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Introduction

This guide contains the policies and procedure regulated by KFUPM, which needs to be implemented in HBCC. It is the first attempt to provide a guide for the guidance of 
students and faculty. In order to provide and maintain general guidelines for the effective 
administrative operations.
The primary objective of the Registrar Office is to facilitate the academic activities of the students enrolled in the college. Activities involve time-to-time registration of the students and providing guidance for the students. 
Registrar Office keeps the responsibility of keeping the past and present students records. This office ensures and maintains the accuracy and integrity of all records, which are kept in this office. Registrar office helps to enforce and implements the academic and administrative policies as well as provides assistance in the development and modifications of such policies and procedure that best serve the College.

Registrar Office helps regulate the curricula, class timetable, new student registration, module enrolment, examination administration and issue of official academic transcript and degree.

This guide further explains the details of activities concerning administrative issues which are handled according to the set policies and procedures. 
Muntazir H.Rizvi
College Registrar

October 2009.
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Preamble

This guide contains some basic rules and regulations as well as procedures to be followed in regard to recurring activities such as Early Registration, Registration, 
Final Examinations, Final Grades, etc. The intention is to provide a quick reference to the students and all those who are involved in these activities. 

It is our intention to periodically review and update this guide so that it reflects the most current reference to policy and procedure concerning the Office of the Registrar. Other duties of the Registrar Office include:
· To properly maintain and safeguard student academic records.

· To interact knowledge, courteously, effectively, ethically, and with the utmost discretion on matters of academic policy, rules and regulations with students, faculty, staff, administration, Ministry of Higher Education and KFUPM.

· To organise and evolve with departmental and institutional requirements in the areas of technology, policy and procedure, academic affairs, interpersonal relations, knowledge of and adherence to Government Regulations.
· To promote departmental excellence and success through professional development and support of the staff.
1. Early Registration

Early Registration is required by all college-level students who intend to continue their studies at HBCC during the following term (s). Early Registration is done through the Web on the pre-announced dates.

Since this activity provides a basis for finalising course to be offered, number of sections to be opened for each course, schedule of classes, manpower requirements, etc. For that term that follows, it is mandatory for every student to register early. Academic departments are therefore advised to ask their faculty members to stress the importance of Early Registration on the students enrolled in their classes.

The Early Registration activities are held according to the following schedule.

	Event
	Time Frame

	Early Registration for spring semester. 
	13th week of fall semester 

	Early Registration for summer session and the following fall semester
	13th week of spring semester


Early Registration affects the academic future of the students; the activity must be performed by the students himself. The Office of Registrar does not entertain mail requests for Early Registration.
1.1 Preparation for Early Registration
1.1.1 Course Offering
Based Upon the course offering in previous semesters, lists of courses to be offered for the forthcoming semester are prepared and sent to all the academic departments for revision. Any change(s) in the course(s) offered for the forthcoming semester should be reported back to the Office of the Registrar so that any necessary changes can be made to all related academic activities like class scheduling, classroom allocation, adjustments in class timings, etc.
1.1.2 Advisee/ Advisor List
Before the Early Registration Advisor have to ask their advisees to fill up Early Registration Forms, duly signed and then submit these forms to the Registrar Office. 

1.2 Early Registration/ Registration Material for Unit/ Faculty
The following items can be viewed by the advisors through the Faculty page online.

· The courses registered early by the advisees with their major, class level, CGPA, etc.
· Class Rosters.

1.3 Early Registration Procedure 
1.3.1 Course Load
 (a)     For Students on GOOD STANDING Status:
· The minimum course load is 12 credit hours during a regular semester, provided that the total number of credit hours registered by a student in any two consecutive semesters in not less than 28. This condition is relaxed in the last semester before graduation.
· The maximum course load is 19 hours.

· A student is permitted to register for 21 credit hours with the approval of his Unit Coordinator. If the student has maintained a minimum cumulative GPA of 3.00 out of 4.00 in all work undertaken during the preceding terms in which he earned his last 28 credit hours. 

(b)  For Students Not on GOOD STANDING Status:

· The minimum course load is 12 credit hours.

· The maximum course load is 13 credit hours.

· Students who have registered early for more than 13 credit hours and whose academic status is not on Good Standing should reduce their courses to bring the load within 13 credit hours. Otherwise their course(s) will be dropped after the last day of adding.

· Students can register up to 15 credit hours by submitting an academic petition with the approval of their Advisor and Unit Coordinator. Where more than 15 credit hours are to be registered, then an academic petition has to be filed by the student with the additional approval of the Dean of the college.

(c) Last Term before Graduation: 
The minimum course load for a student in his lat term before graduation is 1 credit hour and the maximum is 20 credit hours during a regular semester, and 9 in the summer semester, provided the student’s cumulative GPA of all work undertaken during the preceding terms in which he earned his last 28 credit hours in not less than 2.00 out of 4.00.
1.3.2   Pre-requisite/Co-requisite
The student is expected to know and follow the academic rules and regulations. It is entirely his responsibility to make sure that both pre-requisite and co-requisite requirements have been met for the courses added during the Early Registration period. He should refer to the College Bulletin or consult his Advisor for these requirements. 
1.3.3   Students of Coop
It is mandatory for students on Coop training to register early.
1.3.4 Graduate Students
Early Registration is mandatory for all students intending to continue the study at the College.
2. Registration
Registration is mandatory for all enrolled students who intend to continue their studies in the college.

2.1 Registration Confirmation
All active college students must fill Registration confirmation form, get it signed by Advisors, and submit to the Registrar Office.
2.2   Late Registration
Students who do not submit registration confirmation on Registration Day can register until the last day of late registration according to the academic calendar upon payment of a fine. 
Courses and the term will be dropped for those students who fail to do registration confirmation.

2.3   Course Load
See section 1.3.1
2.4 Pre-requisite/ Co-requisite Violations
Since students are fully responsible for their registration, they also must make sure that both the pre-requisite and co-requisite requirements have been met for their registered courses, i.e., they are required to drop any course(s) whose pre-requisite/ co-requisite course has not yet been taken or which the student failed or withdraw from in the previous terms.
2.5 Class Rosters through the Web
Faculty can access their Class Rosters at any time online through Faculty page. 
2.6 Auditing Course(s)
A student can change the status of the course for which he has already registered form regular to audit with the consent of the course instructor and subsequently approval of the Unit Coordinator of the concerned unit, the academic advisor, and the Unit Coordinator 
of the student’s major department. However, while making a request to audit a course, the student must bear in mind that:

· He can audit a course only if he is expecting to graduate in the current semester;
· He cannot audit a course that he needs in order to graduate;

· The ‘audit’ status for a course cannot be changed to ‘credit’ status;

· Once a course has been audited, it cannot be replaced for credit in subsequent semester(s);

· The deadline for receiving audit requests by the Director of Admissions & Registration is the last day for dropping course/s with grade ‘W’ in the respective term as indicated in the academic calendar.

Graduate students require the additional approval of the Dean of the College to audit a course.

2.7 Repeating Course/s
A student who obtains a failing grade in a required course must repeat the course, and therefore should formally register for it in the following semester(s). Additionally, a student who wishes to improve his academic standing may repeat a course for which he previously obtained a D or a D+ grade. The last grade will reflect the student’s performance in such a course.

Should a student repeat a required course in which he had previously earned a D grade, or failed, he must repeat the course again in a subsequent semester.

All the student’s grades are included in the GPA calculation in his transcript.

2.8
Cancellation/ Addition of a Course/ Section by a Unit 
2.8.1    Cancelling a Course
Where any course has to be cancelled, the unit concerned should formally inform the Office of the Registrar about the decision. The unit should also advise all the students involved in the course to officially drop the course from their programme.

2.8.2   Cancelling a Section
Where any section has to be cancelled, the unit concerned should formally inform the Office of the Registrar about the decision. The unit should also advise all the students registered in the section to drop the section. It is the student’s responsibility to drop that section and add another section or to drop the course.
2.8.3 Adding the course
Where any new course has to be added, the decision to add the course should be formally sent to the Registrar’s Office.

2.8.4 Adding a Section

If the decision to add a section is taken by any of the academic unit, they should formally inform the Office of the Registrar about their decision.
All the academic units are urged to exercise extreme caution when adding or cancelling a section or course since there is direct impact of these matters on the academic future of the students.

2.9 Change of Sections
Students can change the sections of a course/s during the Registration Week through the Registrars Office on the designated dates. For adding or changing a closed section, a student is required to get the approval from the coordinator of the unit offering the course on the prescribed form.
2.10 Changes in Class Timings
If any academic unit intends to change the class timings for any of its course/s, it should make a formal request to the Office of the Registrar. It should be noted that Office of Registrar may not be able to implement the request because of its effect on other class schedules and/ or unavailability of classrooms at the requested time and/or time conflicts in the schedules for a large number of students.

The Unit Coordinators are therefore requested to forward only those requests that are fully warranted. Unless requests are supported by concrete justification, they will not be entertained. (Units arrangements are not allowed)

2.11 Combining of Sections

Combining two or more sections of the same course by a course instructor is strictly prohibited. Any such arrangement can be made only with prior approval of the Dean of the College by the unit concerned.

2.12 Course Withdrawal

Students may request withdrawal from a course by filling a prescribed 'Course/s Withdrawal' form available on line as per the following schedule.

	Semester
	“W” in one or more Courses
	“W” in all course
	“WP/WF” in all courses

	Spring/Fall
	7th Week
	10th Week
	14th Week

	Summer
	4th Week
	6th Week
	8th Week


The exact dates of deadlines for withdrawal of course(s) will appear in the academic calendar for that particular term.
3. Schedule of Final Examinations

In developing the Schedule of Final Examinations, every effort is made to minimise the number of students who will have more than one examination on a single day. However, there are always a number of students with two examinations on the same day, a few with three and some even with outright conflict. Solution technically exists for most of disproportionate number of students. The Office of the Registrar is thus forced to request the units to administer special examinations for such students as may be indicated in the schedule of final examinations.
A preliminary Schedule of final examinations is provided to the units approximately 4 weeks prior to the final examinations. Units are asked to advise the Office of the Registrar of any essential changes to be incorporated in the Schedule of Final Examinations. Efforts are made to accommodate such requests as far as possible.
Faculty is reminded that HBCC policy requires them to strictly adhere to the schedule of final examinations. No change is allowed without the consent of the Dean of College and the written permission of the College Registrar.
4. Grades
4.1 Midterm Warning
Each semester the midterm warning forms are activated for faculty to report a warning for students in their class based on absenteeism, low academic performance, or both. The midterm warning is displayed on Bulletin Boards of Academic and Administration Buildings. 
4.1.1 Final Grades
Each term, the final grade rosters are provided to all the academic units before the commencement of the final examinations. The deadline for reporting the final grade is specified in the academic calendar for that semester.

4.1.2 Prevention of Mutilation in Grade Rosters

The guidelines for prevention of mutilation in the final grade rosters as developed by an Admissions and Academic Standing Committee and approved by the Dean of the College are reproduced below
· The course instructors must be available in their offices during the final examinations to give students an opportunity to discuss the course material and final examinations grades as it is the students’ right to know their performance in the examinations.

· Unit Coordinators must be available in their offices during the final examinations to avoid late delivery of grade rosters to the Office of the Registrar.

· Course instructors must personally get their grade rosters signed by the Dean of the College
· Course instructors, course coordinators, or any other faculty member of the unit concerned must personally deliver the grade rosters to the Office of the Registrar.

· Any changes made in the grade roster must be signed by the course instructor and the unit coordinator.

4.1.3 Completing the Final Grade Rosters

The following DO’s and DO NOT’s should be observed while completing the grade rosters.

DO 

· The appropriate letter grade in the “GRADE” column in ink.
· The completed rosters should be signed by the course instructor and the unit Coordinator and  final approval by  the Dean; HBCC
· Hand-carry the signed rosters of your classes to the Office of the Registrar as soon as possible after each examination but not later than the deadline specified in the academic calendar.

DO NOT

· Make any marks (checks, names, routing instructions, etc.) on the Grade Rosters except as instructed. 
· Attempt to change any of the pre-typed grades such as DN, W, WF or WP.

4.1.4 Grade Confirmation 

All the grades submitted by the faculty should also be confirmed by faculty before leaving for vacations on “Grade Confirmation” sheets provided to the faculty by the Office of the Registrar. At the end of the Grade Confirmation deadline, a list of instructors who did not submit grade confirmation is sent to the unit concerned each semester.
4.1.5 Interpretation of Grades

A grade of A+, A, B+, B, C+, C, D+, D, F, IP, IC, DN, & NP can be reported on the final grade rosters. The interpretation of the grades is as follows:

A+     =   Exceptional

A       =   Excellent

B+     =   Superior
B       =   Very Good
C+     =   Above Average
C       =   Good
D+     =   High Pass
D       =   Pass
F       =   Fail
IP      =   In Progress (may be reported in place of “IC” for Projects and Thesis).
IC     =   Incomplete
DN    =   Denial (more than 1/5 unexcused absences)
NP    =    No grade - Pass
AU    =   Audit: Pretyped (for student not registered for course credit).
Z       =   Unknown: Pretyped (not to be reported by the instructor: student has withdrawn and a separate request will be made.)
W      =   Officially withdrawn
WP    =   Withdrawn with pass: Pretyped
WF    =   Withdrawn with fail: Pretyped
4.1.6 Coop Grade
The College Coop Programme is spread over one regular semester and a summer session, and students are registered for it according to the following schedule:

	
	Coop starting in a Summer Session
	Coop starting in a Spring Session

	Terms
	Summer + Fall
	Spring + Summer

	Course Number
	290
	290

	Credit Hour
	6
	6


The Coop grade should be reported as follows:
IP/IC   =   Any course (which can be changed to a regular grade through the grade change form)
5. Graduation
5.1 Procedure for Graduation Certification

After the students have completed all the requirements of their respective degree programmes, 
· The units receive the transcripts and degree audits for their students who are shown as degree candidates for a given term.

· These records are reviewed and endorsed by the units (on the original prescribed forms) for the associates/undergraduates that have completed all degree requirements. The Dean of the College certifies the graduation certificates/degrees.

In order to graduate, every student is required to have earned a cumulative GPA as well as major GPA ≥ 2.00. One of the following methods is to be used for graduation clearance depending upon the cumulative GPA of the student:

a) Graduation Clearance Form “A”: This form is to be used for students with a cumulative GPA of 2.00 or above. The duly filled form should be sent to the Office of the Registrar.

b) Cumulative GPA < 2.00: The students whose cumulative GPA is less than 2.00, but would be able to graduate after applying the rule mentioned in 5.2, are advised to complete the “Petition for GPA Recalculation” form and submit it to the Office of the Registrar through the unit coordinator. However, at the time of graduation the student’s cumulative GPA should not exceed 2.00 out of 4.00 after recalculation.

c) It is to be noted that students who can graduate can not register for the next semester. Before sending any graduation clearance to the Office of the Registrar, the units must make sure that all grades have been entered in the transcript with special attention paid to “IC” grades.

5.3  Cumulative GPA Recalculation

Following are the specific rules pertaining to GPA recalculation (applicable only at   the time of graduation if cumulative GPA is < 2.00):
· To exclude any previously obtained course grade, a student must have successfully repeated the course and obtained grade D or Higher. 
· The grades F, DN, WF, D and D+ may be excluded by subtracting the number of credit hours of a certain course from the total credit hours used in calculating the student’s GPA, and subtracting the quality points assigned to these credit hours from the total quality points used for calculating the student’s cumulative GPA.
· The total credit hours of the courses to be excluded from the cumulative GPA calculation should not exceed 24.

· The academic record must include all grades of courses taken by the student, showing the grades on each occasion. A special mark should be introduced to identify the courses, which have been excluded from cumulative GPA calculation. The academic record should show the recalculated cumulative GPA.
· No change is to be made to the academic record after the graduation document is issued.

· The rules for recalculation of cumulative GPA will be applied to the courses that the student has repeated at HBCC.
· Under no circumstances will the recalculation of cumulative GPA raise the GPA above 2.00, which is the minimum GPA required to satisfy graduation requirements.
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