs taught in Arabic has a recognized Bachelor’s degree
with a minimum cumulative grade point average (CGPA) of 3.0 on a 4.0 scale, but has not
achieved the required score on the English proficiency test and /or the required score in
EmSAT "Arabic", such a student may be conditionally admitted and must meet the
following requirements during the first semester of conditional admission or be subject
to a dismissal:
= Must take six credit hours in the first semester of study, not including the remedial
English, Arabic courses.

= Must achieve a minimum CGPA of 3.0 on a 4.0 scale, in the first six credit hours of
credit-bearing courses studied for the graduate program.

= Must achieve an EmSAT English with a minimum score of 950 or its equivalent, by the
end of the student's first semester of study.

= Must achieve an EmSAT Arabic with a minimum score of 1250 by the end of the
student's first semester of study.

d. To get out of Conditional Admission

According to Stipulation (6.3.6) of section 6.3 (Graduate Admission) in the 2019 CAA

standards, a student get out of conditional admission if he/she has to:

= achieve the EmMSAT exam at a score of 1400 or equivalent, by the end of the student's
first semester of study;

= Pass the intensive English courses; and

= achieve a minimum CGPA of 3.0 on a 4.0 scale, or its established equivalent, in the first
six credit hours of credit-bearing courses studied for the graduate program.

Admission to Master Bridge (Foundation) Program
The Bridge (Foundation) Program is a program intended to bridge the gap between a
student’s prior work (Bachelor’s degree) and the background required for the Master’s
program he/she is entering. The courses in a bridge program typically do not carry degree
credit.
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The program coordinator may consider admission applications to the foundation program
from students who satisfy the admission requirements of the program, but they are
holders.

To transition from the foundation/ Bridge program to the Master program, a student must:

= Pass all the registered foundation courses specified by the program coordinator and
obtain an average “B” grade to be admitted to the program.

= Or obtain the (Management Appreciation Program) certificate For the MBA programs.

» Achieve an EmSAT English or its equivalent with a minimum, required score for his/her
graduate program.

Re-admission of Former Students

Students, whose studies have been interrupted for any reason for more than one year, will
have to re-apply for admission. To be eligible for re-admission, the applicant has to meet the
following criteria:

e The applicant can only be admitted to the same program they were studying in if it is still
being offered by the University.

e The applicant was not subject to academic or behavioral dismissal from the University.

e The student was not in unsatisfactory academic standing.

e The applicant must satisfy the admission requirements in effect at the time of
readmission.

e The applicant’s previous fees, charges and dues owed to the University have been paid.

e Seats for the program the applicant wants to join are available.

Documents Required for Admission to a Graduate Program
Application form, which may be obtained from the Admissions and Registration Deanship, to
be filled in by the applicant:

e UAE Secondary School Certificate, or its equivalent

e Certified copy of the bachelor’s degree certificate or its equivalent,

e Certificate copy of the grade transcript

e Certificate of proficiency in English language, e.g., TOEFL with a minimum score 550 in
TOEFL or its equivalent

e Photocopy of valid passport

e Ac copy of UAE ID card for UAE residents

e Health certificate, issued by a university doctor.

e Certificate of good conduct, issued by an official body.

e Six recent passport-size photographs

e Two reference letters

e A written commitment signed by the applicant that he/she will observe university rules
and regulations.

e USTF does not take into consideration Institutional TOEFL scores obtained in another
institution.

e If the bachelor’s degree is obtained abroad, the applicant must apply for Equivalency of
his/her degree at the Ministry of Education (MoE), UAE.
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Equivalency of Documents
Newly admitted students are requested to have their documents certified before the end of
the first semester of study, otherwise their registration will be cancelled.

e The bachelor’s degrees obtained in the UAE must be certificated by the MoE, UAE.

e Bachelor degree obtained abroad must be certificated by the MoE, and either by the
Ministry of Foreign Affairs of the country of origin and the UAE embassy in that country,
or by the embassy of the country, which issued the certificate, and by the UAE Ministry of
Foreign Affairs.

e The certificate must be equated by the Ministry of Education.

Admission Validity
Admission to a Graduate program is valid for a full semester.

Admissions and Registration Fees
Applications will be processed by the Office of Admissions and Registration only after
payment of the non- refundable application and registration fees.

Related Policies

e Undergraduate Admission Policy

e Transfer Admission Policy

e Advanced Standing Policy and Procedures

e Prior Learning Assessment and Recognition Policy

Document History

Version ‘ Date ‘ Update Information Owner Reviewer Approval
V1.0 27/03/2019 | Approval as a New Policy VCAA CFAA BOT
V2.0 08/02/2021 | Approval as Updated Policy VCAA CFAA BOT
V3.0 06/02/2023 | Approval as an Updated Policy VCAA CFAA BOT
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9.3 Student Disciplinary Policy

Policy Name Student Disciplinary Policy
Policy Owner Deanship of Student Affairs Reviewed Annually
Approved By Vice Chancellor for Academic Affairs Approval Date

Policy Statement

The policy is developed by administrators and educators to create a safe and positive
learning environment for all students. A student disciplinary policy is a set of rules and
guidelines that outline the expectations for student behavior and the consequences for failing
to adhere to those expectations. The student disciplinary policy deals with prohibited
behaviors, such as cheating, bullying, or vandalism to facility etc. the policy also describes the
response will be taken to a violation such as a warning, detention, or suspension.

Policy Purpose

The aim of this policy is to ensure that allegations of non-academic misconduct at Regent’s
University London (Regent’s) are dealt with fairly and appropriately. The objective of this
policy is to define the types of actions that would be considered by Regent’s to constitute acts
of non-academic misconduct, and to provide clear information to staff and students on how
allegations of such actions are to be dealt with. The Student Disciplinary Policy relates to
matters of non-academic misconduct. Procedures relating to matters of academic misconduct
can be found in the University Academic Regulations.

Policy Details

All members of USTF, including students, are expected to conduct themselves in accordance
with the regulations of the University, and the laws of the UAE. USTF students are requested
to play an exemplary and positive role in enhancing the reputation of the University by:

e demonstrating a clear commitment to their own learning;
e conforming themselves to all specified time requirements for registration, class

schedules, examinations, and completion of assignments;

e ensuring that work presented is their own personal work;

e ensuring that all information presented to faculty members and administrative staff is
accurate and true;

e conducting themselves in a courteous and proper manner in their dealings with faculty
members, employees, or other students;

e meeting their academic advisors regularly;

e respecting the property of others and of the University;

e reporting grievances to their academic advisor or the Dean of the College;

e avoiding cheating, plagiarism, disruptive behavior, or improper conduct which could
damage the reputation of the University;

e not using USTF’s facilities for other than learning purposes without prior authorization;

e not falsifying documents or using falsified documents for any purpose related to the
University;

e not distributing leaflets or collecting signatures on university premises or hostels
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without prior authorization; and

e abiding by USTF rules and regulations, and the directives of the academic and
administrative staff; and acting in a way that will not cause offence to the culture of the
UAE.

Policy Content and Guidelines

e Any violation of university regulations or directives, or improper behavior (as set out in
the purpose of this policy), is considered as misconduct, and will render the student
liable to disciplinary action which may range from a verbal warning to dismissal from
the University.

e In addition, if a student violates any rule or instruction during an examination, or is
caught cheating, he/she will be asked to leave the examination hall. In this event, the
campus examination committee will interview the student on the day following that in
which the incident occurred and will as a result submit a detailed report to the
Chancellor of the University, in which the level of punishment is recommended. The
level of punishment may range from the giving of an “F” grade for the course concerned,
or failure in all courses for which the student is registered that semester.

e A copy of the decision of the Chancellor will be kept in the student’s file, and the
Admissions and Registration Deanship will also inform the guardian as appropriate.

Proceeding

¢ Any member of the University community may bring a complaint against a student. A
complaint must be filed to the Head of the Student Disciplinary Committee (SDC) within
two weeks of the incident or the discovery of the alleged infraction(s). The complaint
should be concise and complete statement of allegations.

e The Head of the SDC shall set a time and place for the hearing within one week of the
time the complaint is filed.

e The Head of the SDC will notify the respondent in writing of the complaint and the
specific allegation filed. The respondent shall receive a written copy of the allegedly
violated regulation and the time and place of the hearing through the student affairs.

Student Disciplinary Committee Rules

e The SDC shall meet regularly at scheduled times as required by the caseload.

e All committee hearing will be closed to public.

e Any member of the SDC having a conflict of interest in a case must abstain from
participation in the hearing.

e Burden of proof (“clear and convincing evidence”) rests on the complaint.

e Witnesses may be called by the parties and/or by the SDC. Witnesses may be either
witnesses to the actual event or character witnesses. Character witnesses may be called,
if appropriate, during the sanction phase of the hearing. The SDC may, by majority vote,
reasonably limit the number of witnesses forsuchreasonsasredundancyorirrelevancy.
Witnesses maybe excluded fromthe hearing until testimony is to be presented.

e The complaint, the respondent, and the members of the SDC shall all have the right to
examine and cross-examine witnesses.
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e All evidence offered must be relevant, not privileged and legally acquired.

e The SDC will determine the acceptability of evidence by majority vote.

e The respondent has a right to remain silent to avoid self-incrimination.

e Should the respondent be unable to attend a scheduled hearing, the time and place of
which will have been made known in advance to the SDC and in writing, he/she must
notify the Head of the SDC at least two working days in advance of the scheduled
hearing, except in extreme emergencies, and for good cause, so that the hearing may
be rescheduled by Head of the SDC. If the respondent fails to notify the Head of the SDC
of his/her inability to attend the scheduled hearing as described above, the SDC will hear
the case in the respondent’s absence. The complainant should also attend any
scheduled hearing, except in extreme emergencies in which case he/she must
immediately notify the Head of the SDC and justify his/her absence. If the complaint
fails to attend a scheduled hearing without the above-mentioned notification and
justification, the SDC may dismiss the case.

e In closed session, the SDC, after due deliberation will decide whether, by clear and
convincing evidence, the respondent is or not in violation of the code as charged.

e After deliberating, the SDC will determine the appropriate sanction.

Sanctions

e The SDC will recommend sanctions consistent with the severity of the offense. Standard
sanctions such as warning, fines, or assessments for damages to the University property
may be appropriate for lesser offense. The SDC may recommend sanctions reflecting
the nature of offense. Repeat offenders may receive harsher sanctions. For more serious
matter such as behavior that disrupt or delay operation or compromises the safe
environment or integrity of residential halls or University, suspension or dismissal from
the residential hall or the University may be recommended.

e One or more of the following sanctions may be imposed upon a student for violation of
disciplinary regulations. The SDC is not limited to the list of sanctions provided below
and may recommend new sanctions. However, all sanctions, when appropriate, may be
modified, deferred, or suspended by the University Chancellor. The sanctions that may
be imposed are as follows:

o Letter of apology.

o Drawing attention verbally or in writing.

o Warningthat continuation or repetition of prohibited conduct may cause
additional disciplinary action.
Punitive fine.
Temporary or permanent barring from the University premises.

o Restriction (repayment of the direct cost of damage or services resulting from

violation of this code).
o Temporary or permanent loss of privileges (for example denial to access
computer services or sport facilities).

Temporary or permanent expulsion from the residential halls.
Failing the student in one exam.
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Failing the student in one or more courses.

Failing the student in all courses for one semester.

Suspension from the University for one or more semesters.

Dismissal from the University (this action will be permanently recorded on the

O O O O

student’s transcript).
o Cancellation of degree if a forging has been proved of documents submitted to the
University.
Implementation

e The Head of the SDC should forward the case record to the University Chancellor
withintwoworking days after the hearing.

e The Chancellor may approve or disapprove the sanction. In case of disapproval, it
will be referred to the SDC through the University legal advisor. In this case the SDC
will review the sanction and resubmit it back to the Chancellor.

Emergency

e In the instance of severely and willfully disruptive behavior, or when the ordinary
rights of any member of the University community are threatened by the
continuing presence or activity of student or students in the residential hall or
elsewhere on the campus, the Chancellor may suspend such student(s) from
participating in residential life or other campus activities, pending the outcome of
the hearing.

Informing the student

e The students will be informed of sanction in writing through student affairs. Copies
of the sanction will be kept at the University archive and another copy will be kept
in the student file at the registration. The Deanship of student affairs will inform
parents or guardians of student’s misconduct when:

The sanctions involve fines.
The sanction involves failing in one or more courses.
The sanctions involve suspension from the University.
The sanctions involve dismissal from the University.
o Astudentis found responsible for a second violation of the code of conduct.
Appeals

O O O O

e Respondent may appeal to the Chancellor regarding any disciplinary determination
arrived at through a hearing and resulting in disciplinary probation removal from
university housing, failing of courses, suspension from the University or dismissal
from the University.

e An appeal must be in writing and delivered to the University legal advisor within 2
working days after the notice is delivered.

e The University Legal Advisor will refer the appeal to the Chancellor.

e The appeal will be reviewed by the Chancellor to determine its viability, or he may
refer it to SDC.

e The Chancellor or the SDC will determine the appeals viability based on whether
there is new information that significantly alters the face of facts stated earlier,
evidence of improper procedure,
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¢ findings that are against the weight of evidence or excessive sanctions. If an appeal
is deemed viable, the Chancellor will reconsider it for review and decision.

e The Chancellor may deny the request of appeal and affirm earlier finding.

¢ A new hearing may be conducted on appeal. Decision rendered by the Chancellor
will be final.

e Sanctions may be reduced only if found to be substantially misappropriate to the
offense.

e The case may be dismissed if the findings are found to be unsupported by evidence.

Related Policies

Student Rights and Responsibilities Policy

Student Academic Integrity Policy

Student Appeal Policy and Procedures

Student Grievance Policy and Procedures

Document History

Version Date Update Information Owner
V1.0 27/03/2019 Approval as a New Policy Deanship of Student Affairs VCAA BOT
V2.0 08/02/2021 Approval of the Updated Policy Deanship of Student Affairs VCAA BOT
V3.0 06/02/2023 Approved as an Updated Policy Deanship of Student Affairs VCAA BOT
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9.4 Student Academic Integrity Policy

Policy Name Student Academic Integrity Policy
Policy Owner Vice Chancellor for Academic Affairs Reviewed Annually
Approved By Council for Academic Affairs Approval Date

Policy Statement

This document sets out the university policy, which regulates the sanctions taken
against students for academic dishonesty. The disciplinary committee is the authorized body
to recommend actions against offenders of the Academic Integrity. Academic dishonesty is
strictly prohibited at USTF. Academic consequences, such as failing or significantly lowered
grades, and/or disciplinary sanctions, such as suspension or expulsion, are possible
procedures for academic dishonesty. When students cheat or break the academic integrity
rules, they are committing an act can cause harm to themselves, to their classmates,
instructors, and guardians who are paying for their education. Academic dishonesty gives
some students an unfair edge over others, undermining the justice and fairness of education.
Cheating students jeopardize both their own future chances and the accreditation of their
education. Integrity as described in this statement is more than just instantaneous penalty for
plagiarism or academic misconduct. It is a constant practice which solicits everyone to
consider and consistently practice honesty, trust, ethical behavior, and professionalism.

Policy Purpose

The purpose of this policy is to set out the university’s commitment to academic integrity,

with reference to:

o reflecting that academic integrity is a shared responsibility across the University;

e outlining the roles and responsibilities of the University, faculties, staff, and students in
promoting academic integrity; and

e responding to academic misconduct in a fair, consistent, transparent, and timely manner.

Policy Details

Examples of Academic Dishonesty

1. Plagiarism

Plagiarism is defined as presenting someone else's work or ideas as your own, with or without

their consent, by incorporating it into your work without full acknowledgement. All published

and unpublished material, whether in manuscript, printed or electronic form, is covered

under this definition.

Examples

e A student who is using another person's actual words or images without properly
referencing them using quotation marks.

e A student who is using someone else's concepts or theories without giving credit to the
original author.

e A student failing to thank others who have helped him with his assignments.
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e Internet plagiarism, such as submitting term papers in whole or in part that have been
downloaded or duplicating content from the internet without citing the source, or copying
and pasting without acknowledgement.

USTF’s Procedures in Plagiarism Violations

e The rich learning resources that are available at USTF are expected to be used for
reading to help students understand and find out the work of others in the topic of their
essays or projects only.

e Students are requested to submit their own work to be used for evaluating the level of
achievement of a specific learning outcome.

e Each faculty should explain to his/her students that he/she is interested in evaluating
their own work and not the work of others.

e It is not forbidden to reproduce an idea or sentences from a book or an article if the
student uses quotation marks and give its source.

e There is no usage in reproducing sentences if the student does not refer to them in
his/her sentences.

e Every submitted project is expected to contain a reference section in which the student
lists all the materials that he/she consulted or used in the project.

e Plagiarism is strictly forbidden at USTF, which has acquired specialized software that
detects plagiarism.

Plagiarism Penalties

e If the student has no previous record of plagiarism in any course, a zero grade is given
to the submitted work.

o Astudent committing a second plagiarism offense in any course, not necessary the same
course, will be awarded a failing grade on that course and shall pay the full course fees.
The plagiarism offence shall be noted in the student's academic record and marked with
"XF".

e A student committing a third plagiarism offense in any course, not necessary the same
courses, will be awarded a failing grade on all courses of the semester in which the
student commits the violation and shall pay the fees for all courses. The plagiarism
offence shall be noted in the student's academic record and be marked with the "XF”
for all the courses taken in that semester.

e A student committing a fourth plagiarism offense in any course, not necessary the same
courses, will be suspended from the University for two semesters, and will be awarded
a failing grade on all courses of the semester in which the student commits the violation
and shall pay the fees for all courses. The plagiarism offence shall be noted in the
student's academic record and be marked with the "XF" for all the courses taken in that
semester.

e A student committing a fifth plagiarism offense in any course will be expelled from the
University and will be awarded a failing grade on all courses of the semester in which
the student commits the violation and shall pay the fees for all courses. The plagiarism
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offence shall be noted in the student's academic record and be marked with the "XF”
for all the courses taken in that semester.

2. Cheating

Cheating is the unauthorized use of or attempt to utilize during an academic exercise of any

material, information, notes, study aids, devices, or communication. For example:

Examples

e A student who is taking an exam or finishing a task for someone else or requesting or
enabling someone else to take an exam or finish a task for the student, including online
exams.

e Astudent who is copying from another student work submitted for credit or a grade.

e A student who is allowing other students to copy his/her work submitted for credit or a
grade.

e A student who is allowing someone else to conduct the research and write his/her
assignments.

e A student who is working with other students on assignments or examinations without
authorization.

e A student making up or fabricating data in whole or in part.

USTF’s Procedures in Cheating Violations

e Any student who is caught in possession of written information relevant to the course,
messages by mobile phone, or transmitting written or verbal information to his/her
classmates shall be considered a cheater. This also includes the following:

o Using a book, magazine, research, computer, or internetfile.

Using scraps, slips, or copies.

Using signs to convey information.

Sending or receiving information through mobile phone.

Writing on wall, ground, chair, clothes, or body.

O O O O O

Using every other means of information not allowed by the university regulations.

e Any student who is caught in possession of written information, messages sent by
mobile phones, or transmitting written or verbal information to his/her classmates shall
be considered trying to cheat. This also includes what follows:

o Looking at the answer sheet of another student.

o Talking with classmates in the examination hall.

o Possessing a mobile phone.

o Possessing papers or any other means that comprises information relevant to
the subject of exam, but not shown up.

USTF’s Procedures for Regulating Irregular Behaviors during Sit-in Exams
e All cases of cheating or trying to cheat, disturbing the peace and calm of the examination hall,
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disrespecting one of the invigilators, impersonating an examinee or engaging someone else to
take the exam by-proxy shall be reported to the College Examination Committee by all the
invigilators.

e The invigilator shall notify the student who is caught cheating or trying to cheat to see the chair
of the College Examination Committee by means of a form designed by the Examination
Coordination Committee and by which he/she will be informed of the place and time of his/her
appearance before the Examination Coordination Committee.

e The College Examination Committee shall refer the report to the Examination Coordination
Committee in turn submits it to the University Disciplinary Committee.

e The University Disciplinary Committee shall conduct the investigation with the cheater (or trying
to cheat) and report all available witnesses within no more than 48 hours, then a report shall be
submitted. In case the student does not attend in the assigned time, he/she will be subject to an
investigation that will be conducted in absentia.

e The University Disciplinary Committee shall be entitled to take the decision to keep the report in
case the infraction is not supported by any evidence; the decision is deemed definite, and the
student may be allowed to re-sit the examinations.

e The Chair of the Examination Coordination Committee shall refer the report to the University
Disciplinary Committee to take the appropriate decision regarding the infraction the examinee is
accused of.

e Once asked by the invigilator, the examinee who is caught cheating or trying to cheat shall quit
the examination hall.

Disciplinary Penalties

e The disciplinary actions in shall apply to students who are cheating or trying to cheat.

3. Falsification of official records

Falsification of documents is the act of changing the information on an official

document intentionally to mislead someone else.

Examples

e Astudent who is copying authorized signatures.

e Astudent who is providing false information on a transcript of records.

e Astudent who is giving false information on official documents.

e A student who is giving false information on a college ID card, grade report, letter of
permission, drop/add form, etc.

e A student who is fabricating medical records that are relevant to campus access, or the
use of falsifying excuse for absences, missing tests, and assignments.

Reporting the policy violations:

When a faculty member reports an incidence of academic dishonesty, he shall inform the
college dean. The college dean shall turn the student to the disciplinary committee.

The disciplinary committee is the authorized body to recommend actions against offenders
of the Academic Integrity.
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USTF disciplinary committee shall handle the case and inform the college dean and the
student with its decision.

Convicted students has the right to appeal the disciplinary committee’s decision, in case he
feels that the decision is unfair, according to the terms and conditions of the Student Appeal
Policy and Procedures in this Manual.

Procedures for Implementing the Academic Integrity Policy:

e The Academic integrity policy shall be posted on the website and included in the student
handbooks.

e The academic integrity policy link will be also included in courses’ syllabi.

e Academic integrity policy orientation sessions for all new faculty (including part-time) and
students to discuss the policy implementing procedures and the consequences of not
obeying and adhering to the academic integrity policy.

e USTF is subscribed to an electronic service that detects plagiarism using the Turnitin
Software Package.

e Each semester, USTF organizes seminars to faculty and student on the use of Turnitin for
detection of Plagiarism.

e Guidelines for Use of Turnitin at USTF

Related Policies

e Ethics Policy

e Student Activities Policy

e Student Appeal Policy and Procedures

e Student Grievance Policy and Procedures
e Student Psychological Counseling Policy

e Advanced Standing Policy and Procedures
e Community engagement Policy

Document History

Version ‘ Date ‘ Update Information Owner Reviewer Approval
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9.5 Student Involvement in Research Policy

Policy Name Student Involvement in Research Policy
Policy Owner Deanship of Graduate Studies and Research Reviewed Annually
Approved By Vice Chancellor for Academic Affairs Approval Date

Policy Statement

USTF requires that all student research activities be supervised by a faculty member. Both
undergraduate and graduate students engage in a wide range of research activities. Such
activities may include class-related research projects, independent research, honors or
capstone projects, or graduate theses. USTF recognizes that some student research projects
may not require review above and beyond faculty supervision. The purpose of this document
is to clarify USTF’s policy on student research.

Policy Purpose

The University provides the opportunity for both undergraduate and graduate students to
undertake a research experience with their faculty members via publishing joint papers in
referred journals and reputable international conferences. The purpose of this policy is to
support students’ involvement in research and spread the awareness of research culture
among the university community. Both graduate and undergraduate students are encouraged
to participate in the "Annual Student Scientific Conference" organized by the Deanship for
Graduate Studies and research (DGSR) during late April - early May of every year, in addition
to students’ participation in national and international research activities. Such activities are
in line with the learning outcomes of graduate and undergraduate courses, and the goals of
the university research strategy. Students are also encouraged to participate in the scientific
seminars and workshops to enhance their research capabilities.

Classroom Research

Involving research in the classroom allows the students to practice numerous research
activities such as observation, interview, survey techniques, and data analysis. These research
projects usually will not lead to generalizable knowledge and do not require neither a research
ethics approval nor review by the Council for Graduate Studies (CGSR) at USTF, unless it falls
under the human subject policy. Furthermore, the results and findings attained from such
research practices shall not be shared outside the classroom context.

Research Projects

The research projects are student-led and do not meet the criteria for classroom research,
which may include, but is not limited to, independent undergraduate projects and Master
theses. This kind of research is subject to the CGSR review.

Student Research Guidelines
e Students who are interested in working on a research project should have approval from
their concerned department or faculty member.
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e Allstudents involved in the research project must have a faculty supervisor for the project.

e Students’ applications to the CGSR for research projects must be pre-approved by the
faculty supervisor before submitting to the Council.

e Graduate students must follow the guidelines for the responsible conduct of research in
preparing the research proposal and writing up the dissertation.

e Each graduate student is required to register for an open researcher and contributor ID
(ORICID) with USTF affiliation during the study period and update their research work to
the profile to increase the research visibility.

Faculty Members Role

Faculty supervisors shall encourage student’s involvement in research via publishing joint

paper(s) in refereed journals and reputable international conferences. Additionally, the

faculty supervisor is responsible for the following:

e Ensure that the student’s research practices comply with the ethical standards of the
related discipline as well as the Institution’s policy on Research Ethics.

e Guide students throughout the process of development, submission, review, in addition
to the implementation of the research project.

e Ensure that students are aware of their responsibilities when they are involved in any
research activities.

e Ensure that the content, quality, and timing of submitted research abided by the
requirements of CGSR at USTF.

e Inform the CGSR in case of research-related, unanticipated incidents or findings during
the research study that may affect the benefits of participation to decide on the
continuation of the related research activity.

Related Policies

e Student publication policy

e Student academic integrity policy

e Use of Information Resources policy

e Information technology policy

e Information and software technical support policy

e Intellectual property policy

e Graduate studies and research policies and procedures
e Research strategy

e Research support policy

Document History

Date [ Update Information [ Owner [ Reviewer Approval
V1.0 04/10/2022 | Approval as a New Policy Deanship of Graduate Studies and Research | VCAA BOT
V2.0 06/02/2023 | Approval as an Updated Policy | Deanship of Graduate Studies and Research | VCAA BOT
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9.6 Prior Learning Assessment and Recognition Policy

Policy Name Prior Learning Assessment and Recognition Policy
Policy Owner College Deans Reviewed Annually
Approved By Council for Academic Affairs Approval Date February 2022

Policy Statement

USTF is willing to award academic credit for prior learning commonly known as Recognition
of Prior Learning (RPL) based on this defined and published policies and procedures, which is
approved by the Commission for Academic Accreditation (CAA). The RPL regulations apply to
all forms of recognition of prior learning, including transfer of academic credit and admission
with advanced standing. Special requirements apply to the recognition of experiential or non-
classroom-based prior learning. RPL assessments must be of a comparable rigor to those in
the delivery and assessment of the institution’s own qualifications; must be evidence-based,
transparent and accountable; and must be subject to the same quality assurance processes
used to ensure the standard and integrity of assessments within the institution.

Policy Purpose

The objective of Prior Learning Assessment and Recognition (PLAR) is to assess the education
and learning experience of newly enrolled students at the time of joining University of Science
and Technology of Fujairah (USTF) and determine if they may receive credit based on their
current level of knowledge, skills, and competencies. It is an educational initiative that
provides newly enrolled students with an opportunity to identify, demonstrate and gain
recognition for what they already know and can do. It allows students to obtain credit for
university-level knowledge and skills gained outside the classroom through other educational
programs. PLAR uses valid, rigorous assessment methods consistent with USTF mission and
goals to ensure that learning worthy of credit has taken place. Some of the advantages of
PLAR are that it:

e Validates appropriate learning gained through work and life experiences.
e |dentifies areas of competence and areas requiring further study.

e Reduces time and expense to acquire a degree.

e Allows for more appropriate learner placement in programs.

e Increases accessibility to a broad range of learners.

e Provides an important service for the community.

Definitions

CAA: Commission for Academic Accreditation of Ministry of Education (MoE) in the United
Arab Emirates (UAE)

USTF: University of Science and Technology of Fujairah

PLAR: Prior learning assessment and recognition include credit transfer of courses taken in an
accredited program (formal learning), informal learning, and non-formal learning.

CGPA: Cumulative Grade Points Average
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Formal learning: A type of structured synchronous learning in which the goals and objectives
are defined by the training department, instructional designer, or instructor. Examples of
formal learning include classroom instruction, seminars, workshops, webinars, web-based
training, remote labs, and e-learning courses.

Informal learning: Informal unstructured, asynchronous learning that takes place away from
traditional, formal learning settings, like a classroom. Informal learning has no clear goals
or set objectives and is often unplanned and self-directed by the learner.

Non-formal learning: Planned, structured learning with educational objectives of personal
and social education designed to improve a range of skills and competences, outside the
formal educational curriculum. Non-formal education takes place in youth organizations and
sports clubs, where groups of people meet to undertake projects together, discuss, of go
camping. Non-formal education is voluntary, accessible to everyone, about learning life skills,
based on experience and action, and is based on the needs of the participants.

Transfer credits: Credit transfer is the terms used by universities for the procedure of
granting credit to a student for educational experiences or courses undertaken at another
institution. This also includes recognition of prior learning or non-institutional experience for
credit.

Appeal: A request made to someone in authority to change a previous decision.

Policy Details

e USTF shall recognize of prior learning experience of applicants who have acquired
significant learning through work and life, which may be equivalent to some University
courses. This includes credit transfer of courses taken in an accredited program
(formal learning), informal learning, and non-formal learning.

e For appropriate recognition, the learning should be current and no more than 10 years
old, relevant to the course and of sufficient breadth and depth to ensure university level
learning.

e USTF shall not grant credit twice for the same course or repeated course. The University
shall not grant credit for training in unaccredited institutes, nor for previous courses
studied in unlicensed educational institutions by the Ministry of Education (MoE) inside
or outside the UAE.

e For obtaining credit for prior learning experience, applicant’s knowledge, skills, and
competencies shall be weighed against course descriptions and their learning
outcomes.

e Reflective papers, journal articles or similar documents that relate past learning to the
competency outcomes of the course or qualification in which the student has previously
enrolled can be also submitted.

e USTF has formulated this policy for defining the credit hours which can be gained
through PLAR. In all cases, credits granted through RPL must not exceed 50% for
undergraduate and 25% for graduate programs of the total completion requirements
including credit transfer of formal learning.

e For every course that has been successfully recognized against prior learning

s

www.ustf.ac.ae Page 132


https://trainingindustry.com/glossary/seminar
https://trainingindustry.com/glossary/workshop
https://trainingindustry.com/glossary/webinar
https://trainingindustry.com/glossary/web-based-training
https://trainingindustry.com/glossary/web-based-training
https://trainingindustry.com/glossary/remote-lab-training
https://trainingindustry.com/glossary/e-learning
https://www.learnupon.com/blog/synchronous-learning-asynchronous-learning/
https://en.wikipedia.org/wiki/Informal_learning
https://en.wikipedia.org/wiki/Universities
https://en.wikipedia.org/wiki/Credit_(education)
https://en.wikipedia.org/wiki/Course_(education)
https://en.wikipedia.org/wiki/Recognition_of_Prior_Learning
https://dictionary.cambridge.org/dictionary/english/request
https://dictionary.cambridge.org/dictionary/english/authority
https://dictionary.cambridge.org/dictionary/english/change
https://dictionary.cambridge.org/dictionary/english/previous
https://dictionary.cambridge.org/dictionary/english/decision

Y
y Graduate Catalog

Gy1aall i dyia g | & sala
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

experience, a grade of 'S' (Standing) shall appear on the transcript. For all such courses,
the course classification will be coded as PLAR.

® PLAR courses shall not be used in determining the Cumulative Grade Point Average
(CGPA).

Procedures

e An applicant shall complete a PLAR application form providing complete details of
his/her prior learning experience and suggest courses for which credit may be granted
to the applicant.

e The complete application form, along with all supporting documents and evidence as
well as receipt of PLAR processing fee, shall be submitted to the office of admissions
and registration.

e Approval of RPL credit must occur prior to the student’s enrolment in the program.

e In filling the PLAR application, the applicant can get assistance from his/her academic
advisor assigned to him by the college dean.

e The director of the office of admissions and registration shall forward the application
form along with supportive documents to the college dean who shall send it to the head
of department (HOD) for evaluation and recognition.

e The HOD shall form an ad-hoc committee in the department to study the case.

e The committee shall determine the assessment tools for assessing prior learning of the
applicant. The evidence may include authenticated certificates of informal learning,
portfolio, projects, but in all cases the student must sit for and pass a challenge exam
for each course he/she is asking to be waived.

e The committee can ask the applicant to submit other documents or evidence, as
required.

e When the applicant has been assessed, the committee shall complete an assessment
evaluation form and submit it to the HOD. This form will list all the courses for which
credit has been granted. It shall also list separately the courses for which the applicant
requested the credit, but no credit was granted by the committee.

e The HOD, after approving the recommendations of the committee, will provide the
assessment evaluation form to the college dean. The HOD can ask the committee to
explain its recommendations and reasons behind its decisions. The HOD can also ask
the committee to reconsider its recommendations and provide justification for their
final decision.

e The dean will submit the assessment evaluation form to the office of admissions and
registration. The student will be informed accordingly by the office of admissions and
registration. The appeal case may be considered by an appeal committee whose
decision is final.

Appeal Process
e Unsuccessful applicants have the right of appeal to the college dean within one week
from the reception of the decision regarding their applications.
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Along with the appeal form, applicants must submit any additional documents in
support of their appeal application.

The college dean shall form an ad-hoc appeal committee and will transfer the
applicant’s appeal to the committee.

The committee shall review appeal and make recommendation to the dean within three
working days, before the end of add and drop period.

The dean’s decision will be final.

The office of admissions and registration shall inform the applicant with the decision of
the college dean.

Related Policies

Undergraduate Admission Policy

Graduate Admission Policy

Transfer Admission Policy

Student Rights and Responsibilities Policy

Undergraduate Completion Requirements Policy

Document History

Version ‘ Date ‘ Update Information Owner Reviewer Approval
V1.0 14/10/2020 | Approval as a New Policy College Deans CfAA BOT
V2.0 08/02/2021 | Approval as Updated Policy College Deans CfAA BOT
V3.0 06/02/2023 | Approval as an Updated Policy College Deans CfAA BOT
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9.7 Alumni Relations Policy

Policy Name Alumni Relations Policy
Policy Owner Office of Alumni, Career Counseling, and Events Reviewed Annually
Approved By Vice Chancellor for Academic Affairs Approval Date

Policy Statement

USTF’s degree holders are automatically considered alumni. Non-degree holders who were
admitted to any college at USTF and then left the university in good standing after completing
at least one semester may be considered alumni. It is recommended that these individuals
contact the university to verify their alumni status.

Policy Purpose

The Alumni Relations Policy helps to provide all university colleges, offices, and units with
consistent language and operating principles as they relate to USTF alumni. It also provides
structure for how university-recognized alumni and donor groups may be developed. This will
help ensure efforts to engage alumni are efficient, are aligned with overall advancement and
university goals, and provide a uniformly positive experience for alumni.

Definition

This policy defines alumni status and outlines requirements associated with University of
Science and Technology of Fujairah (USTF) alumni members, alumni awards and honors,
alumni communications and surveys, alumni volunteer networks, donor recognition societies,

and reunions.

Alumni Association Membership

e All university alumni are automatically members of USTF alumni. Alumni do not need to
opt in or pay a membership fee to be part of USTF Alumni.

e USTF's alumni honorary membership will also be extended to graduate of Ajman
University (AU), who has studied for at least one semester at USTF.

e Alumni benefits, including but not limited to alumni email accounts, are exclusive to USTF
alumni.

Alumni Awards and Honors

e USTF Office of Alumni, Career Counseling and Events (OACCE) manages and administers
an alumni awards program that recognizes university alumni for their achievements and
contributions to society, as well as their service to the University. Should other university
colleges, office, and units develop award programs to recognize their respective alumni,
any such program will be coordinated with the alumni and the OCCE to ensure consistency
and avoid confusion among programs.

e The notification of award honorees should also be coordinated with the OACCE
supervisor.
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Alumni Communications and Surveys

e To ensure communications standards and best practices are adhered to, all official
communications to USTF alumni, collaborators, and prospects (i.e., beyond a college’s,
office’s, or unit’s own constituency) will be coordinated with and approved by the OACCE.
These communications include, but are not limited to event notices, surveys, emails, and
announcements.

e Colleges, offices, and units may communicate to constituents who are affiliated with their
respective units without approval by the OACCE, provided they request updated contact
and exclusion data.

e In addition, it is strongly encouraged that colleges, offices, and units coordinate the
scheduling of their communications with the OACCE to help prevent constituents from
receiving multiple university communications at one time and to avoid survey fatigue and
information overload.

Alumni Volunteer Networks

e The purpose of alumni volunteer networks, organized regionally or by special interests, is
to support and further the mission of the OACCE and the University. When alumni
volunteer networks are officially recognized, they benefit by having access to the OACCE’s
expertise and support in communications, marketing, events management, and resources
efforts.

e For an alumni organization to have the designation of an official university network,
restructuring of the training and continuing education center (OACCE) has already been
made. To be considered an active network, the alumni group must meet the following
minimum standards:

= Coordinate efforts with the Alumni and OACCE or other university representative(s).
= Maintain active volunteer leadership.

= Adhere to standards and operating principles set forth by the OACCE and the
University.
e Individuals or groups that are not officially recognized by USTF's OACCE will not be
permitted to use the university name, logos, service marks, or brand.

Reunion Programming

e The purpose of reunion celebrations, organized by class year or shared affiliation, is to
reconnect alumni with their classmates and the University.

e The OACCE must host an undergraduate reunion gathering each year. Should other
university colleges, offices, and units develop reunion programming, any such program
will be coordinated with the OACCE to ensure consistency and avoid confusion among
programs.
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Related Policies

e College Advisory Boards Policy

e Community Engagement Strategy

e Community Engagement Policy

e Student Career Advancement Program Policy
e Career and Placement Service Policy

e Employment Policy

e Commercialization of Research Output

e Graduate Assistants Policy

Document History

Version Date ‘ Update Information Owner Reviewer ‘ Approval
V1.0 04/10/2022 | Approval as a New Policy Office of Alumni, Career Counseling, and Events | VCAA BOT
V3.0 06/02/2023 | Approved as an Updated Policy | Office of Alumni, Career Counseling, and Events | VCAA BOT
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10| USTF Contact Information

Toll Free: 800USTF
www.ustf.ac.ae

Tel: 00971-9-2222644
E-mail: info@ustf.ac.ae

Fax: 00971-9-2227644
P.O. Box 2202-Fujairah-UAE

Designation E-mail ‘ Ext ‘
Chancellor Chancellor@ustf.ac.ae 440
Chancellor Office Manager h.alani@ustf.ac.ae 441
Vice Chancellor for Academic Affairs zrizk@ustf.ac.ae 560
Vice Chancellor for Academic Affairs Secretary n.abouelfetouh@ustf.ac.ae 561
Vice Chancellor for Administrative and Financial Affairs a.zainelabdin@ustf.ac.ae 490
Vice Chancellor for Administrative and Financial Affairs m.shabaan@ustf.ac.ae 491
Secretary

College of Dentistry Dean t.hassan@ustf.ac.ae 500
College of Dentistry Secretary o.hashlaf@ustf.ac.ae 501
College of Business Administration Dean a.zainelabdin@ustf.ac.ae 490
College of Business Administration Secretary m.shabaan@ustf.ac.ae 491
College of Engineering and Technology Dean h.elmessiry@ustf.ac.ae 603
Electrical Engineering Program Coordinator m.tarigue@ustf.ac.ae 754
Information Technology Program Coordinator h.elmessiry@ustf.ac.ae 603
Interior Design Program Coordinator o.sherif@ustf.ac.ae 590
College of Engineering and Technology Secretary a.bawaneh@ustf.ac.ae 471
College of Humanities and Science Dean f.almatalka@ustf.ac.ae 477
Mass Median and Advertising Program Coordinator k.khogali@ustf.ac.ae 472
Sociology and Social Work Program Coordinator f.almatalka@ustf.ac.ae 477
Psychology Program Coordinator s.basha@ustf.ac.ae 475
College of Humanities and Science Secretary n.abouelfetouh@ustf.ac.ae 402
College of Law Dean i.rabadi@ustf.ac.ae 540
College of Law Secretary m.albloushi@ustf.ac.ae 541
College of Pharmacy and Health Science Dean s.elkhatim@ustf.ac.ae 520
College of Pharmacy and Health Science Secretary m.albloushi@ustf.ac.ae 521
Office of Admission and Registration Manager s.khamis@ustf.ac.ae 425
Admissions and Registration Officer - Female Section J.Alyasin@ustf.ac.ae 429
Admissions and Registration Officer - Male Section wsweidat@ustf.ac.ae 426
Counseling & Students Services Manager g.alragbani@ustf.ac.ae 428
Student Counselor and Activities Supervisor m.alawani@ustf.ac.ae 451
Student Affairs Supervisor f.algady@ustf.ac.ae 456
Hostel Supervisor k.obaid@ustf.ac.ae 744
University Clinic (Nurse) h.jebril@ustf.ac.ae 690
Librarian In Charge n.alnageeb@ustf.ac.ae 696
Information Technology Services Supervisor saeed@ustf.ac.ae 670
E-Learning Assistant a.algatmih@ustf.ac.ae 534
Training and Continuing Education Center t.shahin@ustf.ac.ae 446
Office of Alumni, Career Counseling and Events m.khazndar@ustf.ac.ae 452
Maintenance and Services Officer ibrahim.a@ustf.ac.ae 734
Maintenance Supervisor w.ibrahim@ustf.ac.ae 700
Financial Controller a.abubaker@ustf.ac.ae 650
Chief Accountant g.alkhatib@ustf.ac.ae 651
University Relation khider.a@ustf.ac.ae 640
Digital Marketing and Web Developing Officer eid.m@ustf.ac.ae 644
Telephone Operator m.zamil@ustf.ac.ae 0
Security/ Emergency 092023735
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Academic Calendar 2022/2023

Academic Calendar for Fall Semester 2022-2023

Day

Date

Description

Monday

August 22, 2022

Faculty members report for work

Monday-Friday

August 22 to
September 2, 2022

Course registration for continuing students

Application for credit transfer

Admission Exams for new students

Monday

August 29, 2022

16:00 Commencement Ceremony for new students

Monday-Friday

August 29 to
September 2, 2022

New Students’ Orientation period

Course registration for new students

Friday

September 2, 2022

Last date for Incomplete Examinations

Last date for changing major

Monday

September 5, 2022

Beginning of classes

Monday-Friday

September 5to 9, 2022

Add and drop period

Last date for adding and dropping courses

Friday September 9, 2022 Last date for dropping courses or suspending
registration with 100% refund
Friday September 16, 2022 Last date for suspension of registration with 50%
refund
MtEcky October 3, 2022 Beginning of admission period for Spring Semester

2022-2023

Saturday - Monday

October 22 to 31, 2022

Mid-term examinations period

Monday

November 14, 2022

Last date for withdrawal

Monday-Friday

November 14 to 25, 2022

Early registration for Spring Semester 2022-2023

Monday - November 28 to December | Period for Course and Advisor Evaluation
Wednesday 7,2022
Thursday December 1, 2022 UAE Martyr’s Day

Friday - Saturday

December 2 and 3, 2022

UAE National Day holiday

Friday December 16, 2022 Last day of classes
Saturday — Monday December 17 To 26, 2022 Final examinations period
Wednesday December 28, 2022 Announcement of final examinations results

Thursday — Sunday

December 29, 2022 to
January 8, 2023

Fall Semester vacation

* Islamic holidays are tentative and are subject to moon sighting.
*+» The dates and items in this calendar may be modified according to any future directives by the Ministry of Education
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Academic Calendar for Spring Semester 2022-2023

Day

Date

Description

Monday

January 9, 2023

Faculty members report for work

Monday-Friday

January 9 to 13, 2023

Course registration for continuing students

Application for credit transfer

Admission Exams for new students

Monday

January 9, 2023

16:00 Commencement Ceremony for new students

Monday-Friday

January 9 to 13, 2023

New Students’ Orientation period

Course registration for new students

Friday

January 13, 2023

Last date for Incomplete Examinations

Last date for changing major

Monday

January 16, 2023

Beginning of classes

Monday-Friday

January 16 to 20, 2023

Add and drop period

Last date for adding and dropping courses

Friday January 20, 2023 Last date for dropping courses or suspending
registration with 100% refund
L f i f regi i ith 509
Friday January 27, 2023 ast date for suspension of registration with 50%
refund
Beginni P :
e February 13, 2023 eginning of admission period for Fall Semester

2023-2024

Saturday - Tuesday

March 4 to 14, 2023

Mid-term examinations period

Saturday - Sunday

March 25 to April 2, 2023

Spring Semester vacation

Last date for withdrawal

Friday April 14, 2023
Period for Course and Advisor Evaluation
Tuesday - April 11 To 19, 2023 Period for early registration for Summer Semester
Wednesday 2022-2023

Thursday — Sunday

April 20 to 23, 2023

Eid Al Fitr Al Mubarak

Friday May 5, 2023 Last day of classes
Saturday - Monday May 6 to 15, 2023 Final examinations period
Friday May 19, 2023 Announcement of final examinations results

Note

9

0,

% Islamic holidays are tentative and are subject to moon sighting.
*+» The dates and items in this calendar may be modified according to any future directives by the Ministry of Education
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Academic Calendar for Summer Semester | 2022-2023

Day

Date

Description

Monday - Friday

May 22 to 26, 2023

Period for course registration

Monday

May 29, 2023

Beginning of classes

Monday - Tuesday

May 29 and 30, 2023

Add and drop courses period

Tuesday May 30, 2023 Last dates for adding and dropping courses
Graduation Commencement for Summer Semester
Wednesday June 7, 2023 (1+2) 2021-20228& Fall and Spring Semester 2022-

2023

Monday - Tuesday

June 19 and 20, 2023

Mid-term examinations period

Monday-Friday

June 12 to 23, 2023

Period for early registration for Fall Semester 2023-
2024

Friday June 23, 2023 Last date for withdrawal
Tuesday - Sunday June 27 to July 2, 2023 Arafat Day, Eid Al-Adha holiday
oty July3To 5, 2023 Period for Course and Advisor Evaluation
Wednesday
Friday July 7, 2023 Last day of classes

Saturday - Sunday

July 8 and 9, 2023

Final examinations period

Wednesday July 12, 2023 Announcement of final examinations results
Friday July 14, 2023 Beginning of Summer vacation
Monday August 28, 2023 Faculty members report for work 2023-2024
Note

0,

% Islamic holidays are tentative and are subject to moon sighting.

<+ The dates and items in this calendar may be modified according to any future directives by the Ministry of Education
<+ Theoretical courses of three credit hours are taught from Monday to Wednesday at a rate of two hours per day.

Academic Calendar for Summer Semester Il 2022-2023

Day Date Description
Monday July 17, 2023 Beginning of Training, Internship
Friday August 25, 2023 End of 6 weeks Training, Internship
Friday September 8, 2023 End of 8 weeks Training, Internship

Note

% Islamic holidays are tentative and are subject to moon sighting.

9

Office of Admissions and Registration

< The dates and items in this calendar may be modified according to any future directives by the Ministry of Education
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12 | Glossary of Terms

College
An administrative unit within the University, comprising of one or more departments, to offer
undergraduate and graduate programs, such as College of Business Administration or College
of Engineering and Technology. Each college has a dean to oversee the operation of the
college.

Master’s degree.

A Master’s degree typically requires at least one year of study, or a minimum of 30 semester
credits of course work (or equivalent) beyond the bachelor’s degree. The minimum credits
are not inclusive of any non-credit bridge courses which may be required. A Master’s degree
often, though not always, requires a substantial research paper, a thesis, or a project.

Course

A course consists of certain instructional activities over a prescribed period of time. It deals
with a single subject and is commonly described by title, number, credits and expected
learning outcomes.

Program

The set of courses and other formally established learning experiences which together lead
to a qualification. Program may also refer to a specific aspect of the curriculum, such as the
General Education Program.

Curriculum
The term refers both to the range of courses offered by the University and to a set of related
courses constituting an area of specialization, such as the electrical engineering curriculum.

Course Syllabus

A description of course goals, learning outcomes, contents, assessment instruments and
grading criteria, week-by-week study plan, and examination dates that is provided to the
students at the beginning of their classes.

Credit or Credit Hour

A credit, or credit hour, is a unit of measurement defining the student’s overall effort towards
attaining a qualification. One semester credit or one credit hour equals approximately 1 hour
of time in class per week over a semester of 15 weeks. For laboratory, 1 semester credit
normally is given for two hours of laboratory time per week over a 15-week semester.

Study Load
The total number of credit hours a student can register during a specific semester.
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Semester

A semester is a period, typically a minimum of 15 weeks, during which the University offers
courses. Some courses may be offered, during a shorter period, such as summer semester,
which nonetheless offers class contact time and out-of-class assignments equivalent to a
course offered during the fall or the spring semester. USTF offers courses in fall and spring
semesters and optionally in summer semester.

Academic Calendar
The USTF academic calendar represents important semester-specific dates and deadlines for
students, academic and administrative departments, and instructors.

Academic Year

The period of instruction composed of the fall, spring, and summer semesters. The academic
year begins at the start of the fall semester and ends after the last day of the summer
semester.

Add and Drop Period

The week after the registration week during which the University allow students to add or
drop one or more of their registered courses in a specific semester, without financial or
academic consequences.

Graduate Students
A student who has enrolled in a Graduate program.

Academic Advisor

A faculty member who advises students on their study plan and course selection, monitors
their academic progress, assists in their career planning, and guides in other academic and
non-academic matters.

Academic Warning

An undergraduate student is issued an academic warning if his/her CGPA falls below 3.0 at
the end of a semester. Such a student is said to be not in good academic standing. If this also
happens at the end of another semester, the student is issued second academic warning and
placed on academic probation.

Academic Dismissal
If a graduate student on academic probation with two academic warnings fails to raise his/her
cumulative GPA (CGPA) at the end of the next semester, the student is academically dismissed
from the University.

In-Progress
A grade indicating that a course is still in progress and will be completed later.
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Conditional Admission

A student may be given a conditional admission requiring him/her to successfully complete
some specified coursework and/or fulfill other requirements to progress into the full set of
courses within an academic program.

Learning Outcomes
Refers to knowledge, skills, and aspects of competence that a student is expected to know
and be able to do at each level of qualification.

Credit Transfer
A system whereby successfully completed unit of study contributing towards a degree can be
transferred from one program to another within USTF or from another university to USTF.

Pre-requisite

A course or courses that serve as foundations for continued (advanced) courses. A student
must successfully pass a pre-requisite course before taking a course for which it is a pre-
requisite.

Electives
Courses which are not compulsory for students. Electives may be free-selected by the student
from any course offerings, or restricted-chosen from a pre-determined list of options.

Developmental or Remedial Courses

Such courses prepare a student for enrolling in a regular curriculum and aid the student in
rectifying an area or areas of deficiency. Developmental or remedial courses are non-credit
courses and do not count toward the requirements of an academic qualification. The
University limits the number of credit-bearing courses that a student may take while enrolled
in developmental or remedial courses.

Bridge Program

A program intended to bridge the gap between a student’s prior work and the background
required for the program he/she is entering. Typically, such a program would be needed by
students entering graduate business education where the student’s undergraduate major
was in an area other than business, or graduate engineering programs where the student’s
major was in a different engineering specialty. The courses in a bridge program typically do
not carry degree credit. The University may choose to require enrollment in bridge programs
as a condition of admission.

Directed Study/Independent Study

A course in which a student is individually supervised by a faculty member, which enables a
student to undertake a learning opportunity which is otherwise unavailable. Directed learning
or independent study courses must have an appropriate learning plan (typically a syllabus),
learning outcomes, end of term evaluations and appropriate assessment.
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