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Chair’'s Message

This Handbook is intended to provide you with an overview of our department and detailed
information about our Bachelor’s Program in Human Resource Management (HRM). Today, many
of our graduates are professionally successful in both public and private sectors. We, at the
Department of Human Resource Management, have endeavored to keep our study plan and
academic program up to date with developments and advances in the field of human resource
management and reflect quality in all institutional and programmatic aspects, to ensure that

graduates’ skills and expertise are in line with the requirements of labor market and societal needs.

Dr. Taoufik Radouche

Head of HRM Department

HRM Student Handbook DAU © 2020
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About the HRM Program

Our Human Resource Management Bachelor’s Program (HRM) is a 137 credit-hour degree
program designed to prepare students for leading positions in human resource departments, to be
able to formulate and enhance organizational policies and procedures, and to learn tools and
techniques that help identify, analyze, and solve complex human resource and management issues.
The HRM program provides a high-quality human resource teaching designed to build students
competencies required for future HR careers in public and private sectors by delivering relevant
theories as well as practical knowledge and skills. The study of human resource management
provides students with both the theoretical background and the analytical tools required to make
effective and value creating business decision in the competitive global business environment. Our
program’s curriculum has been recently updated and was granted Ministry of Education approval
(May 2018). The curriculum offers courses that are benchmarked against renowned human
resource management programs offered at the national and international universities to ensure it is
in line with latest developments in the field of human resources management. HRM program is
structured to provide students with knowledge of basic HRM principles, concepts, and theories,
advanced and specialized elective courses in human resource management along with general
management, marketing, finance and banking, and accounting. The teaching-learning structure is
designed to focus on training and refining the professional knowledge and skill sets required for
career advancement. The intensive co-operative program provides an opportunity for students to
put in exercise the knowledge gained, practice their core-skill set and explore chances for

employment and growth.

HRM Student Handbook DAU © 2020
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HRM Program Mission

“To prepare highly qualified, distinctive and competent HR leaders with the knowledge,
capability and entrepreneurial skills to identify, analyze, solve human resource and management

issues through evolving curriculum design, research and community engagement”

HRM Program Goals

1. Provide students with HRM knowledge, skills and competencies to prepare them
intellectually, morally, and socially for today’s dynamic society to be active participants
and leaders in the business community.

2. Adopt appropriate teaching and learning resources to ensure quality of HRM education
among students and promote conducive learning environment.

3. Enhance the quality of HRM program to become in line with the recognized institutional
accreditation.

4. Provide a fundamental research background for graduates to pursue graduate study in HRM
or related areas.

5. Engage HRM students in community service and extra-curricular activities to develop their

practical and professional skills and promote sense of social responsibility.

HRM Student Handbook DAU © 2020
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HRM Program Graduate Attributes

1. Take initiative in identifying and resolving problems and issues both individually and in
group situations exercising leadership in pursuit of innovative and practical solutions;

2. Recognize the provisional nature of Human Resource Management and take this into
account in investigating and proposing solutions to academic or professional issues;

3. Apply the theoretical insights and methods of inquiry from Human Resource Management
in considering issues and problems in other contexts;

4. Participate in activities to keep up to date with developments in Human Resource
Management and continue to enhance their own knowledge and understanding;

5. Consistently demonstrate a high level of ethical and responsible behavior and provide
leadership in academic, professional and community environments;

6. Behave in ways that are consistent with Islamic values and beliefs, and reflect high levels

of loyalty, responsibility, and commitment to service to society.

HRM Student Handbook DAU © 2020
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HRM Program Intended Learning Outcomes

Knowledge :

Possess a comprehensive, coherent, and systematic body of knowledge in HRM core
concepts, principles and theories according to the requirement of contemporary business

K1 (
environments.
Discuss cross-cultural diversity impacts on HRM methods and techniques catering to
K2 achieving organizational goals.
Explain and differentiate between different management and HRM strategies employed
K3 by organizations.
Integrate decision-making processes into major aspects of the HRM profession and be up
K4 to date of the contemporary HRM issues.
Demonstrate knowledge in Human development and ability to use mathematical,
K5 statistical, and ICT methods in analysis.
Skills
s1 Analyze and evaluate business environment affecting HRM decisions.
Solve relatively complex HRM problems using a range of HRM strategies in response to
s2 the national and international business trends.
Critically evaluate HRM practices’ impacts on business ethics and corporate social
S3 responsibility.
Competence
Demonstrate interpersonal, team and leadership skills necessary to function in HRM
€1 profession.
c2 Show leadership skills in pursuit of innovative and practical solutions.
Demonstrate entrepreneurial skills and participate in teams to implement and coordinate
€3 organizational activities.
Apply HRM concepts and practices, quantitative analysis tools and problem-solving
€4 methodologies in business situations.
Employ technology, information and communication resources, statistics, and scientific
c5 research tools to improve human resource management in organizations.
c6 Demonstrate written and oral communication skills and reasoning appropriate for

conveying HRM related issues.

HRM Student Handbook DAU © 2020
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HRM STUDY PLAN Requirements

Requirements credit-hour
University Requirements 35
COB Requirements 33
MKT Program Requirements 45
Requirements from Other Programs 24
Total | 137

HRM STUDY PLAN CONTENTS

The HRM study plan is structured in eight semesters and one summer session in third year,
with 18 maximum credit-hour per semester. A student strictly fallowing his program'’s study plan
will be able to complete his study and get his degree in four years' time. Total credit-hour of HRM
program is 137 credit-hour, and following two tables list common courses in the HRM program
study plan categorized by type of requirements:

a. University Requirements

Code = No. | Course ~ Credit-hour

ARAB | 1100 | Arabic Language Writing 2
ARAB | 1103 | Arabic Language Skills 2
SKL 1450 | University Skills 3
SKL 1451 | Leadership and Teamwork 2
CT 1400 | Computer Skills 3
MATH | 1100 | Elementary Mathematics 4
ISLM | 1101 | Islam and Society Building 2
EPH 1500 | Health and Physical Education 1
ENGL | 1111 | A2 Waystage Listening & Speaking | 3
ENGL | 1112 | A2 Waystage Grammar 2
ENGL | 1113 | A2 Waystage Reading & Writing | 3
ENGL | 1121 | B1 Threshold Listening and Speaking 11 3
ENGL | 1122 | B1 Threshold Integrated English Language 2
ENGL | 1123 | B1 Threshold Reading and Writing Il 3
Total | 35

HRM Student Handbook DAU © 2020
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Credit-hour

MATH 1121 | Business Mathematics 3
MGT 1211 | Principles of Management 3
ACCT 1211 | Principles of Accounting 3
ECON 1211 | Principles of Microeconomics 3
STAT 1211 | Business Statistics | 3
MKT 1211 | Principles of Marketing 3
FIN 1221 | Principles of Finance 3
ECON 1221 | Principles of Macroeconomics 3
STAT 1221 | Business Statistics Il 3
MIS 1221 | Management Information Systems 3
ACCT 1221 | Principles of Cost and Management Accounting 3

33

Total

In addition to University Core and Elective Requirements and COB Core Requirements,

additional requirements of HRM Bachelor Program consist of the following:

c. HRM Major Core Requirements

Code No Course Credit-hour ‘
HRM 1221 | Human Resource Management 3
HRM 1311 | Human Resource Planning and Recruitment 3
HRM 1312 | Benefits and Compensation Management 3
HRM 1313 | Human Resource Training and Development 3
HRM 1321 | Occupational Health and Safety Management 3
HRM 1322 | Human Resource Diversity Management 3
HRM 1323 | Negotiation and Conflict Management 3
HRM 1360 | Co-operative Training 6
HRM 1411 | Performance Management 3
HRM 1421 | International Human Resource Management 3
HRM 1422 | Strategic Human Resource Management 3
HRM 1423 | Labor and Social Insurance Laws 3

Total 39 \

HRM Student Handbook DAU © 2020
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d. HRM Core Requirements from Other Programs

Code No Course Credit-hour
MGT 1212 | Organizational Behavior 3
MGT 1311 | Operations Management 3
MGT 1411 | Business Research Methods 3
MGT 1412 Strategic Management 3
MGT 1413 | Business Law & Ethics 3
MGT 1421 | Entrepreneurship 3

Total 18

e. HRM Elective Courses Requirements
To satisfy HRM elective courses requirements the student needs to take any two of the

following electives courses.

Course Credit-hour Perquisites

HRM | 1431 | Management Leadership 3 HRM1323

HRM | 1432 | Knowledge Management 3 HRM1322

HRM | 1433 | Contemporary Issues in Human 3 HRM1321
Resource Management

HRM | 1434 | Crisis Management 3 HRM1323

f. HRM Elective Courses Requirements from Other Programs
In addition to taking any two courses from HRM Program list of electives, the student must

further take any two courses from other programs, provided that he has satisfied course's
prerequisites

HRM Student Handbook DAU © 2020 10
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HRM PROGRAM OUTLINE

With respect to BA/ HRM program ILO structure and development, courses were
distributed on the 8 semesters (4 years). Course specifications are adopted accordingly to satisfy

program level intended learning outcomes as per SAQF standards.

Freshman

COURSES

These levels include University requirements. The courses offered in the first and second semesters are from
UPP Deanship.

Sophomore -1

COURSES

This level reflects development of student knowledge and skills start an incremental direction toward the
student major (See Table 1 & Appendix 1). At this level, students gain 7.865 of intellectual and practical
skills in relation to the major (program depth) with balance between knowledge, competencies, and skills
(3.04%, 2.25%, 2.58% in Knowledge, skills and competencies respectively). See Table 2 and Appendix 1.

Students also gain intellectual and practical skills in relation to the major provided by business courses
from other departments

Courses taught at the third level are:

Principles of Accounting
Principles of Microeconomics
Business Statistics |
Principles of Management
Organizational Behavior

HRM Student Handbook DAU © 2020
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Sophomore -2

COURSES

At this level, students gain 3.75 of skills in relation to the major (program depth). See Table 1 and
Appendix 1. Students also gain intellectual and practical skills in relation to the major provided by
business courses from other departments.

Courses taught at the fourth level are:

Principles of Cost and Management Accounting
Principles of Macroeconomics

Management Information Systems

Business Statistics 11

Principles of Finance

Human Resource Management

Junior — 2

COURSES

The fifth level continues comprehensive, incremental and development in intended learning outcome
structure toward student specialism. Level five significantly reflects an increase in knowledge, skills,
and competencies to reach 14.145 in total. Moreover, this level reflects continual development of
intended learning outcomes in each domain toward major direction (major depth increased to 5.55%,
3.30%, 5.29% in Knowledge, skills, and competencies respectively). See Table 1 and Appendix 1

Courses taught at level five are:

e Leadership and Teamwork

e  Principles of Marketing

e Operations Management

¢ Human Resource Planning and Recruitment

o Benefits and Compensation Management

¢ Human Resource Training and Development
HRM Student Handbook DAU © 2020
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Junior — 2

COURSES

Level six continues comprehensive, incremental and development in intended learning outcome
structure toward student specialism. Sixth level significantly reflects an increase in knowledge, skills,
and competencies to reach 21.645 in total. This level reflects continual development of knowledge
and skills toward major direction (Major depth increased to 7.76%, 4.76%, 9.12% in Knowledge,
skills, and competencies domains respectively). See Table 1 and Appendix 1

Courses taught at level six are:

Occupational Health and Safety Management
Human Resource Diversity Management
Negotiation and Conflict Management

2 Electives

Senior- 1

COURSES

Level seven. Students received a ratio of 18.145 in total in relation to the major (program depth).
Students gain 5.72%, 4.96%, 7.47% of Knowledge, skills, and competencies respectively). See Table
1 and Appendix 1.

Courses taught at level seven are:

Business Research Methods

e Strategic Management
e Business Law & Ethics
e Performance Management
e Elective
HRM Student Handbook DAU © 2020
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Senior- 2

COURSES

Last level shows intended learning outcomes continue comprehensive, and developmental progress.
Student received a ratio of 28.34% in relation to the major (program depth). Again, eighth level reflects
an increase in knowledge, skills, and competencies with continual development toward major direction
(depth increased to reach 10.15%, 6.08%, 12.265% in Knowledge, skills, and competencies domains
respectively). See Table 1 and Appendix 1.

Courses taught at level eight are:

Entrepreneurship

International Human Resource Management
Strategic Human Resource Management
Labor and Sacial Insurance Laws

Elective

HRM Student Handbook DAU © 2020
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Table 1. Percentage of the Course ILO to the total Program ILO

e Knowledge Skills mpetencies
c
K1 K2 ‘ K3 ‘ S1 S2 S3 C1 (074 (OX] C4 C5 C6
0.33% | 0.33% | 0.33% | 0.33% | 0.33% | 0.33% | 0.33% | 0.33% | 0.33% | ! 0.33% | I 0.33%
MGT1211 L I L I I L L L I L L 3.63%
1.32% 0.99% 1.32%
0.46% | | 0.46% | 0.46% | 0.33% | 0.46% | 0.33% | 0.46% | 0.46% | 0.46% | | | | 0.33%
Level3 | MGT1212 i i i | ' ' ' ' ' ' ' 4.23%
1.72% 1.26% 1.26%
0.79% | 0.33% | 0.79% | 0.79% | 0.33% | 0.79% | 0.66% | 0.79% | 0.79% | 0.79% | | 0.33% | I 0.66%
. i i | | . . | | | . e
3.04% 2.25% 2.58%
0.46% | 0.46% | 0.33% | 0.33% 0.33% | 0.33% 0.33% 0.33% | 0.46% 0.33%
Level 4 | HRM1221 3.70%
1.59% 0.66% 1.45%
2nd Year 4.63% 2.91% 4.03% 11.56%
0.46% | 0.46% | 0.46% | 0.46% | 0.33% | 0.46% | 0.46% | 0.46% | | 0.46% | L 0.46%
HRM1311 ' ' ' i i ' ' ' ' ' ' 4.49%
1.85% 0.79% 1.85%
0.46% | 0.46% | 0.46% | 0.46% | 0.46% | 0.46% | 0.33% | 0.46% | 0.46% | | 0.33% | | 0.46%
HRM1312 ' ' ' i i i i i i i i 4.82%
1.85% 1.26% 1.72%
Level 5 i i i | i | | | i | |
0.46% | 0.46% | 0.46% | 0.46% | 0.46% | 0.46% | 0.33% | 0.46% | 0.46% | | 0.33% | | 0.46%
HRM1313 ' ' ' i i ' ' ' i ' ' 4.82%
1.85% 1.26% 1.72%
1.39% | 1.39% | 1.39% | 1.39% | 126% | 1.39% | 0.66% | 1.39% | 1.39% ! 1100 | | 1.39%
| | | | | | | | | | | R
5.55% 3.30% 5.29%
0.56% | 0.56% | 0.56% | 0.56% | 056% | 0.56% | 0.46% | 056% | 0.56% | 0.46% | 056% | 0.46% | 0.46%
HRM1321 ' ' ' ' ' ' ' ' ' ' ' 6.90%
2.25% 1.59% 3.07%
056% | 056% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.46% | 0.56% | 0.46% | 0.56% | 0.56% | 0.46% | 0.46%
HRM1322 ; i i i i - - : - : - 7.47%
2.81% 1.59% 3.07%
Level 6 I : : : : : I : I : I
0.56% | 0.56% | 0.56% | 0.56% | 0.46% | 0.56% | 0.56% | 0.46% | 0.46% | 0.46% | 0.56% | 0.56% | 0.46% | 0.46%
HRM1323 : : : : : : : : : : : 7.21%
2.71% 1.59% 2.97%
1.68% | 1.68% | 1.68% | 1.68% | 1.02% | 1.68% | 1.68% | 1.39% | 1.59% | 1.49% | 159% | 1.68% | 1.39% | 1.39%
i i i i i i i i i i i 21.64%
7.76% 4.76% 9.12%
3rd Year 13.31% 8.06% 14.40% 35.78%
0.56% | 0.56% | ! 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | | 0.56% | 0.56% | 0.56% | 0.56%
Summer | HRM1360 ’ ’ ! ’ ’ ’ ’ ’ ’ ’ ’ 6.18%
1.68% 1.68% 2.81%

Cooperative

Training

HRM Student Handbook DAU © 2020 1—5
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0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% ! ! 0.56% | |
MGT1412 ' ! ' ' ' ' ' ' ' ' ' 5.62%
2.25% 1.68% 1.68%
0.33% | 0.33% | | | 0.46% | | 0.56% | 0.46% | 0.46% | 0.46% | | 0.56% |
MGT1413 : : : : L : : : : : : 3.63%
0.66% 1.02% 1.95%
0.56% | 0.56% | i i 0.56% | 0.56% | 0.56% | | 0.56% | 0.56% | | 0.46%
Level 7 | HRM1411 ' ' ' ' ' ' : : : : : 4.39%
1.12% 1.12% 2.15%
056% | 0.56% | | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | i | 0.56% |
HRM1431 4.49%
1.68% 1.12% 1.68%
T T T T T T T T T T T
2.02% | 2.02% | 0.56% | 1.12% | 215% | 1.68% | 1.12% | 215% | 159% | 1.02% | 1.12% | 1.12% | 0.46%
! ! ! ! ! ! ! ! ! ! ! 18.14%
5.72% 4.96% 7.47%
0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56%
MGT1421 : : . : : . . . . . . 6.74%
2.25% 1.12% 3.37%
056% | 0.56% | 0.56% | | 056% | 0.56% | 0.56% | 0.56% | 0.56% | | 0.56% | I 0.56%
HRM 1421 i i i i i i i i i i i 5.62%
2.25% 1.12% 2.25%
0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | 0.56% | | 0.56% | | 0.56%
HRM1422 i i i i i i i i i i i 5 60%
2.25% 1.12% 2.25%
Level 8 T T T T ! ! T ! ! ! 1
0.46% | 0.56% | | | 056% | 0.46% | 0.46% | 0.56% | | | | 0.56%
HRM 1423 i i i i i i i i i i i 2.63%
1.02% 1.02% 1.59%
056% | 056% | 0.56% | 0.56% | 056% | 056% | 0.56% | 0.56% | 0.56% | | 0.56% | 0.56% | 0.56%
HRM1434 : ' : ' ' : ' i - - : 6.74%
2.25% 1.68% 2.81%
271% | 2.81% | 2.25% | 1.68% | 0.56% | 2.81% | 2.71% | 0.56% | 2.71% | 2.81% | 0.56% | 2.25% | 1.12% | 2.81%
i i i i i i i i i i i 28.34%
10.01% 6.08% 12.26%
4th Year 15.73% 11.03% 19.72% 46.48%
From
.35% 23.69% 40.96%
L3-L8 Total 35.35% 3.69% 0.96% 100.00%
100.00%
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Appendix 1. Course Learning Outcomes and
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Human Resource Management Program Course Structure
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First Year (Freshman)

Code No.  Course Title
CT 1400 Computer Skills
ARAB 1100 Ara.b.lc Language
Writing
Elementary
R RO Mathematics
A2 Waystage
ENGL 1111 Listening & Speaking
I
ENGL 1112 A2 Waystage
Grammar
A2 Waystage
el Reading & Writing |
EPH 1500 Health and Physical

Education

CR
3

2

3

1

Prereq. Code No.
EFC ARAB 1103
EFC SKL 1450
EFC ENGL 1121

ENGL002 ENGL 1122

ENGL003 ENGL 1123

ENGL001

ENGLOO4 MATH 1121
EFC ISLM 1101

Course Title

Arabic Language
Skills

University Skills

B1 Threshold
Listening and
Speaking I1
B1 Threshold
Integrated English
Language

B1 Threshold
Reading and
Writing 11
Business
Mathematics

Islam and Society
Building

CR Prereq.
ARAB110
2
0
3 EFC
3 ENGL111
1
ENGL111
2
2
ENGL111
3
3
3 MATH1100
2 EFC

Second Year (Sophomore)

Code No.  Course Title
ACCT 121 Prmczplels of

1 Accounting

121  Principles of

MeT 1 Management
ECON 121 Pr.maples of .

1 Microeconomics
STAT 151 Business Statistics |
MGT 121 Organizational

2 Behavior

falidt 1 Manaiement

HRM Student Handbook

CR

3

3

Pre. Code No.
MATH1121 122
ENGL1123 AGLT 1
ENGL1121 FIN 152
ENGL1121 122
MATH1121 Bk 1
MATH1121  MIS 152

STAT 152
ENGL1123
122

DAU © 2020

Course Title
Principles of Cost
and Management
Accounting
Principles of
Finance
Principles of
Macroeconomics
Management
Information
Systems

Business Statistics
11

Human Resource

CR Pre.
3 ACCT1211
3 ACCT1211
MATH1121
3 ECON1211
3 ENGL1122
3 STATI1211
3 MGT1211
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Third Year (Junior

Code No.  Course Title CR Pre. Code  No. Course Title CR Pre.
. Occupational Health
Leadership and 132 HRM 1311
SKL 1451 Teamwork 2 SKL1450  HRM p and Safety 3 MIS1221
Management
L Human Resource
MKT 1211 Crinciplesof 3 ENGL1123 HRM 32 Diversity 3 HRMI312
Marketing 2
Management
. Negotiation and
Operations MGT1211 132 ;
MGT 1311  ——— 3 STAT1221 HRM 3 Conflict 3 HRM1313
Management
Human Resource
HRM 1311 Planning and Elective 3 RP
Recruitment
Benefits and
HRM 1312 Compensation Elective 3 RP
Management

Human Resources
HRM 1313 Training and
Development

HRM 1360 Co-operative Training 6

Fourth Year (Senior

Code  No. Course Title CR Pre. Code  No. Course Title CR Pre.
; MKT1211
il Bl e 3 STATIZIT  yer 1421 Entrepreneurship 3 MGT1412
Methods MGT1211
FIN1221
International
MGT 1412 Strategic Management 3 MGT1311 HRM 1421 Human Resource 3 HRM1322
Management
Business Law and Strategic Human
MGT 1413 E:flhics w 3  MGT1311 HRM 1422 Resource 3 HRM1412
Management
Performance Labor and Social MGT1413
e Management M Insurance Law 3 HRM1321
Elective 3 RP Elective 3 RP

EFC= English foundation courses - ENGL (001,002,003,004). RP= Respective perquisite for course.
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HRM Course Descriptions / DAU Core Requirements

Arabic Language Writing - ARAB1100 (2,0,2) Prerequisite: EFC

o Ll @l iy o slell )3 Al 8 AS a8 oY) Al (Ll (gl A @ leal) i e il 5
A ALY DLl ey smtl ALl 5 om0 ilaDla sl il jleall i 5 U5 8 Loy eilen 5 Aunalal) pgiln
Lo laa 5 4oy Jil )l debua ol o slly JUSI il A2 i cmpman (5 5ol (G (385 BBV oo jiall J 5l
Lﬁhﬁ)}@&yw\ :\.JGSQ\JL@AGJ\:&BLA’ el g_ala.ac\‘)aiubz\.:\jzm e;\a.an :\aa\‘)awu&m ‘3\;\.\3)355‘2\}

Arabic Language Skills - ARAB1103 (2,0,2) Prerequisite ARAB 1100

sl 5 cAglal) ) 29 52 M) o(Rae a5 bl e ) ciladle ) (Y1 san sl lan g ) (e iall 128 S
(e sl 5 ol gl il 5 oS (gl il 5 IS elgal il s o ¢ a5 Taiall) 2N sam gl ((Laaall 5 o sriall aul 5 (Jelall
(Ol 5 cdall 5 calal J sxiall g ¢sllaall Jgmiall 5 edy J seiall) dagl 1) 52s 511

University Skills - SKL1450 Prerequisite EFC

This course develops university skills (academics skills, communication skills, and self-skills)
for students of first common year at Dar Al-Uloom University, and their applicability in
university life.

Leadership and Teamwork- SKL 1451 (2,0,2) Prerequisite SKL 1450

This course discusses the role and importance of leadership and teamwork in organizations, and
the combination of features, skills and abilities required for successful leadership of Teamwork,
and how to build high-performing teams and the attributes and skills required for an effective team
membership.

Computer Skills — CT1400 (3,0,3) Prerequisite EFC

This course, using both lecture and laboratory practice, introduces students to basic computer
concepts in hardware, software, networking, computer security, database, websites, and other
emerging technologies such as blogs, wiki, RSS, podcasting, and Google applications. Widely
used applications including word processing, spreadsheets, databases, presentation, and web
development software are studied. Students will also develop critical thinking skills, learn
terminology and problem-solving techniques which are critical to solve Information Technology
(IT) problems. Throughout the course, emphasis will be placed on performing tasks that simulate
professional work situations.

Elementary Mathematics —- MATH1100 (4,0, 4) Prerequisite EFC

Students in this course will study functions including understanding the definition of a function,
domain, range, one to one function, and the inverse of a function. The subject of functions extends

HRM Student Handbook DAU © 2020
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to understanding of the Cartesian coordinate system and the process of drawing functions at a two-
dimensional level. Different types of functions will be introduced including linear functions,
quadratic functions, polynomial, rational, exponential, and logarithmic Functions. Student will
also study finding solutions for linear equations and inequalities, finding a straight-line equation,
finding the length a straight line, the middle point in a line segment. Students are also exposed to
the understanding of angles and their measurements, trigonometric functions, and the graph of
trigonometric functions. The course covers matrices and operation on matrices and system of
linear equations solution. The last part of the course will cover different topics which include
sequences, permutations, and combinations.

Islam and Society Building - ISLM1101 (2,0,2) Prerequisite EFC

5 om¥) paal e Laia ¥ COUSER anl e Laia W) Jag) g )l 4 55 o el 5 abusall aainall Ciy pai el 124 J sk
odalia s ada g iy 4lS ) LS calall LgalSal 5 badll 65 ) dlan Jal e cctlgndll e a5 Syl b LeilSa
Al il 5 A3 sl (i S0 8 UM (s L ) g DY) 8 GOUM AlSaT (S e e A iall EY)

Health & Physical Education - EPH1500 (1,0,1) Prerequisite EFC

LS il o grall ae Jolall G Juadl 5 30 Y1 il Gl Cay pa e Jaidy LS ddanal) e ddailal) b
3 shiall s Al 5 jeal) aladiuly daall o ddailaall Cangiusd Ay o jlal 5 dpaly ) dadil 4 jlae Liayl 5 jaall dady

A2 Waystage Listening & Speaking | - ENGL111 (3,0, 3) Prerequisite ENGL002

This course integrates listening and speaking skills and builds on the foundation provided by the
level C courses. The course provides instruction and practice on listening strategies like listening
for general information and detail, guessing word meaning from context. The speaking section of
the course attempts to develop presentation skills such as format, organization, body language and
eye-contact. Students practice conversations and role-plays in order to build on their skills.

A2 Waystage Grammar — ENGL 1112 (2,0,2) Prerequisite ENGL003

This course integrates vocabulary and grammar skills and builds on the foundation provided by
the level C courses. The course provides instruction and practice on vocabulary learning strategies
like context clues, imagery and word-parts. The grammar section of the course attempts to develop
a good grounding in a range of topics including some of the present and past tenses, adjectives &
adverbs, possessives, modal verbs, quantifiers etc. Grammar learning strategies such as prediction,
mind-maps and contextualization are utilized in order to reinforce and support learning. Students
also practice communicative activities such as conversations, role-plays and writing tasks in order
to further practice and master the vocabulary and grammar items.
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A2 Waystage Reading & Writing | -ENGL11 (3,0, 3) Prerequisite ENGL001 & ENGL004

This course integrates reading and writing skills and builds on the foundation provided by the level
C courses. The course provides instruction and practice on reading strategies like scanning,
skimming, context clues, and summarizing. It also focuses on recognition of main ideas and
supporting details. The writing section of the course attempts to develop writing accurate, concise,
and well-connected paragraphs, and summaries. Concepts of writing processes like brainstorming,
planning, drafting and revising are introduced and practiced. Students practice writing topic
sentences that introduce a paragraph, supporting sentences, and concluding sentences. Writing
instruction also focuses on paragraph coherence and cohesion.

B1 Threshold Listening and Speaking Il - ENGL1121 Prerequisite ENGL1111

Following on from ENGL-1111, students will use their vocabulary resources, syntactic knowledge
and idiomatic expressions developed to support students in functioning confidently in more
challenging academic content. In this second level, there will be a greater focus on effective
listening and speaking strategies in using English in extended academic lectures, talks, reports,
and radio programs. The importance of non-verbal, verbal communication and intercultural
communication will be emphasized in one-to-one, small group and large group communication
settings. Practice activities on pronunciation, intonation patterns, and stress placement at the
phrase/sentence level and above will be a feature of this course. Suitable appropriate authentic
resources and materials — in both e-learning and paper format - will be used to support trainees in
taking responsibility for their own learning.

B1 Threshold Integrated English Language - ENGL 1122 (2,0, 2) Prerequisite ENGL1112

This course will cover each of the four skills tested in the IELTS test: Reading and Writing Task
one. Using a textbook, classroom activities, and practice tests, students will be exposed to a variety
of strategies for improving their IELTS score and will become familiar with the format and design
of the exam. A variety of test-taking skills will be taught and practiced.

B1 Threshold Reading and Writing Il - ENGL1123 (3,0, 3) Prerequisite ENGL1113

This course focuses on the development of critical reading skills and academic writing. Students
will develop reading and writing skills with clearly defined learning outcomes within a critical
thinking framework. Students will develop their reading sub-skills using a variety of text types,
previewing, predicting, skimming, scanning, reading for specific information and inferring
meaning from context. Writing is developed by looking at essay structure and content, building
students skills resources. Suitable appropriate resources and materials—in both e-learning and paper
format - will be used to support students in taking responsibility for their own learning.
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HRM Program Course Descriptions / COB Core Requirements

Business Mathematics - MATH1121 Prerequisite MATH1100

The purpose of this course is to increase student mathematical knowledge and skills and provide
methods for solving business problem. The course covers linear and quadratic functions and
graphs, as well as presents solution of equations and inequalities. The course also introduces
students to the average rate of change and instantaneous rate of change as the definition of
derivatives, differentiation rules, differentiation techniques, and differentiation of exponential and
logarithmic functions. In addition, the course presents application of first and second derivatives
in finding local maximum and local minimum and inflection points. The last part introduces the
idea of integration as anti-derivatives and extends the topics to the fundamental theorem of
calculus and applications.

Principles of Management - MGT1211 (3,0,3) Prerequisite ENGL 1121

This course introduces the concepts, theories, and principles of management and techniques used
in carrying various management’s functions; including planning, organizing, communicating,
leading and controlling, as well as decision-making and managing change in organizations.

Principles of Accounting - ACCT1211 (3,0, 3)Prerequisite  ENGL1123 & MATH1121

This introductory course presents fundamental concepts, principles and techniques of financial
accounting, including the double entry system. It deals with the study of accounting cycle for
service and merchandise companies. Special focus given to analyzing transactions, summarizing
them using the general ledger and reporting the results through the preparation of financial
statements mainly used by the internal and external decision makers. The last part covers the basics
of inventory valuation, cost of sales, accounting treatment for tangible & intangible assets and the
preparation of adjustment entries.

Principles of Microeconomics - ECON121 (3, 0, 3) Prerequisite ENGL1121 & MATH1121

This course designated to introduce students to the fundamentals of microeconomics. Topics
include supply & demand analysis, elasticity of demand & supply, theories of consumer &
producer behavior, and market structure: perfect competition, monopolistic completion, monopoly
and oligopoly. Additional topics include factors of productions markets and economic welfare.

Business Statistics | - STAT1211 (3,0,3) Prerequisite MATH1121

Business Statistics | introduces students to data collection and statistical techniques to analyze
data. Topics start with introduction descriptive statistics which covers data collection, sampling
techniques, organization and tabulation of data, and graphical representation of data. The course
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also covers numerical measures such as measures of central tendencies and measures of dispersion.
The course also presents basic probability, some important probability distributions, time series,
and index numbers.

Principles of Marketing - MKT1211 Prerequisite ENGL1123

This introductory course seeks to develop a general understanding and appreciation of the forces,
institutions, and methods involved in marketing of products and services. Topics include
marketing introduction, marketing strategy, consumer behavior, business buying behavior,
segmentation, target marketing, positioning, branding strategies, pricing, marketing channels,
marketing communication and global marketing.

Principles of Finance - FIN1221 PrerequisiteACCT1211 & MATH1121

This course focuses on the basic concepts of finance and introduces students to analytical tools
used in decision making. Topics include Legal forms of business organizations, financial goals,
financial statements and its analysis, time value of money, overview of financial markets and
institutions, principles of risk and return and overview of corporate financing.

Principles of Macroeconomics - ECON1221 (3,0,3) Prerequisite ENGL1211

This course focuses mainly on economic analysis of aggregate employment, income and prices. It
introduces student to the basic principles of macroeconomics with emphasis on developing
analytical skills through the topics covered. These topics include: introduction to basic
macroeconomic relationships; determining aggregate supply and aggregate demand; measuring
economic output and growth, concept of fiscal and monetary policies, deficits and their financing
through debt, and extends to include international economic concepts such as International trade,
Balance of Payments, Exchange Rates, and Trade Deficits. Brief overview of Economics of
Developing Countries and debates between Macro Theory and Policy.

Business Statistics Il - STAT1221 Prerequisite STAT1211

Business Statistics 11 designed to focus on inferential statistics. The topics covered in the course
include review of probability distribution, central limit theorem, sampling distribution, point
estimation, and confidence intervals. The course also covers hypothesis testing and statistical
inference using t-test about the mean and Chi-square tests for goodness of fit and independence.

Management Information Systems - M1S1221 (3,0,3) Prerequisite ENGL 1122

Managers and business analysts in organizations are expected to know how information systems
(IS) can be used to make businesses more competitive, effective and efficient. This course provides
an introduction to information systems and technologies for business and management. It is
designed to familiarize students with the technical, organizational and managerial foundations of
information systems to better understand their role in enhancing business processes and
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management decision making across the organization, and how to design, develop and manage
information systems in organizations. The course focuses on topics such as the management of the
digital firm, Internet and Internet technology, electronic business and commerce, information
technology (IT) infrastructure, wireless technology, ethical and security issues related to
information systems, and enterprise applications.

Principles of Cost and Management Accounting -ACCT1221 (3, 0, 3)Prerequisite ACCT1211

The course introduces the basic concepts of cost and management accounting through a focus on
the role played by cost and management accounting information in the business environment. Its
main objective is to provide students with an understanding and ability to apply the simple
techniques of cost and management accounting that will be used in planning and decision making
for business situations. This course also covers cost concepts such as; cost classification, elements
of direct and indirect costs, costs of materials, labor and overhead costs, cost theory & cost
estimation. The later part covers basics of managerial accounting concepts such as analysis of
financial statements, cost — volume — profit analysis and budgetary planning.

HRM Program Course Descriptions / HR Core Requirements

Human Resource Management — HRM1221 (3, 0, 3) Prerequisite MGT1211

This course is an introductory overview of human resource management as a business function for
future human resource managers, providing them with the basic of managing human resources
activities; these include acquiring, developing, evaluating, disciplining and maintaining a qualified
workforce that positively contribute to organizations effectiveness.

Human Resource Planning and Recruitment— HRM1311 (3,0, 3) Prerequisite HRM1221

This course addresses the human resources planning theory and concepts. Students will learn
about the importance of aligning human resources management with organizational plans and
objectives. Students will examine the various elements of human resources planning including
strategic planning, job analysis, and forecasting supply and demand. The course will examine how
corporate business strategy influence human resources management practice. This course also
provides an understanding of the process of recruitment and selection in organizations. Steps of
recruitment and selection and process are clearly explained in this course. Further, the course
introduces students to the processes involved in human resource planning, including qualitative
and quantitative techniques in forecasting personnel requirements and possible solutions to
addressing shortages and surpluses. Students will also be introduced to basic theories and
strategies utilized in staffing, recruiting, selection, and planning.
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Benefits and Compensation Management— HRM1312  (3,0,3) Prerequisitte HRM1221

An exploration of alternative compensation philosophies. Topics include strategies of employee
compensation, incentives to productivity, employee motivation, and performance appraisal.
Incentive strategies such as cash, employee ownership and non-monetary rewards are explained
and evaluated in various situations. This course also covers techniques for identifying and
classifying critical job components and observable standards and measures, setting compensation
for job performance, and developing an executive compensation program. The relationship
between compensation, motivation, performance appraisal, and performance within the
organizations is discussed in this course.

Human Resource Training and Development - HRM1313 (3, 0, 3) Prerequisite HRM1221

This course provides students with an overview of the role of Training and Development in Human
Resource Management. Topics include training needs analysis, program design, development,
administration, delivery and program evaluation. Other topics include, career planning, training
techniques, budgeting and trends in training.

Occupational Health and Safety Management - HRM1321 (3, 0, 3)Prerequisite HRM1311 &

MI1S1221

This course introduces students to key concepts and practices related to the management of
workplace occupational health and safety. It identifies appropriate procedures to maintain health
and safety at workplace, and to minimize or eliminate work related injuries and illness. Topics
include causes and types of accidents; accidents’ investigation; and occupational safety and health
performance measurement, organization, function, inspections, training and standards.

Human Resource Diversity Management —- HRM1322 (3,0,3) Prerequisite HRM1312

This course designed to enhance students’ fundamental knowledge on investment portfolio
construction and analysis. The course aims to provide a deep insight into investing environment,
investment principles and their applications to valuing investments options in the marketplace.
Topics include investment environment, multiple asset classes and financial instruments, valuation
of securities, measuring risk and return, principle of efficient diversification, efficient market
hypothesis, portfolio theories namely Markowitz portfolio theory, Capital Asset Pricing Model
(CAPM), and Arbitrage Pricing Theory (APT).

Negotiation and Conflict Management —- HRM1323 (3,0,3) Prerequisite HRM1313

Negotiation and Conflict Management presents negotiation theory — strategies and styles — within
an employment context. Students also learn how to negotiate in difficult situations, which include
abrasiveness, racism, whistle-blowing, and emergencies. The course covers conflict management
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as a first party and as a third party: third-party skills include helping others deal directly with their
conflicts, mediation, investigation, arbitration, and helping the system change as a result of a
dispute.

Co-operative Training — HRM1360 (6,0, 6) Prerequisite Completion of 90 CHRs

Cooperative Training provides the student with a platform for reflecting critically and
constructively on the link between his college coursework and real business conducts. The student
will be working as an intern in a business unit related to his field of study and will be assigned
various tasks that have to be completed under supervision of both a field mentor (company side)
and an academic mentor (college side). Upon completion of a one-semester coop training, the
student will be required to submit and present a report detailing tasks performed and experiences
gained to an academic committee headed by his academic mentor.

Performance Management - HRM1411 (3,0,3) Prerequisite HRM1323

This course enables students to explore the importance of building an effective processes and
systems for managing performance at the individual, team and organization level. It will provide
students with an understanding of the key role performance management plays in achieving
corporate strategy and optimizing productivity. In addition, the course emphasizes the importance
of measuring the effectiveness of human resource activities in enhance individual and
organizational performance.

International Human Resource Management — HRM1421 (30, 3) Prerequisite HRM1322

This course introduces critical issues facing organizations simultaneously managing their human
resources at home and abroad. It focuses on the connection between corporate strategies and the
effective management of human resources, which, at times, may require differing policies across
different countries. The course emphasizes challenges related to managing expatriates, such as
staff recruitment for international assignments, expat preparation, retraining and development as
well as international deployment.

Strategic Human Resource Management — HRM 1422 (3,0,3) Prerequisite MGT1412

The central aim of the course is to equip students with knowledge and skills required to manage
strategic alignment of HR strategy with organization overall business strategies, in order to
maximizing organizational performance. The course focuses on issues and skills involved in the
optimization of human performance necessary for the development, implementation and
evaluation of human resource strategy effectiveness.
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Labor and Social Insurance Law - HRM1423 (3,0, 3) Prerequisite MFT1413 & HRM1321

This course covers in detail the provisions of Saudi Labor Law and Social Insurance Law. The
course deals with important topics such as definition of a labor contract, responsibilities of
employers and employees, rules of discipline and penalties for violating labor law, wages, work
related injuries, termination of employment contracts, labor disputes settlements committees. As
for the Social Insurance Law, the course covers the importance and role of the Social Insurance
law in the Kingdom, Social Insurance Law coverage, groups excluded from coverage, occupational
hazard compensation and pension compensation.

HRM Program Course Descriptions / Core Requirements from Other
Programs

Organizational Behavior - MGT1212 Prerequisite ENGL1123

This course integrates management principles and practices with human behavior within the
organization. It focuses on management and organizational behavior theory applications to
promote organizational effectiveness, efficiency, and human resource development. Topics
covered include diversity in Organization, attitudes and job satisfaction, individual decision-
making, group behavior, communication, leadership, and conflict and negotiation.

Operations Management - MGT1311 (3,0, 3) Prerequisite MGT1211 & STAT1221

This course introduces concepts, principles, problems, and practices of operations management. It
focusses on managerial processes for effective operations in both goods-producing and service-
rendering organization. Topics include operations strategy, process design, capacity planning,
facilities location and design, forecasting, production scheduling, inventory control, quality
assurance, and project management.

Business Research Methods - MGT1411 (3,0, 3) Prerequisite MGT1211 & STAT 1211

Business Research Methods introduces students to the nature, scope, and objective of research and
research methodologies. The course uses primary and secondary research methods with
applications to specific business issues within student's field of study, using qualitative and
quantitative approaches. Students will complete an individual research proposal based on their
business topic of interest, exposing them to research process stages including, formulating and
clarifying research questions, writing a literature review, designing research, choosing appropriate
methods of sampling, data collection and analysis, and reporting of findings.
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Strategic Management - MGT1412 Prerequisite MGT1311

The course covers basic principles, skills and tools of strategic management, to provide students
with an overview of the planning process of business strategies. Topics include concepts of
corporate strategy, the decision-making process, strategic thinking, formation, implementation and
evaluation of strategy.

Business Law and Ethics - MGT1413 Prerequisite MGT1211

This course examines the formulation, interpretation, and application of law to business. It
incorporates the study of ethical issues that arise in contemporary business settings, including
professional conduct and corporate social responsibility. This course covers major areas of legal
regulation businesses are subject to, including tort liability, contract law, partnership and corporate
law, employment and labor law, intellectual property law, environmental regulation and
sustainability, and financial regulation. Emphasis is placed on active, experiential application of
legal reasoning and analysis and on the global and comparative dimensions of legal and ethical
issues.

Entrepreneurship — MGT1421 Prerequisite MKT1211 & MGT1211 & FIN1221
This course provides students with the skills necessary to succeed as an entrepreneur. The
fundamentals of starting and operating a business, developing a business plan, obtaining financing,
marketing a product or service and developing an effective accounting system will be covered.
Also, this course evaluates the business skills and commitment necessary to successfully operate
an entrepreneurial venture and reviews the challenges of entrepreneurship.

HRM Program Courses Descriptions / Elective Courses

Management Leadership - HRM14321 (3,0,3) Prerequisite HRM1323

This course primarily aims to help students develop effective and successful supervision and
leadership techniques. It seeks to cover various areas such as motivation and communication,
decision-making, problem-solving, managing work-groups and enhancing team cohesiveness. The
highlights of the course include the supervisory functions of middle-management dealing in
planning, conflict management and labor relations as they affect organizational performance.

Knowledge Management — HRM 1432 (3,0,3) Prerequisite HRM1322

This course introduces students to theories, practices, tools and techniques of knowledge
management and challenges faced by organizations in managing knowledge. This course
discusses contemporary issues in knowledge management including knowledge creation,
acquisition, dissemination, the role and use of knowledge in organizations, knowledge
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management systems and its application in knowledge generation and transfer, and ethical, and
legal issues in knowledge management.

Issues in HRM - HRM1433 Prerequisite FIN1321

This course provides students with critical understanding of contemporary theories and practices
of human resource management, by provides students with opportunities to reflect on, integrate,
and extend their learning from other courses, and thereby blend theory and practice and gain an
appreciation of the key challenges in today's business environment.

Crisis Management - HRM1434 Prerequisite HRM1323

This course provides students with essential tools needed to identify, prevent, and control crisis. It
also helps students identify possible risks of a situation developing into a crisis and best possible
response to such incidents. Moreover, this course equips students with skills needed to assess and

improve contingency plans, and helps students identify most common weaknesses found in crisis
management plans.
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Academic Regulations

Academic Advising

Students are responsible for knowing and following the academic rules and regulations including
the requirements for graduation. Academic advisors assist students in planning their academic
programs, but their academic advising activities do not relieve students of this responsibility.
Therefore, every student should be thoroughly familiar with all the academic regulations and the
degree conferral system and remain informed about them throughout his career at the University.
A student may seek the assistance of his academic advisor or the department chair in this respect.
The University assigns an academic advisor to each student to assist him in matters relating to his
academic progress such as:

e Selecting a degree program consistent with the student’s objectives and ability;

e Interpreting and understanding the academic regulations;

e Informing the student of the sequence of required and elective courses in his/her degree
program and suggesting electives;

e Monitoring the student’s progress and performance.

Faculty Office Hours

Students are the heart of all COB administrative and academic operations. Faculty are required to
allocate at least 4 hours a week, in addition to their classroom hours, when they are available for
academic counseling for their students. Office hours and contact information are announced to
students on the first day of classes. Also, office hours are maintained in the Faculty Schedule.
Faculties are encouraged to invite, or even schedule their students, to visit them during office hours
for help catching up on course materials and to provide one-on-one tutoring for low achievers.

Registration

Registration is held at the beginning of each semester or summer session as indicated in the
academic calendar. Students must personally register by themselves. Courses are offered in
consent with the academic departments as per the degree plans and the students’ progress.

Prerequisite and Co-requisites

The student must be familiar with the prerequisite and co-requisites for each course, their degree
plans, and all related bylaws. The students can seek the help of their academic advisors any time
they want. No student can register a course without its prerequisites. Exceptions can be made only
at the graduation semester.

Enrollment in the Cooperative Program and the Summer Training

Students must register for the coop or summer training early enough to find a training opportunity
for them. The students are required to be in continuous contact with their academic advisors
regarding their cooperative assignment or summer training for the required steps.
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Registration Activation

The students can register course by themselves. The finance department activates the registration
within 24 hours upon receiving the tuition fee; or otherwise the registration will be deleted.

Late Registration

The students, who have not completed the formal registration process on the fixed date, may
register late during the period specified in the academic calendar.

Class Roster

The class rosters can be accessed through the student information system. Once the registration is
activated, the students can use their accounts in the learning management system to access the
course materials and learning activities.

Adding and Dropping Courses

A student may change his registration by adding or dropping some courses during the registration
period. A student may drop courses as per the academic calendar. Courses so dropped will not
appear on the student’s transcript. In addition, the following conditions apply for dropping/ adding
courses. Dropping courses may render up to 50% deduction off the paid tuition fee as per the
academic calendar. If the course dropped is a co-requisite for another registered course, the two
courses should be dropped simultaneously. The course load must remain at or above the minimum
allowable limit and should not exceed the maximum allowable limit. The courses added should
not result in a conflict in the student’s schedule.

Managing Sections

Sections are opened, merged, or cancelled in consent with the academic departments. When
making a change in any section status, the academic department will take necessary actions to
inform the students and attend to their needs. The academic departments are responsible for
managing their courses timetable.

Any section that does not satisfy the minimum capacity will be closed.

Auditing a Course

A student can change the status of a course for which he/she has already registered from regular
to audit with the consent of the course instructor and subsequent approval of the Head of the
concerned department, the academic advisor, and the Dean of the student’s College. However,
while making a request to audit a course, the student must bear in mind that:
e The student can audit a course only if he/she is expecting to graduate in the current
semester.
e The student cannot audit a course that he needs in order to graduate.

HRM Student Handbook DAU © 2020




V/j - - -
Kingdom of Saudi Arabia % A3 gaudl :LHJ:J‘.M\
adaill 3 )

Ministry of Education

1l deola A
Dar Al-Uloom University Ez?ﬂloij Sﬁfﬂw HMS‘ J.‘A mt;
College of Business Administration yaah LSl mo-La-d Jlee Y15l 4K

JlocUldjala y1s

e The “audit” status for a course cannot be changed to “credit” status.

e Once a course has been audited, it cannot be repeated for credit in subsequent semester(s).

e The deadline for receiving audit requests by the Deanship of Admission, Registration and
Student Affairs is the last day for dropping course(s) with the grade ‘W’ in the respective
term as indicated in the academic calendar.

Equivalent Courses

A course in one department may be equivalent to another in a different department. Students can
substitute a course with another course equivalent to it without having to make a petition.

Course Substitution in the Degree Plan

A student qualifies for graduation when he/she meets the requirements of the degree program in
effect at the time, he/she commences his/her studies. If certain courses are discontinued during a
student’s course of studies in a degree program, or changes are made to the contents of a course,
or a new curriculum is adopted that does not include certain courses required by the student,
alternative courses can be substituted with the approval of the Dean. The substitute course must
be consistent in level, subject area and credit hours with those in the program for which
substitutions are required.

Repeating a Course

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.

Withdrawal

A student can withdraw from one or more course within the first 10 weeks of the academic
semester and the first 6 weeks of the summer semester, with a grade “W”.

Academic Standing

A student’s academic standing will be determined at the end of each semester and will appear on
the transcript that shows his/her achievements throughout the undergraduate study. However, the
summer session has no effect on academic standing. A student’s academic standing may be one of
the following:

e (Good Standing: This status is assigned to all students at the beginning of their course of

study. Students are expected to maintain this standing till their graduation. This involves a
minimum GPA of 1.00 out of 4.00 in the student’s cumulative and semester GPA.
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e 1st, 2nd, and 3rd Academic Warnings: A student will be warned if the semester GPA falls
below 1.00 out of 4.00, even if the cumulative GPA is above 1.00 out of 4.00.
e Academic Probation: A student will be given this status after the final grades have been

processed at the end of each academic semester if the cumulative GPA falls below 1.00 out
of 4.00.

Suspension

A student is suspended for at least one academic semester in either of the following cases if:
e the semester GPA continues to fall below 1.00 out of 4.00 after the 3rd warning,
e the cumulative GPA continues to fall below 1.00 out of 4.00 after probation;

Suspension period does not count in the maximum period for graduation. The Rector of the
University may however give the student an opportunity to continue following the
recommendation of the relevant college council.

Ending of Academic Warning or Probation Status

The status of academic warning can be revoked after the lapse of one Academic Semester from

the date of the warning if the student achieves a semester and cumulative GPA of 1.00 or above at
the end of this semester.

A student who has discontinued may apply for readmission within a period not less than one month
from the beginning of the next semester. The academic departments consider applications for
readmission at the end discontinuation period.

Conferral of Two Undergraduate Degrees

Students are advised to study for one undergraduate degree. However, upon obtaining the approval
of the two department councils and the two college councils concerned, a student may apply for
two undergraduate degrees provided he/she has completed at least 32 credit hours and cumulative
GPA is not less than 3.00 (out of 4.00). The following conditions also apply:
e The course and cumulative GPA requirements for each degree must be individually
satisfied.
e The total credit-hours completed should be at least 28 in excess of that which is required
by whichever of the two-degree programs carries the higher credit-hour requirement.
¢ If both programs have cooperative assignments, the student may take one assignment and
substitute the other by taking courses as determined by the councils of the two colleges
concerned, in accordance with the study plan of the two degrees.
e If both programs require summer training, the student may undertake one program as per
the recommendation of the councils of the two colleges concerned.
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The academic levels system

The academic levels system divides the academic year into two Academic Semesters. There may
be a summer session, the duration of which is considered as half an Academic Semester. The
degree requirements are divided into various levels in accordance with the degree plan approved
by the University Council.

A course load is defined as the number of credit-hours for which a student is registered in an
Academic Semester or a summer session. The restrictions on the course load are:

e Students with good standing: The minimum course load limit is 12 credit hours and the
maximum is 20 credit hours. The maximum can be increased in advanced levels and if the
student has maintained a minimum cumulative GPA of 3.00 out of 4.00 with the college
approval. The minimum course load in a summer session is 1 credit hour and the maximum
is 9 credit hours.

e Students on Academic Warning or Probation: The minimum course load in such cases is
12 credit hours; the maximum is 13 credit hours (can be increased to 15 upon department
approval) in each Academic Semester and 7 credit hours in a summer session.

e Students in their Last Term before Graduation: The minimum course load at this level is 1
credit hour and the maximum is 20 credit hours during an Academic Semester and 9 in the
summer session, provided the student’s cumulative GPA is not less than 2.00 out of 4.00.

Degree Plan

The courses of each degree are spread over 8 academic levels. The required as well as elective
courses and the number of credit hours that a student needs to successfully complete in order to
receive a degree in his major field are clearly specified for each academic level. This distribution
of courses and credit hours is called “the Degree Plan”. All degree plans are approved by the
University Council. The academic departments regularly review and update the degree plans in
order to provide students with continuously updated programs. The following rules apply to the
degree plans.

e A student’s degree plan is referred to by a specific code number, with effect from the first
semester of his commencement of undergraduate study.

e In special circumstances, some students may change from one-degree plan to another,
provided this does not affect their graduation requirements.

e Inintroducing any changes to a degree plan, it is anticipated that some courses may not be
offered, or be discontinued, or new courses may be included in the degree plan. Therefore,
out of phase students should complete their graduation requirements in accordance with
the time schedule of their original degree plan. If the new degree plan requires studying a
course that has been canceled, and consequently it becomes impossible to register for such
a course, the course could be substituted by an alternative course, consistent in level,
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subject area, and credit hours, with the approval of the academic advisor, the department
council, and the college council. The Deanship of Admission and Registration should be
informed about the approval of this substitution.

e A readmitted student will be subject to the degree plan assigned to him during his last
semester at the University before receiving discontinued status. However, if this plan has
been canceled, he will be placed in the most recent plan in his major.

The academic departments develop subcategories of non-major electives as they deem fit. These
may include technical, free and college electives. A list of the electives approved by the College
Council concerned is provided to the Deanship of Admission and Registration and every effort
will be made to make students aware of this list.

Student Transcript of Academic Record

The transcript comprises the complete academic record of the student from the date of admission
to the issue date. No partial records are issued. An official transcript may be issued or sent to any
outside agency upon receiving a written request from the student.

The accuracy of a student record is of the utmost importance and errors or suspected errors should
be brought to the immediate attention of the Deanship of Admission, Registration and Student
Affairs.

Attendance

A regular student should attend all classes and laboratory sessions. A student may be discontinued
from a course and denied entrance to the final examination if his attendance is less than the limit
determined by the University Council. This limit cannot be less than 75% of classes and lab
sessions assigned to each course during the semester. A student who is denied entrance to the
examination due to excessive absences will be considered as having failed that course.

A regular student will not be allowed to continue in a course and take the final examination and
will be given a DN grade if his unexcused absences are more than 25% of the lecture and laboratory
sessions scheduled for the course.

The student is warned 3 times through the learning management system before a DENIED (DN)
grade in given.

The instructor submits the grade denial form to the Dean who in turn discusses the forms in the
College Council.

The dean forwards the forms to the Deanship of Admission and Registration after approval.
The university council may exempt a student from the provisions of attendance and allow him/her

to attend the final examination if he/she provides an excuse acceptable to the council. For such an
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exemption provided by the University Council, the minimum attendance requirement is not less
than 50% of the lecture and laboratory sessions scheduled for the course.

Missing final examination

A student who fails to attend the final examination will be given zero in that examination. In this
case, the course grade will be calculated based on the class work score earned in the course.

If a student fails to attend the final examination of any of the scheduled courses due to
circumstances beyond his/her control, the college council, in exceptional cases, may accept the
excuse and arrange a make-up examination for the student within a period not exceeding the end
of the next semester. In such cases the course grade will be given to the student after the make-up
examination.

The student must furnish the excuse to his instructor and request a makeup examination before the
end of the next Academic Semester.

The course instructor submits the report to the department chairman for presentation to the
department, then the college council. The dean of the college informs the student of the council’s
decision, i.e., as to whether his/her petition has been accepted or rejected. If the petition is accepted,
the student will be informed of the date of the make-up examination.

Under exceptionally pressing circumstances, the college council may accept the student’s excuse
and give make-up examination before the end of the next semester. The final grade will be given
to the student after that make-up examination.

Withdrawal from the University

A student may be allowed to withdraw from the University for a semester and not be considered
as having failed if he/she furnishes an acceptable excuse to the authorized body as determined by
the University Council, within a period defined by the University Council. A student can withdraw
from one or more courses as per the implementation rules of the university, as follows:

If a student has received any course grades before applying to withdraw for a semester, all such
grades are retained in his academic record and he will be given a W grade in the remaining courses.

A student may apply to discontinue study in a semester and withdraw from all courses during the
stipulated period provided he/she has an acceptable excuse and the grade in each course is
determined as “Withdrawn with Pass” or “Withdrawn with Fail” according to his performance.
The grade will be assigned by the instructor, with the approval of the department chairman, in the
light of the student’s performance before the application to discontinue studies.
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Postponement and Suspension

A student may apply for suspension of enroliment, for reasons acceptable to the college council,
provided the suspension period does not exceed two consecutive semesters, or a maximum of three
non-consecutive semesters, during his entire course of study at the University. Otherwise his/her
enrollment status will be canceled. However, the University Council may, at its discretion, make
exceptions to this rule.

If a student interrupts his/her studies for one semester without applying for suspension of
enrollment, the enrollment status at the University will be canceled. The University Council
however, may at its discretion, cancel a student’s enrollment status if he/she discontinues studies
for a period of less than one semester.

A student is not considered to have interrupted his/her studies during the terms he spends as a
visiting student in other universities.

Re-enrollment

A student, whose enrollment status has been canceled, may apply for re-enrollment with the same
University ID number and academic record he/she had before suspension, provided:

e He/she applies for re-enrollment within four Academic Semesters from the date of
cancellation of his enrollment status;

e He/she obtains the approval of the relevant college council and related departments for the
re-enrollment;

e That five or more semesters have lapsed since cancellation of enrollment, in which case
the student can apply to the University for admission as a new student without considering
the old academic record, if he/she fulfills all the admission requirements for new students;

e That he/she has not been re-enrolled previously;

e That he/she was not on probation prior to the cancellation of his enrollment.

A student who has been dismissed from the University for academic or disciplinary reasons - or
from other universities for disciplinary reasons - will not be re-enrolled at the University. If it
becomes known later that a student has been dismissed for such reasons, his enrollment will
automatically be considered null and void as of the re-enroliment date.

A student graduates after successfully completing the graduation requirements according to the
degree plan, provided his cumulative GPA and major GPA are both not less pass. Following the
recommendation of the department council, the college council may determine certain additional
courses the student should take to improve his cumulative GPA if he has passed the required
courses, but with a low GPA.
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The student is required to pursue his/her major degree plan and complete all requirements before
graduation.

The academic advisor follows up his/her advisees’ progress through the student information
system.

A student must graduate with a minimum academic standing of pass.

A student who fails to achieve the minimum academic standing can submit a petition for
cumulative GPA recalculation as described below, however, the student’s cumulative GPA should
not be more than 1.00 (out of 4.00) after recalculation.

The student applying for cumulative GPA recalculation must successfully finish all graduation
requirements.

The grades F, DN, and WF 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 cumulative 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 the grades of the courses taken by the student, showing the
grades earned on each occasion. A special mark should be introduced to identify the courses, which
have been excluded from the cumulative GPA calculation. The academic record should show the
recalculated cumulative GPA.

No change is to be introduced to the academic record after the graduation document is issued.

Under no circumstances, will the recalculation of cumulative GPA raise the GPA above 1.00,
which is the minimum required to satisfy graduation requirements.

The Deanship of Admission and Registration thoroughly reviews all student records to ensure that
all graduation requirements are satisfied.

The Deanship of Admission, Registration and Student Affairs submits a draft recommendation to
the academic departments listing the students nominated for graduation at the end of each semester.
A graduating student is obliged to obtain a clearance form.

The Deanship of Admission, Registration and Student Affairs prepares and releases the official
graduation certificates and degrees and maintains copies of these documents.
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Dismissal

A student is dismissed if he/she receives three consecutive academic probations.

Following the recommendation of the college council, the University Council may allow the
student a fourth opportunity to improve his/her cumulative GPA.

A student is dismissed if he/she fails to complete the graduation requirements within an additional
period equal to one-half of the original program’s duration.

In exceptional cases, the University Council may allow the student to complete the graduation
requirements within an additional period of a maximum duration equal to that of the original
program.

The Deanship of Admission and Registration informs the student of his/her dismissal and cancels
the enrollment.

A dismissed student is obliged to obtain a clearance form, and have it signed by all the relevant
departments.

Examinations and Grades

Based on the recommendation of the department council offering the course, the college council
determines the class work score as being not less than 30% of the course final grade. The
continuous assessment may be done in one of the following two approaches:

e One written test plus practical test, oral tests, and any other class activity.
e Two written tests.

The college Council, based on a recommendation from the council of the department, which
teaches the course, may allow the student to complete the requirements of any course during the
next term. In such an event, the grade IC will be recorded for the student in his academic record.
IC grades are not included in the calculation of the semester and cumulative GPA until the student
obtains his/her final grade in the course by completing all the requirements. If no change has been
made in the IC grade after the lapse of one semester, the I1C status will be changed to an F grade
which will be included in the calculation of semester and cumulative GPA.

Upon the instructor’s recommendation, the council of the department, which teaches the course,
may allow the student to complete the requirements of any course during the next term. In such an
event, the grade I1C will be recorded for the student in his/her academic record. IC grades are not
included in the calculation of the semester and cumulative GPA until the student obtains his/her
final grade in the course by completing all the requirements. If no change has been made in the IC

HRM Student Handbook DAU © 2020




Kingdom of Saudi Arabia \\\/ A0 gl :«_H)d\.‘aslull
adaill 3 )

Ministry of Education 'l o d
Dar Al-Uloom University G?.r Al UIU:J)H- University ?JX’J“ Bl 4""1*
193 oL Jlee ¥ 3la) 4l

College of Business Administration N T
JlocMiIGjlala 1S

grade after the lapse of one semester, the IC status will be changed to an F grade, which will be
included in the calculation of semester and cumulative GPA.

The course instructor may allow the student to complete the course requirements during the
following term if there are exceptional circumstances, which are beyond the student’s control.

The course instructor recommends assigning an IC grade after identifying the work and the time
required to complete the course requirements.

The course instructor should submit a report to the department chairman indicating the reasons
and justifications for assigning the I1C grade and the work and time required to complete the course.

Based upon the instructor’s recommendation, the department chairman may allow the student to
complete the course requirements during the following semester.

The student must complete the course requirements by the end of the next Academic Semester.
However, exceptions may be made in the following cases.

Students registered in the coop program may, with the approval of the department chairman, delay
completion of the course for an additional Academic Semester.

Students with an IC grade before registering for the coop program may be allowed to complete
incomplete courses within a maximum period of one Academic Semester after completion of the
coop program.

When the student completes the course requirements within the specified period, the course
instructor changes the student grade from IC to the new earned grade. This takes place within a
maximum period of one semester after the end of the term during which the student earned the IC
grade. The instructor also informs the Deanship of Admission and Registration of the grade
change.

The Deanship of Admission and Registration changes the grade to F and informs the student and
department chairman accordingly if the grade has not been changed by the instructor within the
specified period.

If the student has registered for a course in the term following the semester in which he /she
previously earned an IC grade and the said grade has not been changed, then the previous grade
will be changed to F by the Deanship of Admission and Registration.

If a student has an IC grade, this results in the suspension of the student’s academic standing during
that semester. This also includes the suspension of distinction status.

No student can register for a course in which he/she earned a grade of IC in the course pre-requisite.
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If any course of a research nature requires more than one semester for its completion, the student
will be assigned an IP grade, and after the completion of the course, the student will be given the
grade he has earned. However, if he/she fails to complete the course on time, the department
council teaching the course may approve the assignation of an IC grade for this course in his/her
record.

The grades a student earns in each course are calculated as follows:

— Marks Points Grades in English
Grades

95 -100 4.00 Exceptional
90 — Less than 95 3.75 Excellent
85 — Less than 90 3.50 Superior
BE 80— Lessthan 85 3.00 Very Good
75 — Less than 80 2.50 Above Average
70 — Less than 75 2.00 Good
65 — Less than 70 1.50 High-Pass
B 60— Lessthan 65 1.00 Pass
Less than 60 0.00 Fail

The student’s final course grade will be one of the above nine levels and his/her grades will be
calculated in accordance with this table. The course instructor may consider both the grade average
and the standard deviation in determining the student’s end-of-course grade which reflects his/her
achievement in the course.

The “in progress” grade (IP) will be assigned to students registering in courses that extend to more
than one semester.

The “in complete” grade (IC) will be given to a student who fail to attend the final exam with an
acceptable excuse.

The “denial” grade (DN) will be given to students to fail to attend a certain minimum of lectures
in a course as denied earlier.

The “no grade pass” grades (NP) or “no grade fail” grade (NF) are assigned for courses offered
based on pass or fail, such as thesis and summer training.

The “withdrawn with pass” grade (WP) is given to a student who officially withdraws from all
courses after the permitted withdrawal deadline. Such a grade will be given upon the instructor’s
confirmation that the student’s performance was satisfactory and that his/her unexcused absences
were less than 20% of the lecture and laboratory sessions scheduled for the course at the time of
withdrawal. This grade does not affect the student’s cumulative GPA.
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The “withdrawn with fail” grade (WF) is assigned to a student who officially withdraws from all
courses after the permitted withdrawal deadline, if his/her performance was unsatisfactory. A
student who obtains such a grade is considered as having failed this course.

The “credit only” grade (CR) is issued for alternate methods of earning credit such as placement
test.

The “credit transfer” grade (T) is issued for alternate methods of earning credit such as transferring
credits from other institutions.

The “audit” grade (AU) will be assigned to students who attend a course as auditors without being
given any grades, regardless of their performance in the course. The effect of this assignment on
the student’s cumulative or semester grade is the same as the grade “no grade pass” or NP. The
instructor informs the Deanship of Admission and Registration in the event of such a student being
absent for more than one third of the classes, in which case the course will be eliminated from his
record.

Based on the cumulative Grade Point Average achieved by a graduating student, his graduation
rank is assigned to one of the following standings.

Range of Cumulaiive GPA

Excellent 3.50 - 4.00
Very Good 2.75 - 3.49
Good 1.75-2.74
Pass 1.00-1.74

First honors will be granted to graduating students who achieve a cumulative GPA of 3.75 - 4.00.
Second honors will be granted to graduating students who achieve a cumulative GPA of 3.25 - less
than 3.75. In order to be eligible for the first or the second honors the student:

e must not have failed in any course at the university he is currently attending or any other
university;

e must have completed all graduation requirements within a period of duration ranging
between the maximum and minimum limits for completing the program of study;

e must have completed 60% or more of the graduation requirements from DAU.

No student is to be given more than two examinations in one day. The University Council may
allow for exceptions to this rule.
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Following the recommendation of the relevant department council, the college council determines
the duration of the final written examinations, which, in any case, should not be less than one hour
and not more than three hours’ duration.

No student will be allowed to sit for a final examination after the lapse of 30 minutes from the
beginning of the examination. In addition, no student will be allowed to leave the examination
venue less than 30 minutes after the beginning of the examination.

Cheating, or attempting to cheat, or violating instructions and examination regulations shall render
the offender subject to punishment in accordance with the Student Disciplinary Rules as issued by
the University Council.

Cheating is an act of dishonesty and faculty members and students must maintain trust and honesty
to ensure and protect the integrity of grades.

All academic work or requirements assigned to a student must be carried out by him without any
unauthorized aid of any kind.

Instructors must exercise due professional care in the supervision and verification of academic
work so that honest effort on the part of the students will be positively encouraged.

If any instance of dishonesty by a student in homework assignments or any other requirements of
the course are discovered by an instructor, it is his responsibility to take appropriate action. Based
on his judgment of each case, he should, for instance, give a zero grade for that assignment or
homework. The instructor will notify the department chairman about the incident in writing who,
in turn, will submit the case to the attention of the dean of the college. After deliberating the case,
the college council, may approve the instructor’s decision(s), or else if further action is required
refer it to the Academic Disciplinary Committee for review, and submit its recommendation to the
Rector of the University based on the Student Disciplinary Rules. A student has the right to appeal
within one week of notification of a disciplinary decision.

A course instructor or a supervisor of a course examination who discovers that a student is cheating
or attempting to cheat in any of the written examinations must give the student a zero grade in that
examination. He/she should also submit a report containing his recommendation to the chairman
of the department offering the course. Based on his judgment of each case, the course instructor
may additionally choose to take further action such as to give the student an F grade in that course.
The department chairman should submit his report on the case to the dean of the college. After
deliberating the case, the college council may approve the instructor’s decision(s), or else if further
action is required refer the case to the Academic Disciplinary Committee for review and submit
its recommendation to the Rector for appropriate action based on the Student Disciplinary Rules.

A student who feels strongly that he has received a grade that is demonstrably inaccurate, or that

the grading was unfair, must promptly discuss the matter with the instructor of the course. If the
student and his instructor are unable to arrive at a mutually agreeable solution, the student may
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forward an official appeal to the chairman of the department offering the course, no later than the
end of the fourth week of the next semester. The department chairman will investigate whether the
appeal is justified by reviewing the instructor’s evaluation of the student based on the student’s
class work and final examination scores. The department chairman will then take appropriate
action, if he deems it necessary, by submitting the student’s appeal to the college council.

Transfer

The transfer of a student from outside the University may be accepted under the following
conditions:
e The student should be enrolled at a recognized college or university.
e The student must not have been be dismissed from that university for disciplinary
reasons.
e The student must satisfy the transfer provisions as determined by the University Council.

The college council shall review the courses taken by the student outside the University based on
the recommendations of the departments, which offer equivalent courses. The courses evaluated
as equivalent will be transferred to the student’s record but will not be included in the calculation
of his cumulative GPA.

In transferring credit for any course taken outside the University, the following guidelines are
used:
The obtained grade of C or higher in the transferred course.

The transferred course must be from a recognized college or university.

The transferred course is equivalent in two thirds of the contents in one of the courses in the
DAU degree requirements.

One or more transferred courses can be equivalent to one of the courses in the DAU degree
requirements given that contents match in two thirds and the total credits in transferred courses is
greater than or equal to the credits in the equivalent course.

One transferred course can be equivalent to one or more of the courses in the DAU degree
requirements given that contents match in two thirds and the credits in transferred course is
greater than or equal to the total credits in the equivalent courses.

The “credit transfer” grade (T) will be given to transfer courses in the student academic record.
The “credit transfer” grades (T) are not included in the student’s cumulative GPA.

If, after transfer, it is discovered that a student had been dismissed from his/her previous
university for disciplinary reasons, the enrollment will be considered canceled as from the date
of acceptance of transfer to the University.
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A student may be transferred from one college to another inside the university in accordance
with University Council rules.

A student may transfer from one college to another within the University before he/she
completes the sixth academic level.

The student should continue to study all the courses registered for at the level preceding the
transfer, in compliance with the adding and dropping rules.

The transfer from one college to another will be recorded in the academic record of the student
the term following his transfer.

A student is allowed a maximum of two transfers from one college to another.

The academic record of a student transferred from one college to another includes all the courses
he has studied together with the grades and the semester and cumulative GPA’s obtained
throughout his period of study at the University.

With the approval of the dean of the relevant college, a student may transfer from one major to
another within the same college according to the rules established by the University Council.

A student may transfer from one major to another within his college at any time before he
completes the sixth academic level. The college council may consider exceptional cases where
students have already completed the sixth level.

The transfer will be recorded in the academic record of the student at the beginning of the term
following the transfer.

A student is allowed a maximum of two transfers from one major to another within the same
college. The college council may consider exceptional cases.

The academic record of a student transferring from one major to another will include all the
courses the student has taken, including the grades and the semester and cumulative GPA’s
obtained throughout his period of study at the University.

Visiting Students

A “visiting student” is a student who studies some courses at another university or in one branch
of the university to which he belongs without transferring. Equivalency for such courses shall be
granted according to the following rules:
e The student must obtain prior approval from the college at which he is studying.
e The student should be enrolled at a recognized college or university.
e The course the student is taking outside his university should be equivalent to one of the
courses included in his degree requirements.
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The University Council determines the maximum credit hours to be allocated to a visiting student
from outside the University.

The course grades credited to the visiting student will not be considered in his cumulative GPA.

The University Council may establish other conditions regarding visiting students.

Case One: A student from DAU visiting another university

a. The department council sets up a committee to study the outside courses which the
student plans to take and determines the equivalent University (DAU) courses.

b. The student should submit to the chairman of the academic department a written
application indicating the course(s) he intends to study at the other university.

c. The student may also submit this application after completing the course(s) if he/she
has been unable to get prior approval. The final decision whether or not to accept a
course for transfer is made by the committee formed in (a).

Transferred credits are not included in the cumulative GPA.

The maximum number of semesters that can be taken outside the University is three
consecutive or non-sequential semesters.

Case Two: A student from another university visiting DAU

The visiting student must satisfy all the requirements of the courses for which he is intending
to register (whether co-requisite or pre-requisite requirements).

The courses for which the student wishes to register must be available and not fully enrolled.

All courses should be recorded in a unified academic record, including all courses studied at
this University while a regular or visiting student.

Policy on Academic Honesty and Plagiarism

There are lots of resources, particularly on the World-Wide Web which the students are expected
to explore and use. One of the reasons the Web has grown so quickly is that anyone can publish
anything on it. This raises a number of problems, particularly with the issue of copyright. It is very
easy to find information, images, audio and video files on the Web. You can then easily save them
and incorporate them into your own material. This ease of copying means people often make the
mistake of assuming that everything on the Web is freely available. This is not the case and you
should to be aware of what is acceptable and not acceptable in this approach.
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As a general guide, we expect you as students to use the Web as a resource to find information,
and to work together to discuss your findings and develop your understanding of issues. What we
do not expect is for you to directly copy from the work of others — this is known as plagiarism; it
is not acceptable and will be penalized. You will find that there are many pages that can be found
providing what may seem at first to be ready made answers to your assignments. Teachers are also
aware of this, and there are tools which allow us to search for phrases from your assignment to see
if they occur in other documents published on the Web.

You need to rephrase, the material you make use of, in your own words in order to demonstrate
your own understanding. This does not mean that you cannot quote from others to make a point,
but where you have used the words or images of others you must acknowledge your sources.

Facilities and Services

Deanship of Admission Registration and Student Affairs

Deanship of Admission, Registration, and Student Affairs follows up students academically. Its
responsibilities extend to include providing all information about the University, its colleges and
majors. It is also responsible for the announcement of the University’s terms of Admission and the
academic rules and regulations. It is interested in clearly answering all inquiries related to it and
establishing and managing student’s activities. The Deanship is also in charge of preparing
statistics that are required by different parties from inside and outside the University and that
contribute in clarifying the important role of the University in the process of national revival.

The Deanship of Admission, Registration, and Student Affairs includes three units,
e the unit of Admission
e the unit of Registration, and
e the unit of Student Affairs.

Directorate of Quality:

The Directorate of Quality (DQ) was set up with the primary role to lead DAU’s various change
initiatives and programs aimed at upholding the highest quality standards and ensuring compliance
with the university’s policies and procedures, as well as fulfilling the requirements for
accreditation and quality assurance of the National Commission for Academic Accreditation and
Assessment (NCAAA) and other internationally recognized accrediting authorities. It plays a
pivotal role both institution and program levels.

DQ consists of three main units:

Quiality Assurance and Accreditation Unit.

Smart Learning Unit.

Institutional Research, Statistics & Archiving Unit (IRAU)
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Center of Continuing Education and Community Service

The university relies on three major dimensions in its achievement of its objectives: research,
education and community service. The Deanship of Continuing Education and Community Service
was established to work on these dimensions of continuous education and community engagement.
The Deanship of Continuing Education and Community Service seeks to find economically
effective learning outcomes that can make a change to make the best effect on the individuals and
the institutions through providing them with the necessary knowledge and skills, offering training
programs and consultation services that are based on universal standards, and partnership with
selected international firms. Furthermore, there is a focus on professional quality criteria in order
to make the offered programs a distinguished model that can compete globally.

Information Technology Management

The University relentlessly Work towards the upgrading and sustainability of modern computing
and networking equipment and Information Technology infrastructure. The DAU IT Department
is responsible for

e Constructing and maintaining the Student Information System (SIS) and the Learning
Management System (LM) to facilitate ease of learning and student administration.

e The department is also responsible for maintaining networking intact and safe and thereby
guaranteeing the security of information and computing.

= g DAL

ogl=ll jla A=ola
Dar Al Uloom University

Learning Management System Student Information System Library Information System
myLMS login mySIS login myLIS login

Digital Library Administrator Communication System E-mail
DL login myACS login EMAIL login
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Learning Resource Center

The Learning Resource Center (LRC) is where technical and educational materials - both
electronic and paper - can be found for individual and group learning, to include reading, viewing
and conversation. The LRC is the place where students are encouraged to use and develop all of
their senses while studying under the supervision of specialists and trainers.

Digital Library dioslduiaoll

Your gateway to the world of knowledge CLOJ-&OJI rQJLC l.)JI Cli l!q...l

Gliygall |

Journals j
_f‘

Taylor & Francis Group . - _
aninforma business ScienceDirect PLQQLA@I
) Springer 52« Passport
Springer Springer e-book — Springer
@ . @ Springer Link
Springer
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Springer Materials — Springer Springer Materials — Springer

SpringerMaterials )
— Springer Protocols

Taylor & Francis

Taylor & Francis
Taylor & Francis Group

Public Relations and Media

The Department of Public Relations and Media has multiple responsibilities, including the
preparation and organization of different events, the hosting of university guests and taking
responsibility for various publications, and communications with third parties.

Cultural Center:

Typical rooms and facilities for seminars and lectures. It can accommodate all cultural activities
as well as host foreign grove.

Sports Center:

Swimming, Football, VVolleyball, Handball, Billiards, Fitness and training with weights facilities.

Medical Center:

A fully facilitated and well-equipped medical Centre, with full time medical doctors available for
local examinations and consultancy.

Food Courts:

A variety of nutritional, hygiene and well serviced eating outlets are also made available.
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Student Information System Guide

515- Student information system guide

Self-Registration Steps

First / Registering courses:

To begin registering courses press "register” from the main menu, and you will see the

following screen:

Studest MAIIMAtOS : Thi 436 2600 A5 AN

Stidest © 1 1985003
Stsdeat Hame
Gender : Y
Accepted date :
Yesr ang Semester
Emall : 1
Motik ghooe mamber
Dagroe :

Program Neme :

Acagenic Advisor
Stams
Closieg boece : 260
Crogh Hours (2010-3) ; 12

Registered Comrmes (2010 - 3) © Lwk®r) LANIZE,

Through this page, you can registering Courses

Student Hegialration 7077 £ Flrst

e Fre Crmet i et

As is clear, you have courses that can be registered and divided into:

- Courses available: Course that can be recorded by the student followed the study plan.
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Course : LAWIZE
Course title :

Credit: 3

LAW221D
ENGL122,D+
ENGL123D-

Sasson

201031001

- Courses allowed return: pre-registered courses and a student did not successfully crossed
with acceptable / high acceptable degree.

L;QV 2210 Room Stant
: £ 00
ENGL122 D+
ENGL123D+

When selecting courses to be registered, click on it and it will show you more details about
the set are:

- The number of credit hours and in which the tuition fees are calculated.
- Schedule of the sections and the days and classroom.

- When your courses to be registered are completed, you calculate the amount owed from
the calculator of hours, choose the number of hours and hours you will see the fees and the
previous balance and the amount due, ask to print a page showing you the payment details.

Pre Paid Credit Calculation

Hours Planha
lulticn fee

n scholarshig
Frevicus talance
Amount due

Prnt

DOV WN A -

m

Course Details

10 |
"
12

Avallable Cours 13
LAW223 14
LAWA10 15
LAWA 1Y 16
LAWA12 17
LAWA413 18
LAW414 19
LAWA426 20
SKILL121
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Having completed financial procedures and the amount deposited / receipt with the
accounting department at the university, you can dip your guide to the academic registered
courses. Upon completion of the process of selecting courses will show you a table at the
bottom of the courses recorded as shown in the following:

Coursee  Cr

LAW313 3 85 201031007

Weadnesday
Seturday

LAW324 : 201031001
Wednesday
NOUIE registarad
Tustion fes
hola

R .50

Amountdie : SRB.089.50

Then you can print you time table by clicking on Student Schedule, the following figure is an
example of Student Schedule:

e a Student Lectures Schedule
v Admiszion and Registration Cwimon

Dar Al Uloom Universty
rogl=ll jia deols P O. 8ox 2635, Riyadn 13514 - 7222, KSA
Oar Al Ulcom University Phore: + 665 1 494 5000

Fax + 966 1 494 9490

Student 1D 1653800
Student Name Seleses s 38 dos & faleen
Gender Male
Frogram Name  Bachelor's Program in Finance and Banking
Academic Advicor  Dr, Mahmoud Altabari
Admitted  Second Semestor 2008

Courses

Time Hall

MGT310

12 .00-14.00 A139

MGT310

| 12.00-14.00 A139
MGT310
12.00-14.00 A139
MGT310

| 12.00-14.00 A139

MGT310

12.00-14.00 A139

Days

Saturday
Sunday

Monday

Tuesday

‘Wednesday
| Thursday | i
Courses Instructor Credit Hours Section |

MGT310 - Organizational BEehavior Dr. Arman Nasim 3 201031001 |
3

.ln case of withdrawal betore 2011-07-28, 25% will be degtucted off the paid fees. Withdrawal before
2011-08-04, 50% wik be deducted off the paid fees. No refund from 2011-08-04.

You will see yowr courses online at https//my dau. edu sa/ims/. Your userns is the same as your student |
10. It you forgol your password, then use the servce which wil send your password 1o the emadl address
we lave in youwr profile. If this doesn’t work, then we need to update your profie. Send us an email 1o
supporti@dau adu sa with information that proves your dentity such as copy of your 1D card Sometimes
wé may not be able to verdy your identity and hence we require you prasent your ID to one of our staff in
the DAU campus
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