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Acronyms

Acronym/ Abbreviation

Explanation

CAC College Academic Council

CPGS Center for Postgraduate Studies

CPC College Promotion Committee

DRI Directorate of Research and Innovation

DTLE Directorate of Teaching and Learning Enhancement
DVC-AAR Deputy Vice Chancellor for Academic Affairs and Research
HEC Higher Education Council

HLI Higher Learning Institution

SCI Science Citation Index

UR University of Rwanda
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1.1. DEFINITIONS OF KEY TERMS

External Examination refers to an exam arranged by an academic unit to be
conducted by academicians from institutions outside the University of Rwanda.

Fellowship relates to a clinical training for medical doctors who have completed
their Master of Medicine, residency or speciality training. This allows them to
become sub-specialists in their chosen field of medicine, ultimately leading to the
award of a certificate in a specific sub-specialty.

Internal Examination refers to an exam organized by an academic unit to be
conducted by academicians of the University of Rwanda.

Master of Medicine (Mmed) or Master of Dentistry (MDent) indicates a
comprehensive medical training program for holders of Bachelor of Medicine and
Bachelor of Surgery or Bachelor of Dental Surgery that Surgery that provide
structured postgraduate training in general medicine specialization, leading to
the award of a Master of Medicine degree in a specific domain.

Non-credit Bearing Modules are compulsory modules whose credits are not
weighted in the award classification.

Postgraduate Studies imply an advanced level of study, beyond that of a
Bachelor’s degree, including postgraduate certificates, diplomas, Master’s
degrees, fellowships, professional doctorates and Doctor of Philosophy (PhD)
degrees.

Professional Doctorate refers to a doctoral-level degree that combines advanced
studies with practical application in a specific field or industry.
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SECTION |: INTRODUCTION

The proposed policy is a revised version of the one approved in December 2018. This
review was initiated to bring more clarity and harmonization in the regulation of
postgraduate studies at the University of Rwanda.

1. All students enrolled for postgraduate programmes shall be bound by these
regulations. In case an academic programme requires additional regulations, the
addendum shall be approved by the UR Academic Senate.

2. The academic yearis divided into two (2) semesters of 18 working weeks each
that is, 15 working weeks for teaching and learning activities, one (1) week
of revision, and two (2) weeks for summative assessments.

3. The above model does not apply to part-time students whose
requirements shall be specified in the validated Programme Specifications.

4. There shall be one September intake in one academic year, the beginning of
which shall be specified in the academic calendar approved by the UR Academic
Senate. Where required, multiple intakes may be considered upon approval by
the UR Academic Senate.

5. For PhD programmes, there shall be two calls for application in one academic
year for April and September intakes.

SECTION II: STUDENTS RECRUITMENT AND ADMISSIONS

1. At least three months before the start of the intake, the hosting School shall
submit the list of postgraduate programmes to be advertised and their
requirements to the DTLE.

2. The titles of the programmes and general entry requirements shall be as
described in programme proposal and their specifications detailed in the
accreditation documents. The School can add more programme specific entry
reguirements.

3. The College DTLE shall make sure that calls for applications are with clear steps,
deadlines and guidelines for online application and are submitted for approval
by the college principal.

4. All applications for UR postgraduate programmes shall be made through online
portal to a specific programme as advertised by the UR Colleges.

5. The received applications shall be forwarded to the appropriate Schools or
Research Centres for consideration by the subcommittee in charge of
applications, selection and admissions. The College Registrar and DTLE shall be
members of that committee.

6. Candidates wishing to be admitted under alternative requirements shall have
their applications assessed by the sub-committee. The mentioned alternative
requirements shall be part of the call for application.

7. The outcome of the selection process shall be approved by the School Council
and College Academic Council (CAC). To avoid delays in the process, the College
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Principal and School Dean can approve this outcome on behalf of their
respective Councils, subject to ratification at the next formal meeting.

8. Successful applications will be communicated to the Directorate of UR CPGS/
University registrar to issue admission letters. In the event that the application
process may be delayed, the College Principal and the Dean of School can
approve the lists of recommended candidates on behalf of their respective
Councils and the approval can be ratified in the next formal meeting

9. The list of admitted students for each program shall be submitted to the College
Registrars for facilitation of the registration. The University Registrar shall be
copied for information.

10. After submitting the admission letters to successful candidates, the
School/Postgraduate office will organize an induction for the new students
before the teaching, learning and assessment start.

SECTION Ill: STUDENTS REGISTRATION
PROCEDURES FOR REGISTRATION

1. To be considered as a bona fide Postgraduate student, new students at the
University of Rwanda must register to benefit any academic services.

2. The registration of both new and ongoing postgraduate students must be done
every academic year,

3. A full-time student must register for a full-time postgraduate academic
programme of study in every academic year and attend all teaching, learning as
well as assessments leading to the award.

4. A part-time student must register for allocated modules credits in a given
programme for every academic year, resulting in a longer time to complete the
requirements for the relevant award compared to a full-time student.

5. A candidate opting to register on apart-time basis is required to take at least half
of the modules credits offered in a semester as minimum and shall aim at
completing a degree programme in a period not exceeding the double of the
normal programme duration.

6. Where programmes are availabie in both full and part-time modes, candidates
may be permitted to transfer from full to part-time or from part-time to full-
time within a given College at an appropriate moment in the programme  as
specified by the School managing the programme.

7. An auditing student is not obliged to take assessments but is expected to attend
classes regularly. However, an auditing student who sits for all required
assessments shall be given the statement of results by the hosting School.

8. A non-registered candidate (new or continuing student) is not considered as UR
student and shall not benefit from any teaching, learning and assessment
activities for the ongoing academic year. Neither is any lecturer allowed to teach
a non-registered student.
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A. REGISTRATION DOCUMENTS REQUIRED FOR NEW STUDENT

1. Newly Admitted candidates in the postgraduate programmes shall proceed for
online registration at the College Registrar’s office by submitting the following
registration requirements:

a. Admission letter

b. Proof of payment of the required fees

c. Certified copies of academic documents

d. Copies of identification documents

e. Equivalence from the Higher Education Council (for foreign degree holders;
applicants without proof of equivalence shall be given conditional
registration subject to producing evidence of the equivalence not later than
one semester after being registered. Failure to do so shall result in de-
registration).
Exception: A PhD student will be admitted and allowed to register as a
bona-fide UR student based on applications documents including the
concept on research topic. She/he will be given one semester (6 months) to
complete and defend the full proposal. This semester will also be counted
as part of the training period.
One copy of a valid Residence Permit or Student Visa for foreign students

g. Two passport size photos

h. A medical certificate-issued less than three months before the registration
date

i. Any other documents specified in the program admission criteria

B. STUDENT IDENTITY CARDS

1. Each registered student must have a University of Rwanda Student Ildentity
Card which shall be provided upon registration by the College Registrar.

2. The validity of a card is one academic year. In case of issuing delay, students
will be given a temporary document by the College Registrar.

3. Each student identity card shall bear the holder's photograph, full names,
registration number, College name, School name, Programme name, year of
study, signature of the College Registrar, and the college stamp.

4. A student whose identity card is damaged, lost or stolen shall
Pay a fee indicated in the approved fee structure in order to get a replacement
(in the case of a damaged card). She/he shall bring the damaged card to the
Office of the College Registrar. Request for a replacement shall be granted only
if the University is convinced of the loss and its circumstances.

=
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€. STUDENTS TRANSFER FROM ANOTHER HLI

1. Students seeking to transfer from another Higher Learning Institution (HLI) to
the University of Rwanda must fulfil the following requirements before being
considered for midway admission:

a. The candidate willing to transfer credit from any higher learning institution
to UR must fulfil the entry requirements for the programme he/she wants
to transfer in;

b. The HL from which a candidate wishes to transfer from must be fully
accredited by a competent authority in the country of origin;

c. The applicant must submit:

e certified copies of academic transcripts/statement of results from the

attended HLI;

e bona-fide certificate from the attended HLI;

e personal identification documents such as a birth certificate, passport or
national identity card;

e two recent coloured passport photos.

e A copy of valid Rwandan Student visa / resident permit for international
students.

e In case the applicants’ documents are in other languages than English,
official translation of the original documents shall be required.

2. Students whose initial programme duration has been terminated cannot be
allowed to transfer the credits in any UR postgraduate Programme.

3. Applications for midway admission shall be addressed to the Office of the
College Principal during the normal application period.

4. The maximum number of credits that can be transferred shall not exceed 50% of
the total credits required for the final award to be gained at the University of
Rwanda.

5. PhD Programmes Credit transfer through midway admission can only be allowed
if the credits have been obtained within a period of not more than 4 years prior
to the student's application.

6. Other Postgraduate Programmes Credit transfer through midway admission can
only be allowed if the credits have been obtained within a period of not more
than 2 years prior to the student's application

7. Once a module has been accepted as being equivalent to the one offered by the
hosting school/programme in accordance with its set criteria, the module shall
be given the same weight as the module offered by the School regardless of its
weight at the transferring HLI.

8. UR students who have accumulated credits at one or more accredited HLIs
within or outside Rwanda (study exchange programme) may apply for credit
transfer at the University of Rwanda with reference to the Programme
Specification and Module Description of the hosting programme.

9. A student wishing to transfer credits from other higher learning institutions to
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the University of Rwanda shall submit application documents at least three
months before the beginning of lectures. The application documents shall be
submitted to the Postgraduate Coordinator in writing along with copies of all
required supporting documents. The submitted documents will be accessed by
the School selection committee. When the student meets the School
requirements, he/she will be recommended for admission and sent an
admission letter.

10. Once a student, who has completed a postgraduate programme whose nature
is first common but with several specializations starting from the second
semester of the first year or the second year, wants to do another specialization
s/he will the start of the specialization (2nd semester of 1st year or 2nd year)
and the tuition fees will be charged according the number of credits to take. All
previous common credits will be transferred if the programme has not
undergone any review.

D. WITHDRAWAL / CANCELLATION OF REGISTRATION

1. With reference to the postgraduate coordination office report on student
attendance, endorsed by the School Dean, the College Registrar shall perform a
student registration cancellation in the UR Management Information System on
grounds of the following circumstances among others:

a. Absence from class for a period of thirty (30) days without permission or
justification;

b. Absence in the 2 consecutive PhD seminars where applicable;
c. Cases of impersonation, falsification of documents;
d. Expulsion resulting from misconduct sanctions;
e. Declaration/ Application by the student to stop his/her admission with the
University of Rwanda;
In such cases, there will be no refund of registration and tuition fees.
2. All cases of registration withdrawal or cancellation shall immediately be

reported to the College Registrar who will update the student academic status
in the UR Management Information System.

3. The College Registrar shall notify the students of his/ her new status,
immediately after de-registration or cancellation through the provided student’s
email address.

4. De-registered students may appeal against the decision to the College Principal.
The appealing period should be five working days following the cancellation.

E. SUSPENSION OF STUDIES

1. A registered student may, with valid reasons, be allowed to suspend studies for
a maximum of two consecutive years. Normally, only one suspension period
s

=
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shall be granted per annual registration. At the expiry of the suspension period,
such students shall be re-integrated into the semester of the same year of study
where they left off. However, in the advent of a curriculum change during the
time of suspension of studies, reintegrated students will be required to start at
the beginning of the first semester.

2. A student shall submit supported requests for suspension in part or for the
whole academic year to the College Registrar, providing evidence of
circumstances that make it impossible to continue his/her studies. Such
requests shall be granted automatically on provision of evidence in case of
the following scenarios:

a. Mental illness supported by are port of a certified medical practitioner;

Physical injury which may require time to overcome;

Maternity leave;

Death or serious illness of a close relative or dependent;

Social problems;

0 a0 o

Financial difficulties

Other kinds of reasons maybe given, and a decision shall be taken by the

College Registrar in consultation with the host postgraduate office and

School..

3. The College Registrar shall inform the student in writing of the decision taken
with copy to the Dean of the host School prior to performing updates in the UR
Management Information System.

4. In the case of suspension after the beginning of the academic year, any module
already passed during that academic year shall be retained on the student’s
record, and the student will not be required to retake the module(s).Any
uncompleted module will be retaken.

5. Resumption of studies shall be subjected to the recommendation of the
postgraduate coordinator/ deputy dean for postgraduate studies who shall
consider any change in the curriculum and assess the equivalence between old
and new requirements.

6. A student who resumes the studies will have to comply with any change that
may have been made in the curriculum or programme during the suspension
period.

7. In case the suspended student exceeds the given suspension period, such
student should apply for re-admission with transferred credits under whatever
admission rules are in force at the time.

8. Consecutive suspensions shall not be granted to a student for chronic or on-
going medical conditions. Instead, the School Dean shall consult the student or
any other relevant person to perceive what help the institution can offer the
student to overcome the effect of the condition on their ability to study. In case
the consultation shows the student’s inability to resume studies, the consecutive
suspension could be provided. However, a student can only be given a maximum
of two consecutive suspensions.
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SECTION IV: PROGRAMMES OF STUDY

A. PROGRAMMES

Ly

A programme of study consists of a set of modules which, together, have a
defined set of learning outcomes and Graduate Attributes that a student must
attain to fulfil all academic requirements for the qualification award.

All programmes of study must be approved by the Higher Education Council
(HEC) before they are advertised and before any students are
admitted. The specific requirementsapproved by the University = Senate
shall be detailed inthe Programme Specifications which, by then, would have
been scrutinised and approved by both internal and external Validation sessions
before the process of approval is through.

Details of the programmes such as structure, admission requirements, and
methods of teaching and learning assessments should be published annually in
the brochure, academic student’s handbook at school, and prospectus at
College/University level. Furthermore, this information should be made
available on the University of Rwanda website and through any other accessible
means.

The Programme identification must include its code, title, duration, award and
credit value of the modules to be completed; clearly indicating which modules
are compulsory or optional, pre-requisites, and co-requisites.

The programme requirements shall indicate specific core modules which must
be passed at each year of study (including prerequisites) and any other
necessary requirements for progression or for successful completion of the
programme.

The programme coding shall be done in accordance with the RQF (Rwanda
Qualification Framework)

Where programme requirements include a period of internship/industrial
placement/clinical placement/ school attachment, achieving a pass mark on
this will be a requirement for progression/ graduation. The Programme
Specification must clearly state whether this period is graded and counts
towards degree classification.

B. MODULES

1.

3

A module is a coherent and identifiable unit of learning and teaching with
defined learning outcomes running over a specified period of time.

There shall be sets of module descriptions for each programme as delineated in
each programme specification. Module descriptions may include core, pre-
requisite and/or co- requisite modules and elective, credit/non-credit bearing.
Additionally, programme specifications may indicate prohibited combinations of
modules.

A standard module description shall include the following key information:
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School and Department names;

Module code;

Module title;

Year of study at which the module is being offered;

Module credit value;

Module Leader(s) or member(s) of staff responsible for the module, along
with their area of specialization, indicating whether it is taught in
semester 1 or 2;

Aim(s) of the module;

Intended learning outcomes and graduate attributes - written in clusters
of knowledge, practical skills and personal transferable skills;

A brief description of the content;

Learning and teaching methodology and strategy;

Assessment criteria and types of assessment;

Key resources (which should include e-resources); and

Co-requisites, pre-requisites or prohibited combinations

4. Every module shall be uploaded to the UR Learning Management System (UR-
LMS) and the uploaded modules shall have the same structure as listed in the

above article.

5. Key terms in the module descriptions are defined as follows:

A prerequisite module is one that a student must have passed before
undertaking another specified module or modules.

A co-requisite module is one that a student must take in conjunction with
another module or modules within a single year of study.

A core module is one that has to be passed before a qualification can be
awarded.

An elective module is one that a student selects according to preference
from a specified list of module options.

A credit bearing module is one whose credits are considered for the
classificationof the qualification to be awarded.

A prohibited combination is a set of two or more modules that may not be
taken together within the same programme.

6. Wearing uniforms or attire and personal protective equipment (PPE) during
practice as required by the respective lab or workshop is mandatory. A student
who fails to comply with it shall be refused access to the lab or workshops. The
overalls will be purchased by the student whereas other PPE will be provided by

the College.

C. MODULE CREDITS

1. All modules shall be credit-rated. A credit is defined as ten (10) hours of
notional student learning effort. The minimum weight of a module shall
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normally be 5 credits while the module of 20credits shall be the maximum.
Where required, modules of other lengths shall also be permitted. However,
in a year of 120 credits, no module can exceed 20 credits. A module awarded
fail/pass will normally carry zero credit and will have no impact on degree
classification.

All modules must be defined by the year of study and credit value. The year
of study ofa module is an indicator of the relative demand, complexity,
depth of study, and learner autonomy involved in the module. Descriptors
for each year of study are given in the Rwanda Qualification Framework.

The skills enhancing modules in which a pass is compulsory for
progression/graduation shall be included in all undergraduate  programmes.
These modules do not bear a credit rating and are additional to the
programme’s  academic modules. It is required that they be passed, but
they do not contribute to degree classification.

Only one vyear of study may be assigned to a specific module suitable
for that year although there may be occasions when it is possible for some
or all of the content to be delivered in common with modules from different
years of study. In these instances, the modules will be clearly differentiated
by separate learning outcomes and assessments and will be identified by
separate module code numbers.

D. MODULE CODING

1.

Modules shall normally be coded by a system prescribed by the University.
Each module shall be identified by a module code of seven (7) characters which
shall include:

e A set of three (3) letters to identify the programme hosting that module;

e A digit showing the year of study;

e A digit showing the semester in which the module is offered;

e A digit showing the College in which the module is offered (the College
digits being 1 for CASS; 2 for CAFF; 3 for CBE; 4 for CE; 5 for CMHS, 6 for
CST,7 for CVAS); and

e A digit for the module number in sequence (adhering to module sequence
is compulsory for quality purpose).

E. DELIVERY OF MODULES

1.

The mode of modules delivery at UR is blended learning whereby in-person
classroom-based teaching and learning activities shall be paired to synchronous
instruction that integrate elements of online learning (UR-LMS) and technology
enhanced pedagogies.

The Director of College Teaching and Learning Enhancement shall publish the
teaching and learning applications completing approved UR-LMS at the beginning
of every semester.
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3. The semester teaching and iearning timetable shall indicate the weight of online
and traditional face to face teaching and learning for a given module. The mode
of delivery and teaching strategy may vary from a module to another but must be
shown in the Module Description Ferm.

4. The programme requirements shall indicate specific core modules which must be
passed at each year of study and any other requirements for progression or
successful completion of the programme.

5. Only one year of study may be assigned to a module, and the modules for each
year of study shall be clearly differentiated by separate learning outcomes.

6. At the beginning of each module, students shall receive a module description, a
module outline and a module table of specification or blue-print examination
from the module leader. The module leader shall also communicate to the
students the modes of class communication, teaching and learning strategies to
be used in the module, and the assessment procedure to be used. The
information provided to the students shall be comprised of the following:

a) The aim(s)of the module;

b) The intended Iearniﬁg outcomes of the module;
¢) A detailed schedule of topics to be covered;

d) The teaching and learning-methods;
e) A schedule for continuous assessments;

f) The assessment weighting and criteria;
g) the table of specification or blue-print examination; and

h) A list of recommended readings.

7. The module teaching and learning will be deemed completed after all Continuous
Assessment Tests (formative assessment) and student evaluation of module
delivery. The student evaluation of module delivery should serve as a foundation
for conducting summative assessments.

F. ELECTIVE MODULES

1. The programme requirements may set some modules as electives, allowing
students to choose those which complement their different specialisations to
accomplish the relevant year of study.

2. Thematic areas (teaching, research and community engagement) shall be
designed for all programmes. These thematic areas will be the basis upon which
the elective modules will be developed on an annual basis.

3. All students shall be required to register for the elective modules as stipulated in
the programme specifications. The programme leader shall take the
responsibility  of informing students at the beginning of each semester of the
elective modules that will be offered in that semester.
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SECTION V: ATTENDANCE AND ASSESSMENT

A. ATTENDANCE

1. A student’s class attendance, practical work/tutorials and assessments,
field visit and synchronized virtual sessions shall be mandatory. Class time
and breaks will be specified on the teaching and learning timetable.

2. Cell phones should be in silent modes during class sessions to avoid class
disturbance.

3. Students are expected to participate in all continuous assessments,
including take home assignments, group discussions, group assignments,
formative assessments, and any other work that may be assigned by the
module leader to the students. Not attending any of the assessments
without prior official permission will be treated as an intentional,
unexcused absence and will result in zero mark.

4. Students who attend less than 85 per cent (85%) of such sessions as
stated in the above article shall be considered as not having achieved the
module learning outcomes and will not be allowed in writing by the
postgraduate coordinator to sit for the summative assessment. Such
students shall be deemed to have failed that module and shall be awarded
a zero (0) score.

5. A student who signs on the attendance list for his/her peer who is absent
commits an academic major offence and this act shall be considered as a
breach of the academic integrity punishable by the University guidelines
on students’ rights and obligations. '

6. Through teaching and learning, lecturers will ensure that the student
attendance is appropriately recorded and weekly submitted to the
postgraduate coordination office for compilation and analysis.
Postgraduate coordinators shall submit a weekly compiled class
attendance report to the DTLE for further action.

7. Student attendance shall be monitored from the Postgraduate
Coordinator using registered students’ lists provided by the College
Registrar.

8. Timely submission of CAs, attendance at in-course tests and summative
assessment are obligatory. Failure to submit, late submission or non-
attendance at highlighted assessments will lead to a zero mark for the CAs
or other assessments unless adequately justified.

——————a
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B. ASSESSMENT

1. By registering, the student agrees to be assessed on the modules being
taken at the time and place set by the College and by methods prescribed
in the programme specification.

2. Assessment is the process of stimulating, interpreting, recording and
making use of information concerning students’ construction of
knowledge and performance taught modules. Thus, the assessments are
meant for learning and measuring the achievement of the intended
learning outcomes.

3. Modules are assessed through formative assessment (including
assignments, quizzes, short tests, practical reports, and case studies)
carried out during the teaching period. The summative assessment will be
done at the end of the module.

4. Students will receive constructive feedback on their performance through
CATs before the next assessment on the same module. Therefore, CATs
results should be provided to students before sitting for the summative
assessments.

5. A module is passed if its specified learning outcomes have been achieved.
The assessment of each module shall generate a single mark between 0
and 100% expressing the extent to which the learning outcomes have
been achieved.

6. The pass mark shall be 60% marking every assessed module.

7. There shall be no supplementary examinations offered. However, special
examinations may be offered within the same academic year to
those meeting the requirements and in accordance with the University
regulations.

8. In some conditions to be determined by the College Academic Council,
students would be allowed to have remedial classes and to sit for
remedial examinations, but no more than twice per module.

9. Both formative (quizzes, tests, assignments, CATs,) and summative (final
exam) exams are considered to decide whether a student has passed the
module or not. Continuous assessments shall make up 60% of the
module score while the summative assessment shall make up 40% of
the module score.

10. A student who did not sit for the summative assessment (final exam)
cannot pass a module even if she/he has accumulated the module pass
mark in the CAs.

#
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C. FORMATIVE ASSESSMENTS (FA)

1. Formative assessments shall comprise Continuous Assessment Tests
(CATs), quizzes, essays, practical exercises, assignments, projects,
fieldwork assignments, clinical assessments, individual written tests, etc.,
carried out during the progress of the teaching and learning activities.

2. Formative assessments shall be part of an integral to the learning and
teaching activities. The purpose of assessments should be to help staff
and students monitor and improve learning, to provide a measure of
student achievement and to help assure academic quality and standards.

3. There should be weekly quizzes and other test questions in lectures as
components of the formative assessment.

D. COMMUNICATION OF FORMATIVE ASSESSMENT REGULATIONS AND
FEEDBACK TO STUDENTS

1. At the beginning of the semester, each module leader should outline in
writing the different types of formative assessments intended for each
module.

2. A copy of that outline shall be kept by the students’ class representative
and the Postgraduate Coordinator.

3. The criteria for assessments, the teaching methods to be applied, and the
assessment feedback schedules shall be communicated clearly to
students at the beginning_df teaching and learning activities.

4. Formative assessment results shall be communicated to students within a
reasonable period and normally prior to the administration of the next
formative assessment. This shall be done in a manner that shall respect
the confidentiality of the marks for each student, or in the case of group
work the confidentiality of the group marks.

E. MANAGEMENT OF FORMATIVE ASSESSMENT RECORDS

1. The lecturer will be responsible for providing students with their
assessment scripts. The Lecturers must maintain accurate and verifiable
records of assessment submissions.

2. Individual lecturers shall submit units’ marks to the module leader for
compilation and capture into the system for all FA marks. Such records
should be made available to External Examiners upon request.

3. Students shall have the opportunity to discuss their cumulative
continuous assessment marks for a particular module on an ongoing basis
with their lecturers and are entitled to legitimate claims.

4. All formative assessment works should be completed, submitted and
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marked prior to the end of the module so that students can be
communicated about the final overall formative assessment marks in the
module. However, exceptions to this may be for extended essays, or
projects, etc., where marks cannot be availed.

5. The overall FAs marks must be communicated to the students before the
revision week so that they can prepare their summative assessment
accordingly.

F. MANAGEMENT OF THE FORMATIVE ASSESSMENTS IRREGULARITIES

1. A student who is absent from any formative assessment or misses an
assessment deadline for what he/she considers valid verifiable reasons
will submit her/ his claim with genuine supporting documents to the
module leader for scrutiny within five (5) working days following the date
of assessment administration or deadline.

2. The module leader will review the application, decide on its verdict and
inform the student of the outcome of his/her application within five
working days from the date of receipt of the student application.

3. In case of legitimate absence from formative assessments, there are two
types of alternatives: recoverable formative assessment and non-
recoverable continuous assessment. A recoverable assessment refersto a
formative assessment element where it is possible to set another
assessment to replace that element missed by the student. A non-
recoverable formative assessment element is one where, due to the
nature of the assessment, it is not possible to provide students with an
opportunity to repeat it; for instance, field work reports or group report
on laboratory experiments.

4. Each application shall be considered on an individual basis. Where it is
accepted that an absence or non-submission of an assessment is
legitimate and depending on the circumstances, the nature of the module
and the assessment in question, the module leader will have the
discretion to decide which of the following cases outlined below will be
taken.

In the case of recoverable assessments:
e the student will be required to sit for the assessment missed;
e the student will be given an alternative type of assessment in lieu of
the missed assessment;
e the deadline for submission of the assessment will be extended; and
e The other CA components may be re-weighted for that student to take
account of the missing assessment mark.

e =
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In the case of non-recoverable assessments; for example, where:

° participation and attendance in class/group are essential requirements
of the assessment; or

o the assessment required the setting up of specialist equipment and the
assistance of technical support staff which would normally only be
afforded to group exercises; or

° the assessment is a written assessment in which the class group
participated as a unit; or

° It is not feasible or appropriate to repeat the assessment.

In this case, a result of absent with Valid Reasons “AVR” will be recorded
against the student for that exercise. The lecturer will report all such absences
to the postgraduate office at the end of the academic semester. The
detrimental effect of any such absences on the student's overall final
assessment mark in a module will be a matter for the postgraduate office. The
postgraduate office may adjust the student’s assessment results as it deems
appropriate in light of the recorded legitimate absences.

G. APPEALING AGAINST CONTINUOUS ASSESSMENT MARKS

1. Where a student does not agree with the continuous assessment marks
awarded, he/she may request a review of the mark. Prior to submitting a
request for a review, the student must log his/her claim to the concerned
lecturer with copy to the module leader /or program coordinator who shall
play arbitration role. The student may remain unsatisfied with the mark
awarded. In this case:

2. He/she should write to the postgraduate office within five (5) working days of
receiving their provisional results, requesting a review of the continuous
assessment mark. The postgraduate office will decide if the request is valid and
warrants further consideration within three (5) working days;

3. If the postgraduate office decides that the request is acceptable, they will
discuss the provisional mark with the module leader in the first instance.
Thereafter, the postgraduate office may refer the work to a remarking third
person that is appointed for consideration

4. The remarking lecturer will be another teaching staff in the domain, except the
lecturer sharing the concerned module;

5. The decision of the remarking shall be final and no requests for review of
continuous assessment marks will be allowed after the final mark in a module
has been remarked.

6. Registered students have to fulfil financial and academic requirements (85% of
attendance) and to be allowed to sit for the summative assessment.

7. Before the summative assessment takes place, the module leader shall submit
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to the postgraduate office, the list of students with their performances in
formative assessments, indicating who are eligible to sit for summative
assessment (85% of attendance). The postgraduate office shall submit the
compiled lists to the School Dean, DTLE, College Registrar, and Director of
Finance for further considerations.

A ten (10) credits module shall be assessed for two-hour’ time while a twenty
(20) credits module shall be assessed by a three-hour examination. The
assessment of modules of other weighting shall be in proportion to their size.

H. INTERNAL AND EXTERNAL MODERATION OF SUMMATIVE
ASSESSMENTS

All summative assessments must be moderated by internal and external examiners

as follows:

1. The examination papers and marking schemes shall be reviewed at
the postgraduate office level by the module teaching team.

2. The internally moderated examination papers, the corresponding
marking schemes, blue-print examination and the module description shall be
sent to the external moderators for review by the end of the semester.
External moderators’ feedback shall reach the College in a period of 2 months.

3. Once reviewed and returned, the examination paper shall be finalized by
the internal moderators;

4. All moderation reports will be validated by the DTLE before the summative
assessment.

5. After the examination and marking, the internal moderation team shall blindly
second mark borderline cases;

6. In case external moderators are unable to come to the school, a sample of
15%ofthe examination scripts of each module with top, middle and low scores
shall be sent to them so that they can assess the performance in the module.

I. CONDUCT OF THE SUMMATIVE ASSESSMENTS

1. The summative assessments shall be held during the period specified in
the academic calendar.

2. All examination papers shall be set according to the University approved
process and shall be subject to internal and external moderation.

3. For each examination, there shall be a Chief Invigilator supported by other
academic staff as per the published examination timetable.

4. The Chief Invigilator shall not be the module leader of that particular

module. However, the module teaching team should be physically available in
case of module specific problems.
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