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SUC VISION, MISSION, GOALS AND OBJECTIVES

A. VISION

Skyline envisions itself to be a globally renowned university that nurtures the spirit of innovation
and creativity towards building a knowledge based society

B. MISSION

The Mission of Skyline University College (SUC) is to impart knowledge, develop professional skills
in the field of Business, Science & Technology and inculcate values among students of diverse
backgrounds to serve society. SUC provides opportunities for its students to achieve their academic
and professional goals and facilitates the development of their overall personality in order for
students to become effective and socially responsible professionals in a dynamic global
environment. In pursuing this mission, SUC focuses on innovative and creative approaches in all
areas of education, research, consultancy, community services and development of its employees
to facilitate the learning environment for its stakeholders. SUC recognizes risk management in all
aspects of its operations and ensures health and safety of its stakeholders.

C. GOALS AND OBJECTIVES

i. INSTITUTIONAL GOAL:
To continue to serve with dedication in the field of higher education to meet the changing needs
of society and develop responsible individuals without discrimination following ethical
practices

a. INSTITUTIONAL OBJECTIVES
1. To serve with dedication in the field of higher education, and prepare students to

contribute to the betterment of society.

2. To offer quality education to a diverse student body, globally, irrespective of race,
color, gender, religion, physical disabilities and age.

3. To expand its higher education programs as per the needs of the dynamic global
environment

4. To develop and maintain significant networks between SUC, alumni and industry

5. To continue to maintain a meaningful relationship with the community through
socially responsible activities

6. To continue to pursue ethical conduct and a high order of integrity in all spheres of
institutional functions

7. To continually assess the institutional risk and provide a safe and secured
environment to the stakeholders

ii. STUDENT GOAL:
To equip students with knowledge, skills and competencies which build lifelong careers and
creativity that contribute to the betterment of business and society

a. STUDENT OBJECTIVES
1. To orient students with knowledge through undergraduate and postgraduate

programs thereby preparing them for suitable career opportunities globally.
2. To equip students with creative and entrepreneurial skills suitable for
lifelong career building
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3. Tointegrate general education at the undergraduate level programs

4. To enhance higher order skills in problem solving, leadership, analysis and decision
making among post graduate program students

5. To develop the complete personality of the student through quality education and
extra-curricular activities that will enable them to serve society optimally

iii. @ EMPLOYEE GOAL:
To engage competent employees and ensure their welfare and facilitate development

a. EMPLOYEE OBJECTIVES
1. To provide facilities that enhance long-term SUC employee welfare, satisfaction and

growth

2. To facilitate a conducive research and consultancy environment for faculty to pursue
scholarly activities

3. To conduct various faculty and staff development programs in order to prepare them
to meet challenges posed by the dynamic global environment.
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SCHOOL OF BUSINESS VISION, MISSION AND GOALS

A. VISION

To be an innovative and leading provider of quality business management education to serve the
society.

B. MISSION

To impart knowledge, develop skills and inculcate values to develop responsible managers
and leaders in the field of business management.

C. GOALS

i.  Toreview and update academic programs as per the emerging regional and global trends.
ii.  To provide knowledge, skills and competencies among students for managing various aspects
of businesses.
iii. =~ Toensure continuous improvement in the areas of teaching, research, and community services.
iv.  To strengthen stakeholder’s involvement in achieving the mission of the school.
v.  To develop ethically responsible business managers and leaders.

SCHOOL OF INFORMATION TECHNOLOGY VISION, MISSION, GOALS

AND OBJECTIVES
A. VISION

To be internationally recognized school that nurtures academic excellence, innovation, research
and emerging ICT skills..

B. MISSION

To serve industry and society by offering futuristic academic programs in the field of Information
Technology that are carefully planned, executed, and continuously improved for stimulating
excellence, creativity, innovation and leadership in related areas of research and education for
faculty as well as students, and to prepare graduates who will be successful professionals, be
engaged in lifelong learning, and who will be committed to serve their community.

C. GOAL

To continue to serve with dedication in the field of Information Technology education to meet the
changing needs of society and to develop responsible IT professionals, who are engaged in lifelong
learning and community service.

D. OBJECTIVES

a. To develop and offer sound academic Information Technology programs that adhere to
national and international standards in line with emerging industries and global trends.

b. To use continuous improvement procedures in academic programs, research, learning
resources and learning environment, and community service.
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To develop graduates who are professionally ready to compete in local and global job markets,

and who are capable of continuing their education and research activities.

d. Encourage students to use their effective communication skills, innovative thinking, and
technical background to conduct themselves in a professional and ethical manner to provide
services that support the community and the region

e. To strengthen stakeholder’s involvement and extend the collaboration with top worldwide

educational and research institutions as well as industry leaders and government agencies to

arrive at an eco-system that fosters innovation and research, academic excellence, and
industrial expertise for both students and faculty.

MOE STANDARD 1. MISSION, ORGANIZATION AND GOVERNANCE

1a. Mission Development, Approval and Review.

Policy number IRQA_POLICY_22

Policy name Mission development, approval and review

Policy version Version 2

Standards applicable MOE Standard 1: Governance and Management- Annex 3:
la

Policy owner IRQAOA

Date of recent modification 20 December 2021

Verified by DIRQAOA

A. INTRODUCTION
The purpose of Review of Vision, mission, goals & objectives committee is to periodically review or
revisit the vision, mission, goals and objectives of the institution based on significant changes in the
internal, external conditions and force majeure conditions that impact the institution and if any
amendments are necessary are initiated.

B. FORMATION OF THE COMMITTEE
The Committee is chaired by the Vice Chancellor by virtue of the position. The duration of the
committee members, other than the Chair is for a period of three years and maybe extended
depending upon the contribution to the committee.
The Review Committee constituted by the Board comprising of:
i.  Vice Chancellor
ii. DIRQAOA
iii. ~ External Advisory Council Member
iv.  Academic Advisory Council Member
v.  Faculty member
vi.  Staff member
vii.  Student representative
viii.  Employer
ix.  Alumni
C. TENURE OF THE COMMITTEE
The tenure of the committee is generally three years and out of which one third members can be
changed after three years.
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D. QUORUM

AY 2021-22 SUC Policies & procedures manual

Minimum 50% of committee members shall be present in the meeting to complete the quorum
failing which the meeting shall not be conducted.

RESPONSIBILITY OF THE COMMITTEE

The main responsibility of the committee is to review the vision, mission and goals statement
periodically to be more current and relevant to the changes in the external conditions and
recommend revisions.

The Vision, Mission and Goals Review Committee deliberates the currency and relevancy of the
mission and goals statement in the changing environmental conditions and seeks opinion from the
various stakeholders of the committee. Relevant inputs are taken into consideration and a report is
submitted by the Chair of the committee to the Board of Trustees for their opinion and approval.
After approval, the revised vision, mission, goals and objectives are circulated to all the
departments, functionaries and approved for public disclosure through websites, brochures and
catalogs.

PROCESS FLOW

The Process of review of the Vision, mission, goals and objectives is carried out by the committee
first by reviewing the various internal and external inputs received from various sources on
continuous basis followed by deliberations on the significance and the possible impacts on the
vision and mission. The finalized revisions are recommended to the board for their opinions and
approvals.

STEPS:

i.  Review of feedback on the annual operations
ii. ~ Review of feedback from the evaluation of the strategic plan
iii.  Review of strategic directions and its status of achievement
iv.  Review and analyze significant changes in internal & external conditions
v.  Review of proposed expansion, diversification and any structural changes deemed
necessary
vi.  To review the Vision, mission and goals of the institution in relation to feedbacks and
internal & external changes
vii.  Initiate deliberations based on inputs received from various stakeholders
viii.  Review the achievement status of vision, mission and goals statement
ix.  Prepare a draft document and present to VC
x.  Incorporate the suggestions and amend the vision, mission and goals statement
xi.  Submit the final draft to Vice Chancellor for presenting it to the Board for opinion and
approval
xii. ~ The IRQAOA Department disseminates the approved vision, mission, goals and objectives

Page
copyright©suc



Compone
nts

Vision,
mission

Values

Graduate
Attribute
S

Institutio
nal goals
and
objectives

Program
goals and
Learning
Outcomes

Goals and
objectives
of
institutio
nal units

SWOT
analysis

Preparat
ion of
Plans

IRQAOA

Dean of
respecti
ve
schools

Dean of
respecti
ve
schools

IRQAOA

Dean of
respecti
ve
schools

Respecti
ve AAC
member
/ Chairs
/ Heads

IRQAOA

AY 2021-22

Frequency and authority of review

Preparati
on
frequency

As
when
required

and

As
when
required

and

As
when
required

and

As
when
required

and

Yearly

Yearly

Yearly

SUC Policies & procedures manual
copyright©suc

Revie
w
frequ
ency

Yearly

Yearly

Yearly

Yearly

Yearly

Yearly

Yearly

Timeline Responsible

January

January

January

January

April

July

July

to
implement

Vice
Chancellor

Vice
Chancellor

Vice
Chancellor

Vice
Chancellor

Vice
Chancellor

Respective
AAC
member/
Chairs /
Heads

Vice
Chancellor

Reasons for

amendment

all
and

Inputs from
stakeholders
evaluated by EC

Program review,
course reports and
inputs received
from  employers,
industry  experts
and external

supervisors

Structural /
Operational
changes

Situational changes

Page

ESTABLISHED 1990

Approval
Authority

BOT

BOT

BOT

BOT

BOT

Vice
Chancellor

BOT



%i:gg 7

N EsTABLISHED 1950

1b. Organization policy

Policy name Organization policy

Policy version Version 5

Standards applicable MOE Standard 1: Governance and Management
Policy owner HR

Date of recent modification 25 April 2022

Verified by DYASS & Registrar

This policy includes job descriptions and lines of authority/reporting structure for the principal
administrative and academic officers.

ORGANIZATION STRUCTURE

Organization structure is the reflection of the institutional governance, line of authorities and the
responsibilities vested in the positions. It further indicates the flow of communication and the
decision making authorities in the organization.

ORGANIZATION CHART

VICE CHANCELLOR ACADEMIC AFFAIRS COUNCIL
o) [VC, DSA.DSOB, DSOIT, DIRQAQA, DYASS / REGISTRAR, DOMC, DYPR)

I ACADEMICS ACADEMIC SUPPORT SERVICES
1
I | I T L T m—
o A oy DIRECTOR - MARKETING DY. DIRECTOR -
e DEANScHOOL | s DEAN SCHOOL DEAN-STUDENT DY, DIRECTOR- ACADEMIC SUPPORT
ACCREOATION °F % OF IT (DSOIT) AFFAIRS (DSA) SERVICES (DYASS) / REGISTRAR & CDM&"&E‘“DM WB”‘EDR,]!;P"I‘:]HDNS
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8
B 5 g
E E HEAD - GENERAL g & £ g _ = E M 2
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REVIEW OF ORGANIZATION CHART
A. INTRODUCTION
The review of the Organizational Chart of the Institution is carried out by the Vision, mission
and goals review committee. The Organization chart reflects the powers, roles, responsibilities
and authorities of the academic and academic support service functionaries, their reporting
relationships, coordination and supervision that direct the achievement
of organizational vision and mission statement. It also clearly defines the reporting structures
within the organization.
B. REVIEW COMMITTEE
The review of organization chart is carried out by the Vision, mission and goals review
committee.
C. RESPONSIBILITY OF THE COMMITTEE
The committee reviews the organization chart annually and recommends any structural
changes that may be required based on BOT inputs, strategic plan inputs, MOE requirements,
international accreditation requirements and departmental requirements from closing
reports.
D. PROCESS FLOW
The Process of review of the organization chart is carried out by the Vision, mission and goals
review committee first by reviewing the MOE requirements, international accreditation
requirements, BOT inputs, strategic plan and annual operational plan. The finalized revisions
in the organization chart are presented to board for their opinions and approvals.
STEPS:
1. Review of MOE & International accreditation requirements
2. Review of inputs from BOT
3. Review of strategic plan and annual operational plan
4. Recommend changes in the organization chart
5. Prepare a draft organization chart with suggested changes present to AAC
6. Submit the final draft to Vice Chancellor for presenting it to the Board for opinion and
approval
7. The Human Resource department disseminates the approved Organization chart
AY 2021-22 SUC Policies & procedures manual Page
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.C Terms of Reference of Standing Committees

Policy number IRQA_POLICY_29 \

Policy name Terms of Reference of Standing Committee
Policy version Version 4

Standards applicable = MOE Standard 1: Governance and Management
Policy owner IRQAOA

Date of recent 16 February 2022

modification

Verified by DIRQAOA

I. INTRODUCTION
The standing Committees at Skyline University College comprises of the Institutional

Effectiveness (IE) Committees. There are 15 IE committees and the names of these committees

have been given below:

Institutional Governance and Management Committee
Quality Assurance Committee
Academic Planning and Operations Committee
Learning Resource Committee - Library
Learning Resource Committee - Information Technology
Teaching Effectiveness Committee
Research and Scholarly Activities Committee
Community Engagement Committee -Community Services
Student Administration and Examination Committee
. Student Support Services Committee
. Faculty and Professional Staff Committee
. Fiscal Resources, Financial Management and Budgeting committee
. Health, Safety & Environment committee
. Marketing and Communication committee
. Community Engagement Committee -Corporate Relations

O XN E WD

[ S | S Y
LD W N RO

II. TERMS OF REFERENCE OF STANDING COMMITTEES
A. FORMATION OF IE COMMITTEE
The VC in coordination with Academic Affairs Council is responsible for the formation of IE
Committees in SUC for two academic year.

B. CONSTITUTION:
Each committee generally consists of a Chair and minimum two members depending on the tasks
related to the committees.

C. FUNCTIONS:
Each committee is assigned with specific roles and responsibilities which facilitate the smooth
functioning of the operations of the subcommittee / subcommittees allocated under the main IE
committee.

D. APPOINTMENT & TERM
The VC appoints members and chairs of committees for a period of 2 years. The continuation or
removal of the chair and members is based on the performance appraisal during the tenure.
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E. OVERALL RESPONSIBILITIES OF COMMITTEES

I
il.
iil.

iv.

To plan the committee activities and provide directions to the members to execute

To oversee the activities of all subcommittees

To conduct regular meetings for smooth functioning of the committee and timely decision
making

To ensure all records are maintained related to each subcommittee

To review and prepare self-evaluation reports

F. RESPONSIBILITIES OF THE IE SUB COMMITTEE CHAIRS

1.

il.

iii.
iv.

Chair reviews the IE Tool with the sub-committee members and prepares internal plan of
action of the committee for the academic year towards achieving the objectives of the
committee

Encourage all committee members to present their views and to explain the rationale for
their opinions

Mobilize faculty and staff to achieve the objectives of the committee

Ensure committee MOM, reports, and recommendations are completed and appropriately
disseminated in a timely manner

Prepare self evaluation reports and forward Reports and recommendations to IRQAOA
department as per the IE Calendar.

G. RESPONSIBILITIES OF THE IE SUB COMMITTEE MEMBERS

i.
il.
iii.

iv.

Regularly contribute to achieve the objectives of committee

Attend and actively participate in meetings;

Share information during committee discussions, recommend and express opinion for
decision making

Support decisions of the committee or ensure that MOM minutes include
concerns/reservations with decision (s)

H. DETAILS OF IE COMMITTEES
Each IE committee may include 1 or more subcommittees which focus on achieving the

objectives related to specific areas of operation. Addition or removal of subcommittees is done

based on the changes in the organization structure, changes in policies related to this committee
or changes in operations. Further details of each IE Committee can be referred in subsequent
sections:

i.  INSTITUTIONAL GOVERNANCE AND MANAGEMENT COMMITTEE

The Institutional Governance and Management Committee has been assigned following
subcommittees:

Section A - Vision Mission (Re-visit of Vision, Mission, Goals and Objectives)
Section B - Institutional Planning (Preparation and Review of Strategic Plan)
Section C -Institutional Management and Administration

Section D - Organization (Review of Organization Chart)

Section E - Governance

Section F - Policies and Procedures

Section G - Risk Management
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a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA MEMBERS

Institutional Vision Mission VICE AAC Members
Governance and Institutional Planning CHANCELLOR ' Dean - SOIT, Dean - SOB,
Management Associate Dean
Committee Institutional Management AAC Members
and Administration
Organization DYASS & Registrar, HR-In
Charge
Governance DIRQAOA, AM-QA, IRO-In-
charge and IRQA Assistant
Policies and Procedures AAC Members ,DIRQAOA,
AM-QA, IRO-In-charge and
IRQA Assistant
Risk Management DIRQAOA, AM-QA, QA-
Assistant

b. RESPONSIBILITIES OF INSTITUTIONAL GOVERNANCE AND MANAGEMENT COMMITTEE

To ensure achievement of objectives related to the functional areas given below:

Section A - Vision Mission (Re-visit of Vision, Mission, Goals and Objectives)
1. To align the organization with the dynamic external environment
Section B - Institutional Planning (Preparation and Review of Strategic Plan)
1. To achieve strategic goals of SUC
2. To evaluate status of SUC Strategic plan achievement
3. To prepare for developing new strategic plan.
4. To evaluate status of SUC’s annual plans achievement
Section C - Institutional Management and Administration
1. To ensure smooth day to day operations of SUC
Section D - Organization (Review of Organization Chart)
1. To align the organization structure in line with internal and external requirements
Section E - Governance
1. To ensure SUC achieves its vision, mission and financial stability
2. To establish suitable governance, structures for the University
Section F - Policies and Procedures
1. To ensure smooth function of the Committees, Departments and functional heads
2. To ensure control over policy and procedure modifications
Section G - Risk Management
1. To ensure that all potential risks (sources of risk) are identified, assessed and
addressed timely.
2. To ensure insurance coverage for liability and other potential losses (in coordination
with insurance committee under finance)
ii. QUALITY ASSURANCE COMMITTEE

The Quality Assurance Committee has been assigned following subcommittees :

Section A: Institutional Effectiveness (IE) Committee
Section B: Annual Planning and closing
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Section C: Feedback conduct and review committee

Section D - Quality Audit - Academic (a. FACULTY PORTFOLIO AND COURSE FILE REVIEW
b.PROGRAM LEARNING OUTCOMES AND COURSE LEARNING OUTCOMES MEASUREMENT) and
Academic Support services (Departmental audit)

Section E - Accreditation (local, international- AACSB and ABET, IEEE, CHEDS submission)

Section F -Risk Based Assessment

a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA CHAIR MEMBERS
Quality Institutional Effectiveness DIRQAOA Chairs of [E Committees, AM
Assurance - Quality Assurance, IRO In
Committee charge and IRQA -Assistant
Annual Planning and closing AAC Members, HODs, AM -
Quality Assurance,QA-
Assistant
Feedback Conduct and AM - Quality Assurance, IRO
Review Incharge, Dean - SOIT, Dean

SOB, Registrar, AAC
Members, Associate Dean
(i). Academic Audit :

[RO-In charge, Faculty
members from School of
Business and School of IT
(ii) Academic Support
Service Audit (Departmental
audit):

AM - Quality Assurance, QA-
Assistant, Faculty members
from School of Business &
School of IT

Dean -SOB, Dean- SOIT,
Associate Deans, Discipline
Leaders, AM - Quality
Assurance, IRO Incharge
and QA-Assistant

AAC Members, IRO
Incharge, AM - Quality
Assurance, QA- Assistant &
Atleast 1 Faculty member

Quality Audit - Academic

and Academic Support

services

Accreditation

Risk Based Assessment

SUC Policies & procedures manual
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b. RESPONSIBILITIES OF QUALITY ASSURANCE COMMITTEE
To ensure achievement of objectives related to the subcommittees as given below:

Section A: Institutional Effectiveness (IE) Committee

To aid in achieving SUC’s Objectives

To allocate different committee to manage Institutional Effectiveness system
To plan, monitor and review the institutional effectiveness system

W N e

To suggest and recommend necessary amends to the Institutional Effectiveness
system including organization process

To benchmark with regional and international universities

6. To provide professional development opportunities for IRQAOA staff

Section B: Annual Planning and closing
1. To coordinate with AAC and Departments for preparing annual planning documents
in line with the strategic plan
2. To coordinate for the review of semester and closing reports
Section C: Feedback conduct and review committee
1. To conduct the feedbacks as per the feedback calendar
2. To comprehensively evaluate the academic and academic support services through
the feedbacks and surveys
3. To provide feedback to improve the academic and academic support services

Section D - Quality Audit - Academic (a. FACULTY PORTFOLIO AND COURSE FILE REVIEW
b.PROGRAM LEARNING OUTCOMES AND COURSE LEARNING OUTCOMES MEASUREMENT)
and Academic Support services (Departmental Audit)

a. To identify the areas of improvement and suggest corrective action in academic and
academic support services
b. To maintain academic records for references (Faculty portfolio and course file)
c. Toreview course files
d. To prepare CLO and PLO Analysis reports.
Section F - Accreditation (local, international- AACSB and ABET, IEEE ,CHEDS
submission)

a. To accomplish renewal of institutional licensure, Program accreditation and/or
submit application for new major/emphasis in meeting the requirements of MOE
b. To fulfill the requirements of international accreditation process

Section G - Risk Based Assessment

a. To coordinate with concerned units for submission of status of Risk assessment
parameters

b. To evaluate the Department and report progress

c. To suggest actions for closing of gaps and ensure its implementation
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The Academic Planning and Operations Committee has been assigned following subcommittees :

Section A - Academic Planning and Operations

Section B - Program Review and Revisit

Section C - Management Development Program

Section - D: Internship

a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA
Academic Academic planning and
Planning and Operations
Operations
Committee Program Review and Revisit

Management Development
Program

Internship

b. RESPONSIBILITIES

CHAIR

VICE
CHANCELLOR

MEMBERS

Dean - SOIT, Dean - SOB,

Associate Deans- SOB,
Discipline Leaders

Dean - SOIT, Dean - SOB,
Associate Deans- SOB,
Discipline Leaders ,Head of
General Education, Faculty
members from School of
Business and School of IT
Dean - SOIT, Dean - SOB,
Associate Deans- SOB,
Discipline Leaders
Dean-SOB, Dean-SOIT,
DYASS & REGISTRAR, HOAE,
HOCA,DSA, Associate. Dean,

To ensure achievement of objectives related to the subcommittees as given below:

Section A - Academic Planning and Operations

otk W N

Section B - Program Review and Revisit

To prepare academic plan and review
To plan and recommend academic faculty requirement

To plan and allocate courses to faculty members, as per MOE Standards
To provide platform for professional development of faculty

To assist in national and International Accreditation and rankings

To adhere to MOE curriculum requirement

To review the curriculum and learning resources in line with the needs of industry.

1. To add or delete courses based on currency, relevancy and competency required by

the industry.

2. To incorporate latest teaching methodologies for program effectiveness.

AY 2021-22
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SECTION C - Management Development Program

1.
2.

To identify corporates seeking trainings in management in the region

To develop and conduct programs and course as per the requirement of the corporate
clients

To provide consultancy service to the government, semi government and private
organizations

Section D - Internship

To provide an opportunity for the students to apply the concepts learnt in real life situations.

a.
b.

To make them aware of the organizational culture and practices

To create an awareness among students about their strengths and weaknesses in the work
environment.

To provide students a platform to take up on the job training and develop a network that
will be useful in enhancing their career prospects.

To equip the student with the knowledge of actual functioning of the organization and
problems faced by them for exploring feasible solutions and suggestions.

To provide an opportunity to get involved in research / project conducted by the
organization / company

iv.  LEARNING RESOURCE COMMITTEE - LIBRARY

Learning Resource Committee - Library is responsible for the collection development, renewal of
online and print subscriptions, sharing Information services and weed out of library materials.

a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA CHAIR MEMBERS
Learning Learning Resource DYASS & Dean SOB, Dean SOIT,
Resource Committee -Library Registrar DYASS & Registrar, Head-
Committee - Research & Innovation, HOL,
Library HOAE, Associate Deans,

Faculty members from SOIT
and SOB

b. RESPONSIBILITIES

To ensure achievement of objectives as given below:

AY 2021-22 SUC Policies & procedures manual

1. To plan provide guidelines and suggestion for maintaining adequate library resources

2. To regularly upgrade existing library resources for meeting the future requirements on
annual basis including procurement of E-Resources and discarding the outdated editions
of the current stock

3. To orient the students, faculty and staff with regards to the usage of library resources,
eBooks and facilities

4. To enrich the resources with most relevant online & offline materials

5. Facilitate conducive research and consultancy environment for faculty to pursue
scholarly activities

6. Implementation of virtual teaching technologies
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LEARNING RESOURCE COMMITTEE - INFORMATION TECHNOLOGY

Learning Resource Committee - Information Technology is responsible for reviewing and
approving the requirement of IT resources by faculty, staff and students in carrying out the
academic activities and research in the University College.

a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL CHAIR MEMBERS
AREA
Learning Resource Learning Resource DYASS & Dean - SOIT, Dean - SOB,
Committee -Information Committee - Registrar HOIT, HOF, Head-R&I,
Technology Information Associate Deans, Discipline
Technology Leaders, HOGE, Faculty

members from SOIT and SOB

b. RESPONSIBILITIES

To ensure achievement of objectives as given below:

1.
2.
3.

10.
11.
12.
13.

14.
15.

16.
17.
18.
19.
20.

21.
22.

AY 2021-

To review the adequacy of IT resources as per the strategic plan

To provide suggestion and recommendation to improve the IT resources

To assess adequacy of hardware and software requirement for creating conducive learning
environment in the SUC with the help of IT integration.

To regularly upgrade existing IT resources for meeting the future requirements on annual
basis.

To prepare and implement preemptive maintenance plan.

To procure IT equipment as per annual approved plan and based on post audit annual
report

To provide regular updates of information to users on up-gradation and implementation
of various new IT resources.

To equip class rooms with adequate audio, video & internet facilities

To procure the updated antivirus, firewall and other protective devices for preventing
external intrusions for network & security

To maintain data backup on regular basis onsite and off-site locations.

To regularly upgrade the backup devices

To regularly D/R Site Backup

To develop, upgrade & implement software & various online services to meet academic,
academic support services & students

To develop ERP implementation plan

To provide online support to academic, academic support services and students through
portal services.

To provide and process the online survey & interaction from the SUC community.

To assess the training needs of faculty, staff & students.

To train and orient faculty, staff & students on IT operational and learning resources

To train and support students and staff on computer related operational issues including
accessing wi-fi in the university campus.

To provide training & orient to users regarding various software tools & web services
implemented in the campus

To provide customized training for individual to improve the usage of IT resources.

To promote eco-friendly environment and proper disposable of hardware equipment.
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23. To encourage cost cutting measures in utilization of various IT resources.

24. To audit the ERP, DMS, CMS, DMS, Infrastructure, Website, Portal, and FAQs on monthly
basis.

25. To prepare and implement risk plan with respect to data backup, outsourced agencies and
maintenance of equipment

26. To maintain health and safety in the labs, server rooms, data backup

27. To develop, upgrade & implement in Mobile Apps online services to meet academic,
academic support services & students

28. To develop, upgrade & implement in DMS services to meet academic, academic support
services & students

RESEARCH AND SCHOLARLY ACTIVITIES COMMITTEE

The committee encourages faculty members to actively participate in academic and practical
research forums. Publishing in peer reviewed journals, international conference presentations,
participating in seminars and collaborative work with industry from UAE, MENA and Rest of the
World are the major activities to be promoted by the committee. The committee also maintains a
research culture in order to explore relevant research areas and identify funding opportunities for
Faculty and Students.

Research and Scholarly Activities Committee has been assigned following subcommittees :

Section A - Research and Scholarly Activities (Journal Publication, conference presentation,
Projects, Patents)

Section B - Case Study

Section C - Skyline Business Journal

Section D - Knowledge update
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a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA CHAIR MEMBERS \
Research and Research and Scholarly Head-Research & Dean-SOB, Dean-SOIT,
Scholarly Activities Innovation Associate Deans, Discipline
activities Leaders, Faculty members
Committee from school of Business and

School of IT

Case Study At least Two faculty
members from School of
Business

Skyline Business Journal Dean-SOB, Associate Dean,

Discipline Leaders, Faculty
members from School of
Business and at least one
faculty member from
General Education

Knowledge Update Faculty members from
School of Business and
School of IT

b. RESPONSIBILITIES

To ensure achievement of objectives related as given below:

Section- A Research and Scholarly Activities (Journal Publication, conference

presentation, Projects, Patents)

i. To support and encourage research activities that will promote faculty, their

professional growth and recognition

ii.  Todevelop a creative research partnership & consultancy with businesses, universities,
government & non-governmental organizations based on mutual benefits

iii.  To strengthen and update library and IT resources to support research activities

iv.  To facilitate faculty to publish & present quality research work in relevant
discipline/specialization and interdisciplinary stream domains.

v.  To disseminate the knowledge & research updates through SBJ/ newsletter/

vi.  Knowledge Update/ online marketing forum/social media to stakeholders

Section- B: Case Study
1. To develop faculty skills in Case Writing and Case Based Teaching

Section- C: Skyline Business Journal

1. To provide a platform for researchers to publish their research work in areas of
business management.

2. To provide an opportunity for academic exposure and networking at the regional and
global level.

3. To share the knowledge gained from scholarly activities amongst the industry and
academia.

4. To obtain Indexing in Databases
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Section D - Knowledge update
1. To create awareness about updates in the industry
2. To create awareness about Skyline University College updates

TEACHING EFFECTIVENESS COMMITTEE
The Teaching Effectiveness Committee encourages effective teaching and learning practices
through establishment of mechanisms for relevancy of academic, general educational programs
and internship practices as well as effectiveness of course design to include integration and
application of case studies, research papers, news items, application of innovative teaching
practices / pedagogy as well as assessments. Further, teaching effectiveness needs to enable
Faculty to articulate theoretical concepts and discourse knowledge clearly and explicitly through
updated texts and relevancy of additional readings. Teaching effectiveness also delves into
academic rigor including reinforcement, intensive academic reading and writing practices;
appropriate testing instruments and evaluation practices.
Teaching Effectiveness Committee has been assigned following subcommittees :
Section-A: Teaching Effectiveness
Section B - Learning Management System
Section C - Innovation and Entrepreneurship Center
a. COMMITTEE STRUCTURE
IE FUNCTIONAL AREA CHAIR MEMBERS
COMMITTEE
Teaching Teaching DEAN - SOB Associate Dean, Discipline
Effectiveness Effectiveness AND DEAN - Leaders, HOGE Faculty
Committee SOIT members from School of
Business and School of IT
Learning Associate Dean, Discipline
Management System Leaders, Faculty members from
school of Business and School
of IT
Innovation and Faculty members from school
Entrepreneurship of Business and School of IT
Center
AY 2021-22 SUC Policies & procedures manual Page

copyright©suc



v
[
Lo

it
o=

ESTABLISHED 1990

b. RESPONSIBILITIES
To ensure achievement of objectives related to subcommittees as given below:

Section-A: Teaching Effectiveness Committee
1. Facilitate faculty training and development on selected Teaching effectiveness methods
2. Coordinate and conduct Peer Reviews and provide feedback for improvement

Section B - Learning Management System
a. Facilitate interaction between faculty and students-through LMS

Section-C: Innovation and Entrepreneurship Center
a. Toencourage innovation and Entrepreneurial culture among students
b. To provide platform for students to become entrepreneurs

viii. ~COMMUNITY SERVICES COMMITTEE
The Community Services Committee provides an opportunity to faculty, staff and students to
engage in achieving their responsibility towards the society through their skills, knowledge and
values.

a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL CHAIR MEMBERS
AREA
Community Community DSA HOGE, Faculty members from
Engagement Services School of Business, School of IT
Committee - and General Education
Community
Services

b. RESPONSIBILITIES

To ensure achievement of objectives of the committee as given below:

1. To collaborate with Corporate, Government agencies and Social organizations for CSR
activities.

2. To propose community service activities to Government Agencies, Social Service
Organizations and Corporates and organize events in collaboration with them.

3. To determine the themes of Community service activities of SUC and roll out a schedule for
the Academic year.

4. To Plan and execute the events, CSR activities, school workshops & activities and facilitate
teams.

5. To encourage Stakeholders, Faculty members, Staff and students to submit proposals for
community service activities

6. To disseminate the information to various stakeholders through various media sources.

7. To orient faculty, staff and students to participate in community services activities
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STUDENT ADMINISTRATION AND EXAMINATION COMMITTEE

The Administration and Examination Committee has been assigned following subcommittees :
Section - A: Registration Committee - Undergraduate and graduate registration (TOC MQP and
Remedial Analysis)

Section -B: Examination conduct and result analysis

Section - C: Academic Progression (Progression, Retention & Graduation, Satisfactory Academic
Progression Review Postponement, Re Activation, Course Withdrawal and Cancellation)

Section - D: Student Request Processing

a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA CHAIR MEMBERS
Student Registration DYASS & Dean - SOIT,Dean - SOB,
Administration Registrar Associate Dean, HOAE,
and Examination-Supervisor
Examination Examination conduct and Dean - SOIT,Dean - SOB,
committee result analysis Associate Dean, HOAE,

Examination-Supervisor
Academic Progression Dean - SOIT,Dean - SOB,
Associate Dean, HOAE,
Examination-Supervisor
Student Request processing DSA, HOAE, Examination-
Supervisor, SSD Staff

b. RESPONSIBILITIES
To ensure achievement of objectives related to the subcommittees as given below:

Section - A: Registration Committee - Undergraduate and graduate registration

1. Implement the standardized registration procedures for undergraduate and graduate
programs

2. To ensure the registration criteria are met as per the registration policies for all students
including TOC, MQP for MBA students.

3. Ensure physical safety of documents with proper storage facility.

4. Ensure confidentiality of records and documents as per policy and procedure

5. Ensure accessibility of student record by authorized persons

6. To analyze status of TOC admissions during each intake.

7. To analyze status of MQP admissions during each intake.

8. To analyze status of Remedial course admissions during each intake.

9. To plan, schedule and execute placement test during the intakes.

10. To analyze the placement test and foundation course results

11. To analyze the student’s progression, retention and graduation rate during the academic
year.

12. To process the student request as per the stipulate time line

13. Ensure availability of soft copy of student (Transcript)

14. To maintain off- site continuous electronic backup
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Section-B: Examination conduct and result analysis

1. To plan, control and conduct midterm and final exams as per published schedule.
2. To compute, compile and finalize exam results for declaration.
3. To analyze semester wise results and maintain records.

Section - C: Academic Progression

1. To analyze the student’s progression, retention and graduation rate during the academic
year.
2. To ensure the student meet the qualitative & quantitative requirements.
3. To observe the students’ improvement in their academic performance during the
semesters.
Section - D: Student Request Processing
1. To process the student request as per the stipulate time line

X. STUDENT SUPPORT SERVICES COMMITTEE

The Student Support Services Committee has been assigned following subcommittees:

Section A - Academic Advising and mentoring

Section B - Student Counselling

Section C - Suggestion and Complaints process

Section D - Involving Class Representatives in decision making
Section E - Ensuring Discipline within SUC campus

Section F- Events

a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA CHAIR MEMBERS
Student Support Academic Advising DSA DYASS & Registrar,
Services Student Counselling Counselor, Dean- SOB, Dean-
Committee Suggestions and Complaints SOIT, HOGE, HOAE
process

Involving Class

Representatives in decision

making

Ensuring Discipline within

SUC campus

Events SSD Staff, Head of Sports
Assistant, Faculty members
from School of Business and
School of IT

b. RESPONSIBILITIES

To ensure achievement of objectives related to the subcommittees as given below:
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Section A - Academic Advising and mentoring (Advising Services)

1. To provide guidelines to academic advisors and mentors regarding student advising
process

2. Plan and execute advisory activities during the academic year.

To monitor the effectiveness of the advising system and recommend improvements

4. To Liaison with the various departments, clubs and committee involved in the advising
process

w

Section B - Student Counselling

1. To Carry out academic counseling for students at various levels & categories
Section C - Suggestion and Complaints process

To develop a process of students’ feedback regarding academic and academic support
services issues

Section D - Involving Class Representatives in decision making

To encourage CR to interact and have meeting with the students’ body to understand
their important areas of concern

1. To encourage CR committee to communicate the issues and suggestion for improvement

to the management.
2. To communicate the management response back to the students in a convincing manner

to enhance satisfaction level of the student.

Section E - Ensuring Discipline within SUC campus
To maintain a disciplined educational environment.

1. To take corrective action in case of reported in-discipline.

Section F- Events

1. To plan & conduct year round events
2. To encourage students to display their hidden talents by participation in various
committees and clubs as well as individual events

xi. FACULTY AND PROFESSIONAL STAFF COMMITTEE

The Faculty and Professional Staff Committee has been assigned following subcommittees :

Section A - [dentifying and Recruiting competent faculty and staff (Faculty and Staff Search)
Section B - Maintaining information related to Faculty and Staff (Faculty qualification, Graduate
Faculty, Professional Staff, Employee Records) - (Faculty and Staff Information)

Section C - Allocating courses to faculty (Faculty workload) (Faculty Schedule and Semester Wise
Allocation)

Section D - Conducting Faculty and Staff Development programs (Faculty and Staff Development
Program)

Section E - Review of Faculty and Staff Satisfaction (Grievances)

Section F - Evaluation (Evaluation)

Section G - Employee Disciplinary Action and Appeals

SUC Policies & procedures manual Page

AY 2021-22
copyright©suc



\/
N EeTABLISHED 1850
l&: ‘ ESTABLISHED 1990

i. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA CHAIR MEMBERS
Faculty and Identifying and Recruiting DYASS & DEAN - SOIT,DEAN - SOB, HR
Professional competent faculty and staff Registrar In charge, ASSOCIATE DEANS
Staff Committee AAC MEMBERS, DYASS &

Registrar, Faculty Experts(As
per requirements)

Maintaining information ASSOCIATE DEANS AAC

related to Faculty and Staff MEMBERS, DYASS & Registrar
& HR-In charge

Allocating courses to faculty Dean-SOB, Dean-SOIT,

Associate Deans, DYASS &
Registrar, HOAE, HR In charge

Conducting Faculty and AAC Members, HR In charge,

Staff Development HRD Staff, Discipline Leaders,

programs HOGE

Review of Faculty and Staff Dean-SOB, Dean-SOIT, HOGE,

Satisfaction HR In charge

Evaluation Dean-SOB, Dean-SOIT, HOGE,
HR In charge

Employee Disciplinary Dean-SOB, Dean-SOIT, HOGE,

Action and Appeals HR In charge

ii. RESPONSIBILITIES
To ensure achievement of objectives related to the subcommittees as given below:

Section A - Identifying and Recruiting competent faculty and staff (Faculty and Staff
Search Committee)

1. To plan for faculty resources requirement for the academic year.
2. To identify and recruit suitable candidate for the academic support services position.

Section B - Maintaining information related to Faculty and Staff

1. To maintain required student-faculty ratio, part time-faculty member ratio and grade
wise ratio.
2. To maintain diversity policy of SUC.

Section C - Allocating courses to faculty (Faculty workload)

1. To utilize the faculty resources optimally and effectively in conducting the courses
every semester.
2. To maintain the teaching load as per SUC policy.

Section D - Conducting Faculty and Staff Development programs
1.To improve teaching methodologies and efficiency in work.
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2.To provide platform for professional development.
3.To enable faculty and staff compatible to cultural environment and Information
technology tools.

Section E - Review of Faculty and Staff Satisfaction (Grievances) (Faculty and  Staff
Satisfaction Review Committee)
1.To understand the gaps and deficiencies that has a bearing on the institutional
effectiveness with a focus on optimizing faculty and staff satisfaction.

Section F - Evaluation (Evaluation)

1. To review and update AAC, Faculty and Staff performance evaluation policies and
forms annually

2. To conduct the process of performance evaluation of all employees as per policy

3. To handover and discuss the performance evaluation report with each employee

Section G - Employee Disciplinary Action and Appeals

1. To review and initiate disciplinary action related to employee disciplinary issues

xii.  FISCAL RESOURCES, FINANCIAL MANAGEMENT AND BUDGETING COMMITTEE

The Fiscal Resources, Financial Management and Budgeting Committee has been assigned
following subcommittees:

Section A - Financial Audit

Section B: Budget Review

Section C: Fee Waiver and Scholarship

Section D: Student Debit Credit Audit

Section E: Financial Risk Management

Section F: Facilities Resources

Section G: Student Protection Plan/Teach-out Reserve
Section H: Insurance
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a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA CHAIR MEMBERS
Fiscal Financial Audit VICE DYASS & Registrar, HOF,
Resources, Budget Review CHANCELLOR Finance Staff
Financial Fee Waiver and Scholarship
Management Student Debit Credit Audit
and Budgeting DYASS & Registrar, HOF,

Financial Risk Management

committee Finance Staff

DYASS & Registrar, DOMC,

Facilities Resources HOF, Maintenance
Supervisor

Student Protection DYASS & Registrar, DYPR,

Plan/Teach-out Reserve HOF, Finance Staff

DYASS & Registrar, HOF,

Insurance HR-Incharge

b. RESPONSIBILITIES
To ensure achievement of objectives related to the subcommittees as given below:
Section A - Financial Audit

1.To generate financial audited reports useful for taking rational financial decisions.
2.To provide reliable indication of SUC’s financial position and operating results.
3.To report income and expenses statements for appropriate financial control

Section B: Budget Review

1.To ensure financial stability
2.To prepare the annual budget

Section C: Fee Waiver and Scholarship Committee

1. To allocate fund for various MOU and non MOU scholarship every year
2. To assess the effectiveness of Various MOUs signed

Section D: Student Debit Credit Audit Committee

1. To conduct monthly audits for identifying discrepancies
2. To conduct meetings with the departments to resolve the discrepancies
3. To prepare debit and credit audit reports

Section E: Financial Risk Management

1. To monitor significant risks to reduce the likelihood of unwelcome surprises.
2. To review the effectiveness of the system of internal control and report to the Management.
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Section F: Facilities Resources

1. Toprovide and maintain adequate facilities to support the academic and academic support
services operations.

2. To assess the requisition for adequate resource requirement for the departmental
functions.

Section G: Student Protection Plan/Teach-out Reserve

1. To maintain sufficient fund for teach out reserve
2. To enter into MOU with UAE accredited institution

Section H: Insurance
1.To identify and maintain insurance policy to mitigate risk
xiii. HEALTH, SAFETY AND ENVIRONMENT COMMITTEE
The Health and Safety Committee has been assigned following subcommittees:

Section A - Sports activities for SUC Students, Faculty and Staff
Section - B Health, Safety and Environment
Section C - Student Accommodation

COMMITTEE STRUCTURE
IE COMMITTEE FUNCTIONAL AREA CHAIR MEMBERS
Health, Safety & Sports activities for SUC DYASS & Head-Sports, at least 1
Environment Students, Faculty and Staff Registrar faculty member from
committee General Education, Faculty
members from school of
Business and School of IT
Health, Safety & DSA, DyPR, Head-Sports,
Environment Management HOF, Head of Maintenance,
DOMC, At least 1Faculty
member
Student Accommodation DSA, DyPR, HOS,HOF

i.  RESPONSIBILITIES

To ensure achievement of objectives related to the subcommittees as given below:
Section A - Sports activities for SUC Students, Faculty and Staff

a. To identify the Sports activities to be conducted
b. To conduct Sports orientation program for students, faculty and Staff
c. To train Skyline University College teams for Inter University level participation.

Section - B Health, Safety & Environment

a. To create awareness of Health, Safety and Environment among Faculty, Staff and
Student
b. To conduct Health, Safety & Environment related events
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c¢. To provide first aid medical facilities for students and employees
To train students and employees -on first aid and fire safety

e. To ensure that the University building is free of any hazards as per the Government
standards

f.  To monitor and maintain the Fire safety equipment and emergency exit plans

g. To ensure health and safety of employees students and other stake holders

h. To assign responsibility to departments to record incidents and manage all risks within
their areas of control.

Section C - Student Accommodation

a. To have adequate hostel rooms for girls and boys as per the policies of SUC
b. To provide hygienic and comfortable living atmosphere to the hostel students
c. To ensure safety and security of the hostel students

xiv.  MARKETING AND COMMUNICATION

The Marketing and Communication Committee has been assigned following subcommittees:
Section - A - Enrollment Analysis
Section - B - Media and Communication
Section - C - Student Publication (Newsline)

a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA CHAIR MEMBERS
Marketing and Enrollment Analysis DOMC Dean - SOIT, Dean - SOB
Communication HOAE, Registrar

Media and Communication MCD Staff, At least 2 faculty
members

b. RESPONSIBILITIES

To ensure achievement of objectives related to the subcommittees as given below:
Section - A - Enrollment Analysis

1. To formulate, implement and review marketing strategies as per strategic plan

2. To gather market intelligence; for evaluating, analyzing and identifying industry
requirements for employment opportunities locally & internationally

3. To develop plans for building brand image in local and international markets

4. To enroll students as per SUC admission policy & target allocation as stated in the strategic
plan

5. To maintain enrollment balance within majors and emphases

6. To ensure completion of documentation at the time of admission

7. To focus and develop market plans for schools and colleges locally for Full time and part
time BBA and BSIT programs

8. To focus and develop market plans for government, semi government and private sector
companies in UAE for Full time and part time BBA and BSIT programs

9. To focus and develop market plans for schools and colleges internationally for enrollment
in Full time and part time BBA and BSIT programs
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To submit a detail report of the marketing activities carried out throughout the academic
year and propose new marketing plan based on gaps identified

To explore schools and universities locally and internationally, online marketing and
appoint agents for Full time and part time BBA and BSIT programs

To explore government, semi government and private sectors companies in UAE for Full
time and part time BBA and BSIT programs

To develop plans for building brand image in local and international markets; preparing
media plans and maintaining relationship with media

To enhance online marketing efforts, website update and optimizing E-marketing sources
for brand building

To conduct workshops and participate in exhibitions, locally & internationally.

To assist Corporate Affairs Office and Events Coordinator for brand building activities

To analyze and report market information

Analyze the caller and visitor profile

Assess the satisfaction of the visitors on the services provided by SUC staff

To allocate fund for various MOU and non MOU scholarship every year

To assess the effectiveness of Various MOUs signed

Section - B - Media and Communication

1.
2.

3.
4.
5. To compile, design and publish copy of the Newsline Publication by students

To ensure SUC website is updated as per requirements of accreditation agencies

To enhance website, online marketing efforts and optimizing E-marketing sources for
brand building

To ensure media contents are published on time with accuracy

To promote University college content in various media channels.

xv. COMMUNITY ENGAGEMENT COMMITTEE (CORPORATE RELATIONS)

The Community Engagement Committee has been assigned following subcommittees :
Section A - Corporate relations
Section B - Alumni Relations
Section C - Articulation
Section D - Employment rate measurement
Section E - Employer Feedback
Section F: Executive Development Program (EDP)
Section G: Pocket MBA and Boot camp
Section H: - Outreach
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a. COMMITTEE STRUCTURE

IE COMMITTEE FUNCTIONAL AREA CHAIR MEMBERS
Community Corpemie Rkt DYPR HOCA, atleast Two faculty
Engagement members
Committee . . DSA, SSD Staff, HOCA,

Alumni Relations
(Corporate Faculty members,
Relations) DIRQAOA, HOCA, CAO

Assistant, Faculty members

srtdler alitan from school of Business and
School of IT
DIRQAOA, HOCA, CAO
Employment rate Assistant, Faculty members
measurement from school of Business and
School of IT

DIRQAOA, HOCA, CAO
Assistant, Faculty members

EmployerSurvey from school of Business and

School of IT
Executive Development HOCA, HOGE, Head-CCL,
Program Associate Dean, Discipline
Pocket MBA and Boot Camp Leaders, Faculty members
Outreach from school of Business and
School of IT

b. RESPONSIBILITIES
To ensure achievement of objectives related to the subcommittees as given below:

Section A - Corporate relations

1.

To identify and maintain relationship with organizations that can add value to SUC
and to build corporate relationship

To identify organizations for resource personnel for CEO lecture, guest lectures, field
visits, internships and placements opportunities

To invite corporate people for review of SUC Programs

To promote consultancy and joint research projects with the identified organizations
To identify and participate in conferences, events, organized by institutions,
corporate, organizations at all levels.

To identify organizations which are engaged in community related services so that
SUC can collaborate with them and create awareness among the students to pursue
community engagement services during their study period and continue throughout
their life.

To identify organizations which are leaders in their own domain, where students can
get employment and internship and carve a career for themselves.

To identify corporate and explore areas of cooperation by offering scholarship to their
employees who plan to go for higher education and dream a big career ahead; butare
restricted due to financial constraint

To identify the need of industry for assistance in trainings/ EDP/ professional
courses

10. To promote SUC brand at national, regional and international level
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Section B - Alumni Relations

1. To strengthen ties with Alumni.

Section C - Articulation

1.To identify Universities across the globe and explore areas of cooperation between the
two universities.
Section D - Employment rate measurement

1. To measure the employability of the current SUC graduates.
2. To analyze the market value by specialization and levels of the SUC’s graduates

Section E - Employer Feedback

1. To evaluate SUC graduates’ employability.
2. To find out the employer’s view about the role of SUC in preparing its graduates to
meet their needs

Section F: Executive Development Program (EDP)

1. To identify corporates seeking trainings in management in the region

2. Todevelop and conduct programs and course as per the requirement of the corporate
clients

3. To provide consultancy to the government, semi-government and private
organizations

Section - G: Pocket MBA and Boot camp

1. To conduct pocket MBA and Boot camp programs

Section - H - Outreach

1. To be member of professional bodies and have agreements with certification agencies.

2. To participate in academic extension and outreach services.

3. To develop an academic partnership with reputed national/international
organizations. (In coordination with Articulation committee)

4. To encourage faculty and students to participate in academic and outreach activities
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1D. By-Laws of the Governing Body
Policy name By-Laws of the Governing Body
Policy version Version 4

Standards applicable = MOE Standard 1: Governance and Management

Policy owner SucC

Date of recent 13 May 2022
modification

Verified by VICE CHANCELLOR

A. BOARD OF TRUSTEES

i. INTRODUCTION

The Board of Trustees is responsible for overseeing the institutional overall performance and
determining the Strategic goals, objectives & direction of the institution. The Board is
responsible for approving and periodically reviewing the Vision, Mission statements and
Strategic Plan. Herein all persons associated with the institution must faithfully subscribe to the
Vision and Mission. The board should insists that alternative strategies and plans be considered
and that considerations be given to regional and societal changes that impact the institution.
The Board of Trustees’ mandate is to govern the institution by establishing appropriate
governance structures, which enables SUC achieve the educational effectiveness, academic
excellence and appropriate financial stability of the institution.

ii. GOALS
a. To establish suitable governance, structures for the University
b. To ensure SUC achieves its vision, mission and financial stability
c. To appoint or remove board of governing members
d. To review and approve strategic plans of the institution
e. To review and approve budgets to facilitate institutional effectiveness and academic

excellence
f. To review the risk management plan and audited financial statements

ili.  ROLES, RESPONSIBILITIES AND AUTHORITY

The Board’s powers are to set out the roles and responsibilities statute, the Board is guided by

SUC'’s policies and procedures. The primary responsibilities of the Board are set out below:

a. Vision Mission Review and Approval
The Institutional Governance and Management Committee reviews and updates the Vision
mission Goals and Objectives of SUC if required. The revised Vision mission goals and
objectives are presented by the Vice Chancellor to Board of Trustees for their review and
approval. Upon approval by the BOT, Vision mission goals and objectives are disseminated
to all employees and updated in relevant publications and website

b. Approval of Institutional Policies:
Board is responsible for approval of SUC policies and procedures manual including all
institutional policies developed by the departments as and when required in order to help
the smooth functioning of the University and comply with all regulatory stakeholders
directions or guidelines. The board also approves policies that are aimed at promoting the
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sound development of the University and welfare of the employees. Board also approves
and monitors the fiscal, legal, and ethical integrity policies.

The board is also responsible for approving all the policies and procedures of the standing
committees

Organization Structure Review
The Board of Trustees shall review and approve any changes in the organizational structure
during an academic year.

Approval of By Laws:

The Board of Trustees shall review and approve the by-laws defined for governing the
Board of Trustees’ responsibilities. Any changes in Bylaws shall also be reviewed and
approved by the Board of Trustees.

Approval of Substantive Changes:

Any change in the programs offered, addition of new majors, change of name of the
institution, legal status, control of the institution, ownership or merger with any other
institution shall be approved by the Board of Trustees.

Academic Programs:

It is the responsibility of the board to approve the programs and ensure the educational
programs are consistent with quality standards and are in line with the SUC’s vision and
mission thereafter approves new programs or terminates existing programs.

Strategic Plan Approvals:

The Academic Affairs Council along with the Strategic Plan Committee formulates the
Strategic plans which is assessed and approved by the Board for dissemination to
concerned units for implementation. The Board reviews the progress and make sure
implementation of the Strategic Plan is effective as guided by the Vision, Mission, Goals and
Objectives including the launching of new processes and new programs of the institution as
per strategic plan. The Board shall also approve specific plans of SUC for Community
Engagement, Research and Scholarly Activity and Sustainability. The Board shall monitor
the progress in the achievement of the strategic plan.

Financial Information, Systems and Internal Controls:

The Board has responsibility to approve the appointment of the internal and external
auditors, approve the annual budgets and major capital expenditures including risk
management on the recommendation of the Vice Chancellor and Fiscal Resources, Financial
Management and Budgeting Committee. The board, on the advice of Vice Chancellor asserts
that, Fiscal Resources, Financial Management and Budgeting Committee is established and
is applying appropriate audit, accounting and financial reporting principles. It is also
responsible to verify that internal financial, business control and information systems are
in place and functioning satisfactorily, reviews and approves the annual audited financial
statements and ensure financial results are reported fairly and in accordance with generally
accepted auditing standards. The Board shall receive, and follow up on, the external
auditor’s report and accompanying management letter.
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Fund Raising Authority:

The Board authorizes Vice Chancellor to raise sustainable funding for the University by way
of budget approval, gifts, bequests, donations, endowments and the like and apply the same
in the interest of the University. The Board ensures regular and periodic financial support
as a means of sustainable funding for the University.

Risk Management:

BOT authorizes the Vice Chancellor to form a Risk Management Committee which shall be
responsible for establishing and approving processes, procedures and mechanisms by
which risks related to health and hygiene along with business risks are identified and
ensure that the strategies are developed to manage such risks. The board approves the Risk
Management Plan of the institution. The Board has responsibility to understand the key
risks in operations and ensure, through regular reviews and assessments that appropriate
systems are in place to identify and manage these risks, receive regular reports on the
management of material risks to SUC.

Board reviews risks based on the reports of Risk Management Committee. An annual risk
assessment review and ensures good management and sound fiscal practices.

Monitoring and Reporting:
The Board of Trustees has responsibility to:

1. Direct The Vice Chancellor to develop, implement and maintain a reporting system.

2. Follow systems that accurately measure SUCs performance against the performance
expectations set out in its strategic plan.

3. Review annually SUCs’ progress toward the objectives set out in the Institutional
Accountability Plan, reports submitted to external agencies, revise and alter its
direction, keeping in mind the changing environment.

4. Ensure publication and dissemination of annual report & Fact Book to various
stakeholders.

5. Reviews and evaluates the Institutional Effectiveness and Feedback reports to
ensure appropriate academic standards and quality of provision for students are
being maintained

Communications:

It is the responsibility of the Board to encourage communication between SUC and its
stakeholders and among the members of AAC, Committee, administration, faculty, staff and
students. Board members representing the university at meetings shall give oral reports
regarding their meetings at the next scheduled board meeting.

. Resource Maintenance:

AY 2021-22 SUC Policies & procedures manual

It is the responsibility of the board to approve unless otherwise delegated; the planning and
management of physical and academic resources and its maintenance such as major
facilities, contracts and campus plans. The board is obligated to protect the assets of SUC

Community Attitude:
It is the responsibility of the board to reflect community attitude regarding controversial
issues and subjects relating to SUC. It shall be the responsibility of the board as a group of
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individuals, to act as representatives of the SUC’s needs and to interpret those needs to the
public. As individuals they are expected to support the decisions of the board.

Public Relations:
It is the responsibility of the board to assist with the public relations for the development
of SUC in the field of higher education, research and employment.

Preservation of Institutional Autonomy:
The board must see that the greater public interest is served by the institution while
simultaneously protecting the institution from outside interference or internal instabilities.

Indemnification:
SUC shall hold each Trustee free from loss as a result of actions taken by the Board of
Trustees.

Awarding Degree:
The Board has the responsibility to Confer or authorize the conferral, or qualifications
including honorary degrees.

Last Resort of Addressing Grievance:
In case of any issue remains unresolved at the AAC level or the appellant is dissatisfied
with the decision awarded, then the appellant may approach BOT.

Assurance of Strong Financial Management (Budget):

It is the responsibility of the Board of Trustees to secure the financial resources necessary
to support the achievement of the institution’s goals at all times. Review and approve the
Annual Budgets, contracts, and campus plans and financial reports, which are timely
prepared and submitted by the Fiscal Resources, Financial Management and Budgeting
Committee. Employees of SUC are not authorized to commit for any Item of expense beyond
the budget without prior approval of the Vice Chancellor

Appointment of Vice Chancellor

The appointment of the Vice Chancellor is based upon scrutiny of the applicants applied for
the position by Search Committee and selecting an appropriate candidate for the position
who has a competency to pursue the vision and develop the institution as envisaged by the
vision mission statement. BOT reviews the recommendations of the Search Committee and
finalizes an appropriate candidate who can lead the institution and fulfill the vision mission
of the institution. The Vice Chancellor is appointed for a period of five years and depending
on the performance evaluation, the appointment may be renewed for another term.

An appointee to this position must hold a Doctorate in the discipline of his specialization or
have the minimum 10 years of administrative and professional experience of managing an
higher education institution or a university. The appointee must have minimum fifteen
years of full time teaching experience in a University or worked in SUC at the rank of
Professor Level for 5 years with a proven track records in academics & research work with
a minimum of 15 publications in Scopus out of which at least 4 must be in Q1 or Q2 in the
last 4 years. The appointee should demonstrate exceptional leadership and consensus
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building skills in development, implementation, maintenance & advancement of the
university.

Vice Chancellor is the Chair of AAC and is responsible for pursuing the vision and mission
of SUC and provide leadership to the institution as a whole and provide directions to AAC,
faculty members, staff, and students. Vice Chancellor is responsible for operations of SUC to
fulfill overall academic & academic support services and to provide conducive learning
environment. The Vice Chancellor along with the Deans of both Schools and Academic
Planning Committee shall also oversee and co-ordinate the academic affairs of the SUC, so
that stipulated academic and academic support services standards are maintained &
monitored as per the institutional goals, policies and procedures. The Vice Chancellor is
responsible for the overall management of SUC operations, ensuring integrity within the
guidelines of SUC. Vice Chancellor is also responsible for accreditation at the national and
international levels.

CONDUCT PERFORMANCE EVALUATION:

The Board is responsible for the evaluating the performance of the Vice Chancellor Chair on
the following parameters, which show a significant contribution towards the growth and
development of the University and progressing satisfactorily on the path of vision and
mission. The evaluation of the Vice Chancellor is done by the BOT as a body based on the
progress report presented upon which the members evaluate on a scale of 100 with
different weights on the given parameters.

w. EMPLOYEE AND STUDENT WELFARE:

The Board has the responsibility to ensure the welfare of employees and students and
provide facilities for their wellbeing.

GOVERNANCE OF SINGLE CAMPUS / MULTI CAMPUS

The board is responsible for governing its single-campus governance responsibilities that
is currently operating, whereas in case of multi-campuses are organized under the same
governance then the board will be responsible to govern the same

BY LAWS

Membership & Eligibility of Board of Trustees:

The affairs of SUC shall be managed by its Board of Trustees. Members shall include an
appropriate balance of individuals with the range of expertise including academic expertise
and professional expertise necessary to guide policies and strategic planning of the
institution. The Board of Trustees shall include representative’s well-known personalities
from the U.A.E business community, experts from the field of education with long standing
experience of minimum 15 years in teaching or administration of academic institutions /
Universities and representatives with significant contribution in Community engagement.

Appointment Of Board of Trustees:

The Board of Trustees shall be appointed if a vacancy occurs on the board for any reason,
including an increase in the number of Trustees, shall be filled by individuals nominated by
the Board nominations committee and approved by the Board of Trustees.. The credentials of
Board members with respect to their academic qualifications, professional experiences and
contact addresses shall be collected and maintained in the records. In case any member of the
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Board of Trustees appointed from outside UAE, SUC will provide the Visa, return Air ticket,
accommodation to attend the meeting physically for at least once in a year, while the other
meeting maybe attended virtually.

Term Of The Board Member: Appointments to the board shall be for a four year term but
may be renewed depending on their contribution.

Size and Constitution of Board: The board shall consists of maximum of one third Ex-Officio
members, who are the investors and at least two thirds duly appointed members as
mentioned in the “Appointment of Board of Trustees” above. Among the board members,
at least one member shall be an independent Trustee whose term will be for a period of three
years and upon expiry of the term shall be replaced with another independent Trustee who
can contribute through his expertise to the progress of the institution.

Appointment of the Chair of the Board:
The Chair of the Board shall be nominated by the majority of the members approval. The
Chair shall not be an owner, investor or shareholder and shall not have any financial interest
in the institution. The nomination is then approved by the Board members. The term of the
Chair of BOT is generally for a period of four years and may be extended further based on
their performance as a Chair of the Board.

Responsibilities of the Chair of Board of Trustees
i.  To preside over all meetings of the Board.
ii. To witness, with the convener, documents authorized by the Board.
iii. = To appoint the Vice Chancellor
iv.  To maintain regular liaison with Vice Chancellor.
v.  To approve the annual budget
vi.  To be the spokesperson and representative of the Board for any matter dealt with by
the Board.

vii.  To perform such other duties as determined by the Board.

Compensation of Trustees:

Trustees shall not be paid compensation or fees for their services as Trustees, except that SUC
may pay expenses of attendance at any meeting of the board or any commitment thereof.
Nothing contained in this paragraph shall impede any Trustee from serving SUC in any other
capacity and receiving compensation for such other service.

Resignation & Removal:

A member of the Board shall resign by a written notice to the chair of the board, which shall
be effective upon receipt by the chair or at a subsequent time as set forth in the notice. The
Board of Trustees can take a decision on removal of any Board member except the Ex-Officio
members at any time with or without cause, by giving a letter of discontinuation.

Quorum for Meeting:
Fifty percent of the Board members shall be present in the meeting in person or through

virtual platform provided by the University for conducting the meeting. In case it is less than
50%, then the meeting shall be rescheduled on an appropriate date.
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Each member is expected to attend at least one of the two meetings. In the event of
absenteeism, the Chairman of the Board will report the circumstances, and the Board will
consider whether there should be a replacement nomination. Board Members are prohibited
& are limited to financial dealing with the institution.

j. Proxy Consent:
Great value is placed upon participation of every board member in deliberations before the
board in person or virtual participation. Therefore, the use of proxies on behalf of absent
Trustees is expressly prohibited.

k. Time, Place of Meeting and Records:

The board meets twice in a year either in person at a pre-designated location within UAE or
through virtual meetings organized through an official channel by SUC. The Secretary shall
maintain the minutes of the meetings in accordance with board direction. The approved
records of the minutes of BOT meeting shall be maintained with the Office of Vice Chancellor
with due signatures / e-signatures of all the board members present in the meeting. The BOT
minutes shall include date and time of the proceedings taken place. These documents shall be
made available to all the regulatory authorities, legal bodies and to the board members as
and when required.

l. Other Mode of Meeting: Members of the board, or of any committee thereof, may participate
in a meeting of the board or committee by using a conference telephone or similar
communications equipment by means of which all persons participating in the meeting can
hear one another. Participation in such meetings shall constitute attendance at the meeting
and shall be considered as fulfilling the quorum requirement.

m. Special Meetings: Special meetings of the board may be called by the chair of the Board on
the written request of not fewer than fifty percent of the Trustees. At least two days written
notice or twenty-four hours personal notice by telephone or fax be provided to each Trustee.
The notice of meeting will specify the purpose of the special meeting.

n. Delivery Of Agenda: The Secretary shall mail or fax a copy of notice of meeting and the
Agenda to each member of the board no later than ten working days prior to the date of the
meeting..

o. Performance Of The Board: The board shall monitor the institutions assessment activity
and progress towards meeting institutional goals. Finally, the board will assume the
responsibility for assessing its own contribution to the institution and the performance of its
duties.

p- Amendments To By Laws: All by-laws may be amended after notice is given at any meeting
of the Board of Trustees. The proposed amendment may then be presented at the meeting
following such notice of motion and a two thirds majority of the Trustees present shall be
required to pass the amendment. Amendments so made shall be effective when approved by
the Board of Trustees.
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iv.  Code Of Conduct:

The Board of Trustees of SUC shall conduct its governance in accordance with the duties,
obligations, and powers imposed and granted to it by SUC and in accordance with all other
applicable laws of UAE. For the purpose of carrying out its duties and meeting the
responsibilities of governance, the Board of Trustees and each of its members is bound by and
shall adhere to this Code of Ethics, and shall maintain the standards of conduct derived there
from in the carrying out of the duties of the Board and of the Members of the Board, unless
otherwise required by law.
The effective governance of SUC is contingent on Board members fulfilling their roles and
responsibilities with the highest standards of conduct. The purpose of the Code of Conduct is
to foster a climate of honesty, truthfulness and integrity.
The essential objective of this policy is to uphold ethical standards in all of the Board’s
activities.

a. In exercising their powers and discharging their duties, Board of Trustees shall:

1.Establish, and update from time to time as required, a Code of Conduct for Board of
Trustees.

2.Act with honesty, truthfulness and integrity and all acts of decision making and
dealings are performed in good faith with a view to enhance the interests of SUC.

3.Exercise care, diligence and skill that a reasonably prudent person would exercise in
comparable circumstances.

4.Ensure that their personal interest and their duty to SUC are not brought into conflict.

5.Ensure that they do not obtain or receive, directly or indirectly, a personal profit, gain
or benefit as a result of their relationship with SUC.

6.All board members shall be prohibited from having any dealings that has financial
implications and directly accrue to the board members

b. The Board of Trustees are expected to consider and represent the interests of SUC and its
community as a whole in preference to any other interests which that Trustee may also
have or represent.

c. Board of Trustees must declare a conflict of interest with respect to their fiduciary
responsibility in accordance with Board by-laws and applicable laws, regulations and
directives.

d. Board of Trustees shall be familiar with the by-laws and policies of the Board so that any
decision of the Board may be made in an efficient, knowledgeable and expeditious fashion.
Board of Trustees will be properly prepared for Board deliberations.

f. Board of Trustees shall take partin development activities that will assist them in carrying
out their responsibilities.

g. Board of Trustees shall not be involved in management decisions or the day-to-day
operation of the institution

h. Member of Board of Trustees may not attempt to exercise individual authority over SUC
except as explicitly set forth in Board policies. Trustees’ interaction with the Vice
Chancellor or with staff must recognize the lack of authority in an individual Board of
Trustee or group of Board of Trustees, except as set forth in Board policies.
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i. Member of Board of Trustees will make no judgment of the Vice Chancellor or staff
performance except when assessing the Vice Chancellor’s performance in accordance with
explicit Board policies.

j- Member of Board of Trustees shall not disclose to others, or use to further his or her
personal interests, confidential information acquired in the course of performing Board or
Committee functions. “Confidential” will be defined as either any information marked
"Confidential" or matters of a personal nature concerning an individual; confidential
personnel matters.

k. Member of Board of Trustees interaction with the public, press or other entities must
support decisions taken by the Board as a whole. If a Trustee does not support the decision
of the Board, he/she is expected, at a minimum, to remain neutral publicly.

l. Member of Board of Trustees shall ensure that unethical activities not covered or
specifically prohibited by this code or any other legislation are neither encouraged nor
condoned.

ii. Reviews
The Board of Trustees monitors the progress of the institution on a regular basis by reviewing
the academic reports, financial reports, strategic plan progression & compliance to the policy
framework.. The Chair of BOT communicates the decisions / approvals taken by the Board to
VC bi-annually for necessary actions.

iii. =~ EVALUATION OF BOARD OF TRUSTEES

a. Introduction
The Board of Trustees is responsible for overseeing the overall institutional performance
and determining the Strategic goals, objectives & direction of the institution. The chair of
Board of Trustees evaluates each member of the Board for their contribution to the
growth and development of the institution

b. Purpose
The purpose is to measure the contribution of each member towards achieving the Vision
and Mission of the Institution.

c. Evaluation Process
1. Self-Evaluation
Self-evaluation is carried out using a structured questionnaire and data is compiled
by the IRQAOA department and summary of the results are submitted to chair of
the board. The self-evaluation form is attached as Annexure A

2. Evaluation by the chair of the board
The Chair of the Board shall evaluate the Members of the board based on the
following parameters:

Regularity in attending the meetings

Significant suggestion and contributions for development of the institution
Contribution in improving function of the board

Active participation in developing linkages with industry, academia and

a0 op

community
e. Assisting in raising funds for any development activities
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d. FREQUENCY OF EVALUATION
The Evaluation of the board member is undertaken on an annual basis.

e. OUTCOME OF THE EVALUATION OF THE BOARD

This process of evaluation helps in identifying the gaps and overcoming the weak areas. It
also helps in improving the performance of the board and the institution. The suggestion
and recommendation of the board are forwarded to Vice Chancellor of the institution for
implementation. The members with active participation in the functions of the board
offering constructive suggestions during their tenure will be encouraged to stay with the
board while those showing less interest in the functioning of the board shall not be
recommended for renewal of board membership.

1. e. Board Appointments, Term of Office and Replacement
Policy name Board Appointments, Term of Office and Replacement
Policy version Version 4

Standards applicable = MOE Standard 1: Governance and Management

Policy owner SucC

Date of recent 13 May 2022
modification

Verified by VICE CHANCELLOR

A. Membership & Eligibility of Board of Trustees:

The affairs of SUC shall be managed by its Board of Trustees. Members shall include an
appropriate balance of individuals with the range of expertise including academic expertise and
professional expertise necessary to guide policies and strategic planning of the institution. The
Board of Trustees shall include representative’s well-known personalities from the U.A.E
business community, experts from the field of education with long standing experience of
minimum 15 years in teaching or administration of academic institutions / Universities and
representatives with significant contribution in Community engagement.

B. Appointment Of Board of Trustees:

The Board of Trustees shall be appointed if a vacancy occurs on the board for any reason,
including an increase in the number of Trustees, shall be filled by individuals nominated by the
Board nominations committee and approved by the Board of Trustees.. The credentials of Board
members with respect to their academic qualifications, professional experiences and contact
addresses shall be collected and maintained in the records. In case any member of the Board of
Trustees appointed from outside UAE, SUC will provide the Visa, return Air ticket,
accommodation to attend the meeting physically for at least once in a year, while the other
meeting maybe attended virtually.

C. Term Of The Board Member: Appointments to the board shall be for a four year term but may
be renewed depending on their contribution.

D. Size and Constitution of Board: The board shall consists of maximum of one third Ex-Officio
members, who are the investors and at least two thirds duly appointed members as mentioned
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in the “Appointment of Board of Trustees” above. Among the board members, at least one
member shall be an independent Trustee whose term will be for a period of three years and upon
expiry of the term shall be replaced with another independent Trustee who can contribute

through his expertise to the progress of the institution.

E. Appointment of the Chair of the Board:

The Chair of the Board shall be nominated by the majority of the members approval. The Chair
shall not be an owner, investor or shareholder and shall not have any financial interest in the
institution. The nomination is then approved by the Board members. The term of the Chair of BOT
is generally for a period of four years and may be extended further based on their performance

as a Chair of the Board.

F. Responsibilities of the Chair of Board of Trustees
i.  To preside over all meetings of the Board.

ii. To witness, with the convener, documents authorized by the Board.

iii. ~ To appoint the Vice Chancellor
iv.  To maintain regular liaison with Vice Chancellor.
v.  To approve the annual budget

vi.  To be the spokesperson and representative of the Board for any matter dealt with by the

Board.
vii.  To perform such other duties as determined by the Board.

G. Compensation of Trustees:

Trustees shall not be paid compensation or fees for their services as Trustees, except that SUC
may pay expenses of attendance at any meeting of the board or any commitment thereof. Nothing
contained in this paragraph shall impede any Trustee from serving SUC in any other capacity and

receiving compensation for such other service.

H. Resignation & Removal:

A member of the Board shall resign by a written notice to the chair of the board, which shall be
effective upon receipt by the chair or at a subsequent time as set forth in the notice. The Board of
Trustees can take a decision on removal of any Board member except the Ex-Officio members at

any time with or without cause, by giving a letter of discontinuation.

1.f. Policy Development, Review, Control and Dissemination

Policy number IRQA_POLICY_12

Policy name Policies Development, Review, Control and
Dissemination policy

Policy version Version 3

Standards applicable MOE Standard 1: Governance and Management

Policy owner IRQAOA Department

Date of recent 20 December 2021

modification

Verified by DIRQAOA
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A. INTRODUCTION
The SUC policies are developed and reviewed in coordination with the IRQAOA department by
ensuring the polices comply to the latest MOE standards as well as the International Accreditation
requirements. This policy development, review and dissemination will normally follow a
systematic approach through a continuous improvement cycle. The various stages of the policy
development and review process have been detailed below.
B. DEVELOPING A NEW POLICY
A new policy shall be generally developed whenever there is a need for standardizing practices
related to specific institutional operations or there is a need for fulfilling the local or international
accreditation requirements. The process which needs to be followed for developing a new policy
has been detailed below:
1. Deans and Heads of Department should contact IRQAOA office to seek information on the
standards requirements for developing a policy
2. Respective Deans and Heads of department after seeking information from IRQAOA
department and reviewing the best practices adopted by similar units of reputed academic
institutions., shall develop policies in coordination with AAC members based on the
requirements
3. The initial draft of the policy is submitted to IRQAOA department for review
4. IRQAOA department reviews the policy and if required suggests changes
5. The updated draft is submitted again for IRQAOA department review
6. IRQAOA department reviews and approves the updated draft
7. The policy is then submitted to Vice Chancellor for review
8. Vice chancellor reviews, suggests changes if any in the policy for amendments
9. Upon VC’s recommendations, the Deans and Heads of department shall present the updated
policy in AAC meeting for their review and feedback
10. Any changes suggested during the AAC review meeting shall be incorporated by the
concerned Head of department
11. The updated policy is then endorsed by VC
12. The Vice Chancellor presents the new policies to Board of Trustees during the scheduled BOT
meeting to seek their feedback and approval.
13. The approved policies are then disseminated and updated in relevant publications
14. The Quality Audit Committee —Academic Support Services audits the implementation of the
policies and identifies the gaps and gives a feedback to concerned units and VC
C. AMMENDMENT IN EXISTING POLICY
All policies are reviewed annually for identifying any gaps which may come from the inputs
received from various stakeholders or structural changes in the institution or legislative changes.
The annual review of policies is coordinated and conducted by IRQAOA Department as part of
annual planning.
Sometimes, intermediate amendment in policies may be required to make the policy relevant to
current practices adopted by the institution, to integrate any structural changes of the units and to
update the policy based on any changes in the MOE and international accreditation requirements.
Policy may also be amended if there are major operational constraints in the implementation of the
AY 2021-22 SUC Policies & procedures manual Page
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policies which needs immediate attention. However, it needs to be ensured such amendment do not
have any legal or serious implications in the compliance of standards required to be followed by
the institution.

The process which needs to be followed for amending an existing policy has been detailed below:

1.

o o N

11.
12.

13.
14.

Deans and Heads of Department should contact IRQAOA Department to seek information
on existing policy and standards requirements for updating a policy

Respective Deans and Heads of department after seeking information from IRQAOA
department and reviewing the best practices adopted by similar units of reputed academic
institutions., shall update the Policies in coordination with AAC members based on
operational changes, structural changes and changes in MOE & international accreditation
standards

The revised policy is submitted to IRQAOA department for review

IRQAOA department reviews the policy revisions and provides his input for further changes
if required

The Deans and Heads of department shall update the policy based on IRQAOA review and
submit again

IRQAOA department reviews and approves the revised policy

The policy is then submitted to Vice Chancellor for review

Vice chancellor reviews, suggests changes if any in the policy for amendments

The Head of department presents the revised policy in AAC meeting for their review and
feedback

. Any changes suggested during the AAC review meeting shall be incorporated by the

concerned Head of department

The revised policy is then endorsed by VC

The Vice Chancellor presents the revised policies to Board of Trustees during the scheduled
BOT meeting to seek their feedback and approval.

The approved policies are then disseminated and updated in in relevant publications

The Quality Audit Committee —-Academic Support Services audits the implementation of the
policies and identifies the gaps and gives a feedback to concerned units and VC

D. POLICY CONTROL

All schools and departments should coordinate with the IRQAOA department for new policy
development or for amendment in existing policy. A log of all SUC policies is maintained with
IRQAOA department which includes details such as policy names, policy numbers, policy version,
policy owner, national and international standards if any applicable to this policy and date of recent
modification. In order to enables the institution in proper monitoring of all institutional policies.
All schools and departments must update the Policy Information Table given in the subsequent
section and include the updated table at the beginning of each policy as it.

E. POLICY INFORMATION TABLE FORMAT
The policy information should be updated in below format and included at the beginning of all
SUC policies.

Policy name

Policy version

AY 2021
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Nt

Standards applicable

(MOE / AACSB / ABET /
Any other)

Policy owner

Date of recent
modification

Verified by

F. POLICY NUMBER FORMAT
Example of policy number: IRQA_POLICY_01

The first four letters in the policy number format is the abbreviation used for department which
owns the specific policy. It should be followed by the word ‘POLICY’. The last two characters
indicate the number assigned to specific policy of the department.

G. DISSEMINATION

All new and amended policies are disseminated to concerned units after approval by VC for
including in their respective policy manual and ensuring its proper implementation.

H. POLICY COMPLIANCE AUDIT
The Deans and Heads of department need to document all evidences related to policy
implementation. The Quality Audit Committee shall audit the implementation of policies by each
department after the closing of every semester by verifying the documents maintained as
evidences.

1.g. Institutional Planning, and specific plans for Community Engagement, Research and Scholarly
Activity and Sustainability

A. INSTITUTIONAL PLANNING

Policy number IRQA_POLICY_23 ‘

Policy name Institutional Planning

Policy version Version 3

Standards applicable MOE Standard 1: Governance and
Management

Policy owner IRQAOA

Date of recent 20 December 2021

modification

Verified by DIRQAOA

i. Introduction
The planning activities are aimed at achieving the Vision and Mission of the institution
through a well-directed course of action plans drawn from the long term plans. The plans
not only provide long term strategic directions but also help Skyline University College
(SUC) in foreseeing the opportunities to expand the range of services that it can extend to
the stakeholders. In the process SUC develops its capabilities to benefit from the available
opportunities, manage risks and sustain in the long run to serve the community.

AY 2021-22 SUC Policies & procedures manual
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ii. Planning Premise
Board of Trustees (BOT) provides the Strategic direction to help SUC cruise through the
plan period successfully. Vice Chancellor and DIRQAOA reviews the previous Strategic Plan
and provides thrust areas for preparing the new Strategic Plan. The Committee also receives
inputs from various external and internal stakeholders such as industry practitioners,
employers, parents and alumni, faculty, staff and students.

iii. = Formation of Strategic Planning Committee

Based on the inputs received from the BOT authorizes the Vice Chancellor to initiate the
process of preparing the plans. Vice Chancellor in turn delegates the authority to DIRQAOA
to carry out Strategic Planning activities. The Strategic planning committee is headed by
Vice Chancellor and includes DIRQAOA and other members co-opted by the Vice Chancellor
for the specific purpose. The various Heads of Department (HOD) are responsible for
preparing departmental annual plans under the guidance of Quality Assurance (IR and QA)
Department.

iv.  Strategic Planning Process
a. BOT Provides Strategic Directions
b. VC adds inputs from review of previous Strategic Plan and market conditions
c. Strategic Planning Committee receives inputs from VC and departments for planning
d

Strategic Planning Committee prepares plans based on SWOT analysis of the external
environment and internal resources

e. Draft Strategic Plan is forwarded to VC and respective department HODs for review and

discussion
Plans Preparati Preparati Revisit/Revi = Timeline Responsi Persons  Approva
on of on ew S ble to responsi 1
Plans frequency frequency implemen ble to Authorit
t amend y
Strategic Strategic = Once in 5 Yearly June Vice Strategic BOT
Plan Plan years Chancellor = Plan
Committe Committ
e ee
Annual Heads of Yearly Semester April to Heads of AAC Vice
Departmen Departme wise June Departme Chancell
tal plan nt nt or
Semester Heads of Semester Monthly Decembe Heads of AAC Vice
Plan Departme r, April, Departme Chancell
nt July nt or
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B. SPECIFIC PLANS FOR COMMUNITY ENGAGEMENT, RESEARCH AND SCHOLARLY
ACTIVITY AND SUSTAINABILITY

Policy name Specific plans for Community Engagement, Research
and Scholarly Activity and Sustainability

Policy version Version 2

Standards applicable = MOE Standard 1: Governance and Management

Policy owner SucC

Date of recent 20 May 2020
modification

Verified by VICE CHANCELLOR

i. COMMUNNITY ENGAGEMENT INITIATIVES PLANNED FOR AY 2021-22
SUC is also envisions to serve the community to various activities that encourages faculty
and students to be active participants in serving the community. To inculcate the habit of
engaging in lifelong community services, SUC provides the opportunity to stakeholders
through the activities of services committee. The Strategic component for AY 2021-22 is
given below:

Theme UN sustainable growth for
UAE (Awareness on Combat
HIV/AIDS, malaria and other

diseases)

New Awareness about

Initiatives environment
protection(green
technology)

Branding MOU with one government

and three corporate

ii. RESEARCH COMMITTEE INITIATIVES PLANNED FOR AY 2021-22
SUC encourages its faculty members to engage in quality research activities so as to enable
the faculty members to incorporate research based teaching methodologies and inculcate
research orientation among the students. The strategy is aimed at meeting the SUC
benchmark and also to attain international benchmarks. The Strategic Component School
of Business and School of IT for AY 2021-22 is given below:

Component Planned activities for AY 21-22
Research Publications ABDC A Category (SCOPUS Q1): 15%

ABDC B category (SCOPUS Q2): 25% of faculty
member

ABDC C category(SCOPUS Q3/Q4): 60% of
faculty member

AY 2021-22 SUC Policies & procedures manual Page
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Refereed Conferences

Case Studies

International Case
workshop

Other scholarly activity

30% of faculty will attend and present papers in
renowned conferences in their respective
specialization

35% of faculty members will publish case study

One case study book in a specific area based on
regional cases

1 case workshop internationally resourced for
100% of SUC faculty and minimum 40 paid
participants from academia

Member in Editorial Board, Reviewer in Journal,
Book Chapter

Editorial Board 20% of faculty
Membership

Dissertation Guidance 35% of faculty
Experience

External research AED 500,000
income

Post Graduate Student 1

Publishes in Scopus

Component Planned activities for AY 21-22
Patents /Inventions 1
Industry projects 2
Research and Article 2 per faculty
Industry Workshops 4

SUSTAINABILITY INITIATIVES

SUC incorporates sustainable practices at the program level, University College
operations, Community engagement and faculty members research

iii.

a. Program level - MBA Concentration in Sustainable Development
SUC conducts MBA concentration in Sustainable development which enables students
to understand the elements of sustainable development and equips the students to
develop and evaluate strategies for managing natural resources and sustainable
economic development.

b. Research in the areas of Sustainable development
SUC encourages faculty members to carry out research in the areas of Sustainable
development and contribute to the body of knowledge in the field of Sustainability.

c. Community awareness program on sustainability
SUC organizes the event of World Water day annually in cooperation with government

and non- government agencies to create awareness about conservation of water
resources during the United Nation’s World Water Day.

SUC Policies & procedures manual
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d. Sustainability in University college operations

SUC creates awareness among the users about the optimum use of resources such as
water and electricity consumption by sending awareness emails at regular intervals. It
also uses environmental friendly and low water consumption sprinklers to reduce
wastage of water resources. All employees are encouraged to turn off lights and
switching off all equipment, tools and electrical appliances, including the computers and
printers, before leaving the premises after their work.

1. h. Risk Management

Policy number INST_POLICY_04

Policy name Risk Management Policy

Policy version Version 2

Standards applicable = MOE Standard 1: Governance and Management

Policy owner RISK MANAGEMENT COMMITTEE
Date of recent 18 May 2020

modification

Verified by DIRQAOA

A. INTRODUCTION

As an educational institution SUC has a regular flow of various stakeholders which includes
employees, students, visitors, service providers, parents and other guests at regular intervals. The
risk associated with the infrastructure, facilities, processes, services provided and reputation of the
institution are numerous and they arise from internal and external sources. All the risks have the
potential to disrupt achievement of the University’s strategic and operational objectives, impact the
employees, students, visitors, resources and the infrastructure of the university. To minimize such
risks SUC aims to manage risks on a continuous basis by identifying, analyzing, evaluating and
responding to risks through informed decision process. The process is detailed in the policy below.

B. RISK DEFINED IN SUC

Risk is defined as any event that has a potential to disrupt the normal operations, processes, cause
damage to property, assets, fixtures and furnishings, equipment that does not allow SUC to carry
out its functioning to attain its goals and objectives over a period of time. It also includes the
shortfall in enrollments and employees, financial and resource inadequacies that hampers the
accomplishment of its mission and vision.

The risks arising from natural and physical environment can only be mitigated by creating
awareness and providing necessary warning systems. Risks also arise from uncertainties in the
socio - politico - economic environment impact businesses and will have an influence on the
education sector too. In order to mitigate the risks from environment, socio-political conditions and
from competitors; continuous process of evaluation of the hazards arising out of environment,
equipment, furnishing and facilities, policies, processes and macro environment; it is essential to
be prepared to face any eventuality and find alternative strategies to fulfill the university mission
in a long run. Itis required that all departments compile a risk report based on issues that needs
to be addressed for effective risk mitigation within their purview so that a detailed risk report is

AY 2021-22 SUC Policies & procedures manual
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regularly submitted for review and necessary improvements based on the recommendations by the
review committee.

RISK STATEMENT

SUC believes that risk management is fundamental to a progressive management practice and is a
means to ensure good governance and smooth operations at all levels keeping the risks under
control. This enables the University to achieve its strategic objectives. Risk management policy is
useful in identifying the risks, its likelihood and impact and based on the evaluated risk, necessary
preventive and corrective measures are initiated.

PURPOSE

Risk management policy of SUC is a formal commitment to manage risks. The aim of the policy is to
minimize a risk to the people, process, premises, infrastructure and risks from the environment. In
this direction efforts to minimize risks and safeguard the interests of stakeholder’s is kept in mind.

To meet the institutional requirement for its sustainable growth and development, and compliance
of CAA and EHS Directorate and avoid duplication of work, SUC identify all risks, evaluates its
likelihood and impact, and develop necessary preventive and corrective measures, in two policies.
1. HSE Policy (Stipulation 7 of CAA and EHS Directorate Framework)

2. Risk Management Policy (Section 1.6 of Stipulation 1 of CAA)

HSE Policy

HSE policy of SUC, aims to best manage the anticipated risks, reduce and control risks in order to
safeguard employees, students and other stakeholders (i.e. visitors, contractors and service
providers) and to protect the environment and its sustainability during regular operations and
emergency situations. The policy includes the mechanism of implementation, monitoring,
assessment and auditing, the occurrence of emergency, disaster and crisis management, accidents
reporting and investigation, periodical management review for its continual improvement.

The HSE policy also covers all aspects related to the safety and maintenance of institution’s physical
infrastructure such as buildings, grounds, parking areas, residence and prayer halls class rooms,
auditoriums, common areas, and other physical resources. This policy also deals with technology
infrastructure and maintenance and upgradation of technological equipment, data security. It also
facilitates initiatives towards the ease of life for people of determination, identifies special needs of
male and female students, employees and visitors, maintains hygiene in catering facilities, wash
areas etc. Responsibilities are delegated to the HSE team towards the implementation of this policy.

Risk Management Policy

The risk management policy of SUC has a detailed risk management plan for
i.  failure of information technology infrastructure,

ii.  loss of key personnel,

iii. financial risks arising from insufficient enrolment,

iv.  loss of access to learning resources, and to ensure that risk management plan is approved and
monitored by the governing body on a regular basis.
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G. GOALS, OBJECTIVES AND KPIs

copyright©suc

GOALS OBJECTIVES KPIS BENCHMARK | RESPONSIBILITY
To review | To identify risk | Submission of | before start of | Chair of Risk
and update | factors reviewed and | every Management
the risk | impacting the | updated Risk | academic Committee and
management | functioning of | assessment for | year HODS
plan the institution | IT

and update the | infrastructure,
control Financial and
measures. Learning
resources
To evaluate | Submission of | End of every | Chair of Risk
effectiveness of | evaluation  of | semester Management
control risk mitigating Committee and
measures in | control HODS
mitigating these | measures
risk
To record all | To maintain a | Recording  of | Immediately | HODS
risk risk  incident | risk incidents in | upon
incidents for | register for | a Risk Incident | occurrence of
proper failure of | register the incident
monitoring information
technology
infrastructure,
less enrollment
and loss of
learning
resources.
To assess the | To review all | Review of | End of every | Chair of Risk
need for | risk assessment | resources semester Management
additional for resource | required in the Committee and
resources requirement risk assessment HODS
required for
controlling
risk
To facilitate | To present risk | Submission of | End of every | Chair of Risk
management | analysis report | risk  analysis | semester Management
for Risk | to Management | reports Committee
management | for decision
reports for | making
appropriate
decision
making
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To assessthe | To develop a | Submission of | End of every | Chair of HSE
Health, HSE risk | HSE risk | semester Committee
Safety and | management analysis reports

Environment | plan
related risks
to safeguard
the

stakeholders

H. KEY TERMS DEFINITION

1.

il.

jil.

iv.

Hazard/ Aspect: Anything with the potential to cause harm, loss or damage to human, the
environment or SUC property and assets which hampers the functioning of the institution

Risk/ Impact: [s the potential harm that causes loss or damage to the assets and stakeholders
and may lead to inability of SUC to achieve its mission and objectives.

Risk/ Impact Assessment: It is a process of measuring the likelihood and the extent of damage
to determine the severity of harm. (loss or damage X Likelihood of its occurrence)

Control Measures: Necessary means to mitigate and reduce the impact of risks on the human
health and safety and the environment for sustainability. The measures, precautions and
procedures undertaken and implemented in order to control and handle all potential risks/
impacts is the policy frame for controlling risks. The purpose of the control measures are to
identify and evaluate to reduce, eliminate or mitigate risks associated with preserving human
health and safety.

I. RISK MANAGEMENT COMMITTEE

1.

ii.

iii.

AY 2021-22 SUC Policies & procedures manual

FORMATION

A risk Management Committee is formed for continuous assessment of risks and its timely
control. The Risk Management committee is chaired by the Head - Institutional Research,
Quality Assurance, Outreach & Accreditation and comprises of one faculty and two staff
members. The committee reports to the Vice Chancellor and consults with the Vice Chancellor
direction and advice. Vacancies arising due to separation of employees for any position will be
filled up at that position appropriately .

OBJECTIVES OF THE RISK MANAGEMENT COMMITTEE
a. To ensure that all potential risks related to failure of information technology
infrastructure, loss of key personnel, financial risks arising from insufficient enrolment,
loss of access to learning resources are identified, assessed and addressed timely.
b. To assign responsibility to concerned departments to record incidents and take proactive
approach in reporting and managing all risks within their areas of control.

ROLES AND RESPONSIBILITIES OF CHAIR AND MEMBERS
a. Chair of Risk Management Committee:
1. Toensure adherence to risk management policy by the concerned departments in SUC
2. Toidentify the external and internal risk factors that may impact the organization and
report to the VC
3. To ensure sufficient resources are allocated to create risk mitigating culture in the
institution
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4. To review the risk management reports periodically and suggest actions in order to
respond effectively to mitigate the risks.

5. To submit reports periodically to the Vice Chancellor regarding status of Risk
Management

6. To present Risk analysis reports to the VC

7. To review the policies and recommend changes, as and when required.

MEMBERS OF RISK MANAGEMENT COMMITTEE

1. To orient the HOD/ nominated employee of the department on maintaining a risk
incident register in their respective departments

2. Ensure taking precautions and communicating to all concerned in handling the
equipment, furniture and fixtures

3. Ensure recording and reporting incidents on a regular basis

4. Ensure implementation of risk mitigating actions as recommended

J. RISK MANAGEMENT PROCESS

i.

ii.
jii.
iv.

vi.

vii.
viii.

ix.

Xi.
Xii.
xiii.
Xiv.
XV.

XVvi.
Xvii.
XVviil.
XiX.

Forming the risk criteria

Identifying and recording the risks by concerned department

Risk analysis and evaluation of the risk event, its likelihood and impact

Reporting the events likely to cause risks to the Risk Management committee on a regular
basis through Risk reporting format available at each department

Regular audits of risk register (Risk reporting format) is to be carried out by the
committee

The committee is empowered to respond to the reported risks on regular basis and
ensure action is taken timely

The status of the resolved risks is recorded and sent back to the respective departments
The risk reports to be included in the annual reports and presented to the BOT for further
action

Suggest improvements in risk management process

Update Risk Management manual

Update Risk Management calendar

Update Risk register formats

Orientation to departments on registering Risks and its control measures

Receiving monthly risk incident updates from departments

Review of incidents reported by department for appropriateness before recording them
in Risk register

Audit of physical risk register

Presenting risk analysis to Risk Management Committee for important decisions
Dissemination of committee’s decision to concerned department

Implementation of decisions by concerned departments

K. RISK ASSESSMENT AND MITIGATION

As each department in SUC undertake an assessment of potential risks associated with each
operational activity, manpower, infrastructure, etc. to evaluate the severity of the risk based on its
impact on the organization as per Annexure A - K of HSE policy, which includes potential risk
identified for the Academic Year. These potential risks are reviewed by the department before start
of every academic year and updated based on the operational / structural / policy changes of the

AY 2021-22

SUC Policies & procedures manual

Page
copyright©suc



ESTABLISHED 1990

concerned department. These risk assessments also include the required measures for mitigating
the risk and required resources including budget, manpower, approval from concerned authority,
etc. for implementation of the risk mitigating measures.

Information Technology, Maintenance, Finance and HR department shall include requirements of
risk management policy for failure of information technology infrastructure, loss of access to
learning resources, financial risks arising from insufficient enrolment and loss of key personnel in
assessing and mitigation. These departments, in addition to risk associated with HSE, will monitor
and evaluate the impact of these risk post implementation of risk mitigating measures to assess the
effectiveness of these measures in reducing the impact of risk and enabling the organization to
manage its risk efficiently. The evaluation of control measures for risk mitigation shall be done by
these departments every semester and submitted in the Risk Assessment format given in below
Table 1 to the Risk Management Committee Chair. The Risk Management Committee Chair shall
review individual assessment forms and submit a consolidated analysis of the evaluation of control
measures to Vice Chancellor. Vice Chancellor shall recommend corrective actions in case the risk
mitigating measures implemented by the department could not reduce the impact of risk
significantly. The corrective actions are disseminated to the concerned department who shall revise
the measures of risk mitigation and continue to monitor and evaluate the impact of risk post
implementation of revised measures.

Table 1: Evaluation of Risk Mitigating control measures

Before Implementation of Control | Post
implementation of | measures implementation of
control measures control measures
Ope | Ri | Brie | Pro | Impac | Eval | Proc | Res | Ti | Resp | Status | Pro | Impac | Eval
rati |s |f babi | t uati | edur | our | m | onsib | of babi | t uati
ons |k | desc |lity | (Cons | on es, ces | e |ility |imple |lity | (Cons | on
s | ripti equen | of mea | req | fr menta equen | of
on ces) Initi | nsof | uir | a tion ces) Fin
al cont (ed | m al
Ris | rol e Ris
k and k
addi
tion
al
tool
s

L. RISKAND THREAT SEVERITY MATRIX OF SUC

AY 2021-22 SUC Policies & procedures manual

Based on the severity of consequences, the risks and threats at SUC are classified in to five
categories from insignificant to catastrophic as shown in Table 2.
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Table 2: Risk and Threat Severity Matrix of SUC
Likelihood Severity (Consequences)
(Probability) Insig;lligicant Low(2) Mor(i;;‘ate High (4) | Catastrophic (5)
zlle)ry Unlikely 1 2 3 4 5
Unlikely (2) 2 4 6 8 10
Probable (3) 3 9
High (4) 4 8 12
Frequent (5) 5 10

M. RISK EVALUATION

The seriousness of the risk can be evaluated by computing the product of Likelihood and severity
as shown in the above table 2.3.

N. CLASSISFICATION OF RISKS

Based on evaluation of risks, all risks and threats are assessed and classified at SUC into four types
as shown in Table 3.

Table 3: Risk and Threat Rating Criteria

Risk Rating Risk Category
1-3 Low
4-6 Moderate
7-15 High

0. RECORDING OF RISK INCIDENTS

As each department in SUC maintains a Risk Incident Register for HSE policy, Information
Technology, Maintenance, Finance and HR department shall maintain a Register for loss of
revenue/ personnel or failure of IT /learning resources. Recording of these incidents of risk register
should be done based on format given in Table 4.

AY 2021-22 SUC Policies & procedures manual
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TABLE 4: RISK INCIDENT REGISTER FORMAT FOR RISK MANAGEMENT

<DEPARTMENT NAME>

ESTABLISHED 1990

REGISTRATION OF HEALTH AND SAFETY RELATED RISK INCIDENTS - <MONTH>

Time
scale
Semester

Date

Time

Place

Risk
Incident
(Loss/
Failure)

Control
Actions

Impact

Measures
required
for

preventing
recurrence

of risk

Resources
required

P.

incident

INSTITUTIONAL RISK MANAGEMENT PLAN

Risk management plan is aimed at taking a pro-active approach to avoid / minimize any form of
risks associated with failure of IT, loss of revenue, personnel and learning resources to the
institution. It enables to ensure efficient and effective functioning of the institution. The Risk
management plan enables the management to take appropriate decisions before any major incident
affects its operations.

Based on the category of the risk incident, appropriate and timely measures are taken by concerned
department heads for controlling the risks effectively and efficiently. The actions taken for various

risk categories have been detailed below as per the Table 5.

Table 5: Risk Management timeframe for actions

Risk Rating Reql.ured Effect on operations ReSp.onSlbll Timefram
Actions ity e

Will be Concerned Within a
tolerated by Department | semester
the head /
EE%anlrzjrgggial Operations, activities or tasks Eﬁ;ril;nlttee

Low (1-3) can be carried out by the
measures are
undertaken current procedures.
through
orientations
and training.
Remedial Operations, activities or tasks | AAC Within a
measures are | can be maintained along with | member/ month

Moderate taken within | recommending the provision | Dean of both

(4-6) the beginning | and implementation of other | schools/
of next | additional measures or | Vice
semester procedures Chancellor
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High (7-15)

Catastrophi

¢ (16-25)

Remedial
measures are
taken
immediately

Operations, activities or tasks
can be maintained; however,
they necessitate providing
obligatory additional measures
and procedures to control and
handle within a specific period
of time, while they are
continuously monitored until
additional measures and
procedures are met, complete
and re-evaluated. Operations,
activities or tasks shall
immediately cease function,
if obligatory additional
measures and procedures
are not provided or achieved
within the specified time
agreed to.

AAC/ Dean
of both
schools/
Vice
Chancellor

Within a
week

Remedial
measures are
taken
immediately.
Immediate
management
decisions

Operations, activities and
tasks shall not be initiated in
the current situation. It must
cease immediately until they
are reconsidered as well as
taking necessary control
measures and procedures
and carrying on re-
evaluation for impacts and
risks

Vice
Chancellor

Within a
day

Q. RISKDETERMINATION, IMPLEMENTATION AND CONTROL MEASURES

All the departments will have to take measures in implementation of the control measures with an
aim of eliminating the risk, minimize the risk or avoid the risk in future. All these risk management
can be in short run and long run. Short run measure are to immediately control high risk situation
and long term measures are proactive to avoid such risks in future so that gradually their impact is
reduced to nearly zero or eliminate if possible. This can also include training manpower to be
proactive to avoid future risks. All department will also generate reports on the status of
implementation and its effect on controlling the risks.

Procedure for control measures
Procedure for control measures are based on the following steps:

1.

Identification of the Risk level by the concerned department based on the review of semester
or annual reporting systems or as and when a situation arises

Classify the nature and level of risk into high medium or low categories and based on the

severity of the risks the control measure are classified into short term and long term controls

Based on the category of risk and its impact on the institutional reputation, financial
implication, sustainability and effective conduct of operations, the control measures are
designed after assessing the cost benefit analysis of control measures versus versus the impact.

AY 2021-22
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management plan by concerned departments
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Allocating necessary and appropriate resources and budget as per the control measures in the

Selecting and implementing the viable control measures as per the timelines defined in the risk

6. Taking a feedback and reporting status of risk resolution and corrective measures to increase

its effectiveness

7. Reporting the closure of risk resolution and avoiding repletion of the risk incident in future

Department Name-

Responsible person:

. . Risk .
Risk Risk Time
. control
level impact . frame
action

Feedback after
implementation

Academic Year

Measures Resources Remark

required required
for
preventing
recurrence
of risk
incident

Note: The risk impact is calculated on the extent of severity and damages in terms of qualitative and
quantitative aspects of the institutional activities and resources

R. RISKINCIDENT ANALYSIS AND REVIEW

Vice Chancellor reviews the risk incidents reported by the concerned departments every month
and recommends appropriate course of action. The chair or risk assessment committee presents a
summary risk analysis report to the VC at the end of every semester. VC reviews the report,
recommends necessary course of action and approves resources required for mitigating such risks
in future. The AAC decisions are sent to concerned department for implementation. Departments
shall update the status of implementation in their monthly report, which will be reviewed by Vice
Chancellor during a monthly review meeting with the department.

S. TEACH OUT POLICY
i. Introduction

SUC Risk Management policy includes systems of internal controls. These controls include a
number of measures that facilitate an effective and efficient operation, enabling SUC to respond

to a variety of operational, financial, and commercial risks. However, in unforeseeable events

its risk management policy protects the interest of stakeholders, specially the students to
ensure their continuation of studies. The Financial Plan of SUC makes provisions for such

contingencies.

AY 2021-22 SUC Policies & procedures manual
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ii. Formation of committee

To deal with the unforeseeable or emergency situations, an ad-hoc ‘Teach- Out’ committee is
formed comprising of AAC members and Head of Finance (HOF).

iii. = Functions of the committee
a. To prepare a general ‘Teach-out’ plan to rehabilitate the students on rolls at the time of
emergency.
b. To ensure the last student is rehabilitated as per the proposed plan
To refund the fee as per the provisions made by finance department for such
contingencies

iv.  Process Flow
a. Gravity of the emergency situation is reviewed
b. A ‘Teach-Out’ plan is prepared to accommodate the students
c. Ensure the implementation of the ‘Teach-Out’ plan

v. ‘Teach-Out’ Plan
a. In case the need arises to discontinue a particular major/emphasis of a program over a
period of time, students still enrolled at that point of time shall be given the following
options:
1. Students will be offered to transfer to the existing emphasis/major programs of
their choice offered at SUC
2. Students can opt to transfer their credits to any of the accredited institutions, which
have articulation agreements with SUC or any other institutions of their choice.
3. Ifthe student decides to cancel his registration with SUC, applicable refunds will be
offered.
4. The applicable refund shall be paid over a period of one year.

b. In case an unforeseen situation arises and SUC needs to wind up its operations
completely or decides to discontinue a particular program, the students enrolled at that
point of time shall be given the following options:

a. Students can opt to transfer their credits to any of the accredited institutions, which
have articulation agreements with SUC or any other institutions of their choice.

b. Ifthe student decides to cancel his registration with SUC, applicable refunds will be
offered.

c. The applicable refund shall be paid over a period of one year.

vi. OUTCOMES AND MEASUREMENTS

The VC and AAC reviews the status of risk control measures implemented and necessary steps
are initiated to mitigate risks. The risk management activities are conducted on the basis of
predetermined time frames the functioning of risk management framework is measured by the
IRQAOA office to improve its operation as and when necessary. AAC is authorized to evaluate
the risk management activities and its impacts during their meetings.

AY 2021-22 SUC Policies & procedures manual
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Vice Chancellor along with the Risk Management Committee is responsible for establishing and
approving processes, procedures and mechanisms by which key matters of risk are identified,
and ensuring that strategies are developed to manage such risks.

The Board has responsibility to understand the key risks in operations and ensure, through
regular reviews and assessments that appropriate systems are in place to identify and manage
these risks, receive regular reports on the management of material risks to SUC.

Board reviews risks based on the reports of Risk Management Committee. An annual risk
assessment review and ensures good management and sound fiscal practices.

T. REVIEW OF POLICY, PLAN AND IMPLEMENTATION

U. ANNUAL REVIEW OF EFFECTIVENESS OF RISK MANAGEMENT PLAN

DESCRIPTION RESPONSIBILITY TIMEFRAME
Review of Risk Management policy Vice Chancellor Annual
Approval of Risk Management Policy Board of Trustees Annual
Developing a Risk Management Plan Head of Departments Annual
Review of Risk Management Plan DIRQAOA Annual
Approval of Risk Management Plan VC & BOT Annual
Implementation of Risk Management | Head of Departments Monthly
Monitoring implementation of risk Chair of Risk Management Monthly

Management policy

Committee

Timely and accurately registering risk
incidents

Head of Departments

As and when
incident occurs

Review of Risk incidents registered by | Vice Chancellor Monthly
various units
Review of Risk analysis VC Semester

The Board of Trustees shall review the effectiveness of internal control of SUC for each significant

risk identified. The Board of Trustees will:

i.  Review the previous year and examine SUC’s track record on risk management and

internal control,

ii.  Consider the internal and external risk profile of the coming year and consider if current
internal control arrangements are likely to be effective.
ii. = Make provision for overcoming unforeseen circumstances.

Please refer Risk Management manual for further details

1.1

Multiple Campus Coordination Policy.
Not applicable for SUC

1. j. Campuses of UAE Institutions in Other Countries.

1. k. Branch Campuses of Foreign Institutions.

Not applicable for SUC

Not applicable for SUC

1.1. TERMS OF REFERENCE OF ACADEMIC AFFAIRS COUNCIL (AAC)
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Policy number INST_POLICY_02
Policy name Terms of Reference of Academic Affairs Council
Policy version Version 3
Standards applicable -
Policy owner SucC
Date of recent 21 April 2022
modification
Verified by VICE CHANCELLOR

A. FORMATION OF THE ACADEMIC AFFAIRS COUNCIL:

The Academic Affairs Council is formed to facilitate the smooth operations of the institution. This
council is responsible for managing different academic and academic support operations of Skyline.
The council is a committee of operational heads of the university and comprises of the Vice-
Chancellor, who is the Chair of the Academic Affairs council, the Dean of Student Affairs, who is the
Vice-Chair of the Academic Affairs council, the Dean of School of Business, the Dean-School of School
of information technology, the Deputy Director of Academic Support Services and Registrar, the
Director of Marketing and Communications, the Deputy Director of Government and Public
Relations and the Director of Institutional Research, Quality Assurance, Outreach and Accreditation,
who are responsible for the implementation of strategies and the daily operations of Skyline
University College.

B. APPOINTMENT & TERM
The AAC members are appointed by virtue of their positions and therefore the duration of the
membership in the council is decided by the duration of holding the position.

C. DELEGATION OF POWERS TO ACADEMIC AFFAIRS COUNCIL:
The Academic Affairs Council (AAC) is formed in order to achieve smooth functioning of the
institution. This council is responsible for managing the various academic and academic support
operations of the University.

The AAC is the operational body which executes all the Academic and Academic Support Service
activities of the organization within the framework of policies and procedures laid down by the
institution under the guidance of the (Chair) Vice Chancellor. The AAC reports at regular interval
the functioning of their respective units to the (Chair) Vice Chancellor and (Vice Chair) DSA. This
process becomes an important source of feedback about the operations of the institution.

D. GOALS OF THE ACADEMIC AFFAIRS COUNCIL

1. To oversee the operations of the departments to achieve the Vision and Mission of the
institution

2. To identify the gaps in their operations and suggest changes for the satisfaction of the
stakeholders

3. Toresolve inter-departmental issues and facilitate better coordination in accomplishing
departmental goals

4. To report the progress for the semester and the annual operations to the Vice-Chancellor

E. OVERALL RESPONSIBILITIES OF THE ACADEMIC AFFAIRS COUNCIL:
All operational decisions are taken at AAC level by the Vice Chancellor along with the members
which will be implemented during the course of Academic Year. Any strategic issues brought about
in this forum will be referred to the Vice Chancellor for guidance and decisions.

AY 2021-22 SUC Policies & procedures manual
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Vice Chancellor as the Chair of the Academic Affairs Council, handles all responsibilities pertaining

to SUC operations and takes decisions with regards to overall academic and academic support

service operations.

Responsibility of AAC includes the following:

1.
2.

w

Planning, implementing and reviewing institutional strategic plan.

Planning and monitoring quality control in all aspects of the university’s academic progress
and related activities.

Revise vision, mission and institutional goals & objectives and recommend changes to VC and
BOT for approval.

Review and approve plans, progress of business plan implementation, Budgets, expenditure.
Planning and review of student progression, retention and graduation.

Performance evaluation report of academics and administrative units as per policies

Review of operations, policies and procedures.

Review of departmental policy and s monthly/semester/annually and closing report.

To ensure policies and procedures are in line with national and international accreditations
and standards.

. Achievement status of goals of SUC in all the spheres

. CCL progress and achievement status as per plan

. Overall satisfaction levels of students, faculty and staff

. Status of articulation /MOU agreement with various bodies.

. Review Institutional Development Plans, and Institutional Effectiveness committees
. Review of proposals for development of Programs and markets

. Fact book & Annual report of SUC

. New initiatives in academics and services

F. CONDUCT AAC PERFORMANCE EVALUATION:
The VC is responsible for the evaluation of performance of the Members of the AAC.

AY 2021-22 SUC Policies & procedures manual
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1.m. MEETINGS POLICY

Policy number INST_POLICY_05

Policy name Meetings Policy

Policy version Version 3

Standards applicable NA

Policy owner Office Of Vice Chancellor
Date of recent .

modification S byl A2

Verified by Vice Chancellor

. INTRODUCTION

This policy on meetings has been developed by the office of Vice Chancellor (VC) to have smooth
monitoring and control on the progress of all academic and academic support services and closing
the loop on related matters. All meeting in SUC should have clear agenda, proper information to
attendees, venue and duration of meeting, including ADHOC and emergency meetings and will
record Minutes of Meetings, which will serve as the official record for meetings’ decisions and
actions taken. This policy is intended to assist the VC, AAC members, and HODs in managing the
records of SUC meetings. These Minutes of Meetings (MoM) will help to ensure that decisions and
actions taken in the meeting are easily retrievable when needed and will help the SUC for efficient
and effective management and compliance.

The Office of Vice Chancellor will keep records of all MoMs and they will also be stored as
electronic copies in calendar management system of SUC for reference.

. PUROSE

AY 2021-22 SUC Policies & procedures manual

The purpose of this policy is
i.  To have planned schedules of all meetings, except meetings of urgent nature.
ii.  To prepare and maintain records of all meetings and Minutes of the Meetings.
iii.  Tofacilitate the identification and tracking of actions taken on issues and problems resolved
and/or in progress.
iv.  To help in closing the loop.

TYPES AND FREQUENCY OF MEETINGS
i.  BOT MEETING- As per the Bylaws, there shall be at least two (2) regular meetings per
annum.
ii.  External Advisory Council Meeting- There shall be at least two (2) regular meetings per
annum.
iii. = AAC Meeting-Shall be held once in every month but may be held at any other time in case of
urgent circumstances
iv.  Academic Meeting- There shall be at least one (1) regular meeting monthly meeting.
v.  Academic And Academic Support Club Meeting- There shall be at least one (1) regular
meeting per semester.
vi. IE Committee Meeting- There shall be at least two (2) regular meetings per semester.
vii.  Departmental Meeting- There shall be at least one (1) regular monthly meeting.
viii.  Operational Staff Meeting- There shall be at least one (1) regular monthly meeting.
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There may be other departmental level, sub-committees level and taskforce level meetings,
which support the operations of the University.

In case the concerned individual is unable to attend the above meetings physically, they
may attend the scheduled meeting through a virtual channel provided by SUC.

D. PRINCIPLES AND REGULATORY REQUIREMENT OF MEETING AGENDA AND MOMs
The primary principle of the MoMs is to record agenda, review, discussion, decisions, and actions
taken hence, the minutes will not include only listing of the detailed discussion which transpired.

The following principles will be used.

I
ii.
iil.

iv.

vi.

vii.

viil.

A proper agenda should be prepared and circulated 3 days prior to the meeting.
Agenda items should be aligned with the terms of reference of the committee/council.
Agenda should have the following permanent items:

a. Review of previous MoM dated .....

b. Matters Arising

c. Lastitem should be AOB
Authorized person or the assistant to the chair of the committee shall take minutes at all
meetings including those that are held in-person and through a conference call or webinar.
The minutes should include the title of the meeting, academic year, date, time, venue and
location; the names of those in attendance and absent. The minutes should follow the order
of the agenda along with the name of the person who presented the agenda.
Authorized person or the assistant to the chair of the committee is responsible for entering
the minutes in the calendar management system of SUC and the minutes to be available
within 2 days after the meeting for the purpose of informing the attendees of the
proceedings.
Minutes will begin with the review of the previous meeting minutes and apprising matters
at a subsequent meeting in order to provide attendees with the opportunity to validate the
status of the decisions taken. There should be a statement that the minutes of the previous
meeting were reviewed and approved and had been distributed.
All pending and in progress action points should be recorded in the subsequent meetings
until it is completed.
Minutes shall record all actions taken during the meeting, including the full text of all
motions or decisions or resolution.
The office of Vice Chancellor will ensure that the approved Minutes of meetings has been
stored accurately in the calendar management system for a period of not less than five
years.

E. REVIEW AND APPROVAL OF MoMs
A draft version of the minutes shall be available for the attendees once the minutes are stored in
the calendar management system. The draft version shall be clearly marked “DRAFT” and is
subject to revision until adoption by the chair of the committee. MoMs will not be considered
officially accepted until approved by a simple majority of the attendees and signed by the chair of
the committee.

AY 2021-22 SUC Policies & procedures manual
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ACCESS AND PRIVACY

Depending on the nature of the meetings, minute records may be public or subject to the
information confidentiality classification of confidential or restricted.

Minutes of meeting containing identifiable personal information must be protected from
unauthorized access. Confidential and restricted records should be stored according to
recommended security measures to protect them from inappropriate disclosure. Access should be
provided only on a need to know basis.

Informal notes taken by the attendees to record minutes will not be part of the official record and
to be destroyed once the minutes have been approved.

If the proceedings of a meeting are recorded, the recording should not substitute for a written
summary of the meeting and should be securely destroyed once the official record has been
approved.

G. PRINCIPLES FOR RECORDING ONLINE MEETING MINUTES
Online meetings and MoM will be handled in the same manner. Minutes and recordings are not
available for inspection or copying by unauthorized person.

MOE STANDARD 2. QUALITY ASSURANCE
2a. Quality Assurance/Institutional Effectiveness

Policy number IRQA_POLICY_10
Policy name Quality Assurance Policy
Policy version Version 3

Standards applicable = MOE Standard 2: Quality Assurance

Policy owner IRQAOA
Date of recent 28 December 2021
modification
Verified by DIRQAOA
INTRODUCTION
Quality Assurance refers to the process of evaluating/assessing the extent to which the individual
or unit is delivering on its potentials to achieve excellence and efficiency in services provided by
the institution.
POLICY STATEMENT
IRQAOA department envisions meeting the Vision and Mission of SUC by designing & developing
quality standards in Academic & Academic Support Services and benchmarking with the best
practices in quality education.
OBJECTIVES:
A. To keep all employees informed about the institution’s approach to quality
B. To ensure an appropriate quality assurance system including a set of policies, processes and
performance indicators is in place to realize the vision and mission of the University
C. To ensure appropriate structures are in place to monitor and review the effectiveness of such
policies
D. To ensure timely coordination and orientation on the system in order to attain maximum
effectiveness.
AY 2021-22 SUC Policies & procedures manual Page
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E. To continuously monitor the quality of service delivered by academic and academic support
units through evaluation of the quality assurance system

QUALITY ASSURANCE POLICIES AND PROCEDURES

An overarching policy document, requires all policy proposals to conform to a standard framework.
This ensures essential information is consistently provided and is available to all those affected by
the policy. Essential information includes when the policy was introduced, what it aims to achieve,
and who has responsibility for its implementation and review Proposals for new academic
programs are initiated by concerned schools which after approval by the VC and BOT is submitted
to the Ministry of Education.

The IRQAOA department ensures the institution provides effective and efficient educational
services to its students through various development and review process as detailed below:

A. STRATEGIC PLAN

The IRQAOA Department has a major role in developing Institutional Strategic plan for five
years in line with the institutional plan with a purpose to accomplish the institutional planning
directions on a long term basis and to assist various departments in their annual planning. The
strategic plan focuses largely on generating and allocating resources for a 5-year period to
achieve its strategic period goals and objectives. The IRQAOA Department initiates the process
of strategic plan by reviewing the status of previous Strategic Plan and gather information from
various stakeholders, competitors and general business environment in the country and region
so as to evaluate the growth and sustainability of SUC in the long run.

B. OPERATIONAL PLANNING

Operational plans are drawn from the strategic plans and its focus remains on achieving the
strategic plan on semester basis cumulating into annual plan achievements. Operational plan
mainly comprises of annual plans and semester plans which are aimed at carrying out the
operations to achieve the strategic goals and objectives.

C. Annual Planning
IRQAOA department coordinates with various departments and committees to plan for the
upcoming academic year by providing them the necessary guidelines. The departmental
planning activities include goal setting, review of goals and objectives, setting KPIs and
Benchmarks, review of policy and procedures, review of forms, letters, calendar of annual
activities, annual Budget requirement, etc.

D. IE MANUAL

The Institutional Effectiveness system facilitates SUC in assessing all its programs, courses,
processes and services through various assessment tools. The Institutional Effectiveness
manual includes details of each assessment tool used in the process of measuring the
Institutional Effectiveness System. The manual provides information on the process and
instruments used for measuring the effectiveness of each tool and type of evidence which is
required to be collected & analyzed. The manual also includes the steps detailing dissemination
of the results of assessment, including what will be disseminated and to whom.

E. FEEDBACK
Feedback is an essential component of understanding the organizational performance on
various parameters. The feedback helps in initiating corrective actions and preventing such

AY 2021-22 SUC Policies & procedures manual
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issues arising in future. This process of gathering information and evaluating the feedback is
carried out by IRQAOA Department.

LEARNING OUTCOMES AND EXAMINATION ANALYSIS

Performance of Course learning outcomes are measured based on the predefined Learning
outcomes matrix which clearly indicates the distribution of total assessment weights according
to specific Learning outcomes. The distribution may vary based on the level of the course nature
of assessment tools and the level of learning outcome. The criteria to measure the achievement
of learning outcomes is mentioned below for Under Graduate and graduate level programs:

i.  70% of the students achieving at least 70% in each learning outcomes at UG level courses
ii.  80% of the students achieving at least 80% in each learning outcomes at Graduate level

courses.

COURSE FILE AND COURSE REPORT REVIEW

Course file reflects how effectively the course was delivered during the semester and contents
of the course file are in line with Annex 16 of MOE-CAA Dec 2019 Standards. The course file
contains the syllabus, teaching material, assessment tools, marking guidelines and rubrics,
sample of students answer scripts, students’ attendance data, course report, quantitative
analysis of student performance, summary of student feedback, instructor's proposals for any
course improvements, summary of actions taken to improve the course. Course file also provide
evidences related to the delivery of the course in a particular semester. Course file needs to be
submitted in hard as well as soft copy format.

DISSEMINATION OF SUGGESTION & RECOMMENDATION OF FEEDBACK AND IE REPORTS
It is the responsibility of the Quality Assurance Unit to disseminate the actions to be taken as
per VC suggestions and recommendations to concerned IE committee Chairs as per IE calendar.
The suggestions or recommendations with time frame should be carefully reviewed by IE
Committee Chair and their implementation plan should be prepared & submitted to the IRQAOA
department along with the resource requirement including financial budgets. All budgets
should be duly approved by the Vice Chancellor.

FOLLOW-UP ON IMPLEMENTATION OF SUGGESTION & RECOMMENDATION OF
FEEDBACK AND IE REPORTS

The IRQAOA department schedules meeting with the concerned IE committees as per the
implementation plan submitted by them so as to follow-up on the status of implementation. The
status report is then forwarded to the Vice Chancellor who will then take decision of either
acceptance or further extension of timeframe for completion of pending actions if any. It is the
responsibility of the Vice Chancellor’s Office to ensure that all the recommendations and
suggestions are implemented by the concerned IE committees and report the implementation
status to the Vice Chancellor.

REVIEW OF INSTITUTIONAL AND DEPARTMENTAL GOALS, OBJECTIVES, KPIS AND
BENCHMARK

To measure the performance of various departments and functions of the institution, SUC has
developed the goals, objectives, KPIS and benchmark for the institution and it's various
operative wings. They are broadly classified under Institutional, departmental and IE
committees related to Academics and Academic Support Services.
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a. Institutional
The institutional goals and objectives are also reviewed and updated by the IRQAOA
department, and submitted to VC for review upon seeking approval from BOT it is
disseminated for implementation.

b. Program goals and Learning outcomes
The program goals and outcomes are also annually reviewed as part of Program review and
updated by the Deans of respective schools if necessary and upon approval from the VC, it
is disseminated for implementation.

c¢. IE Committees
The objectives of different IE Committees are annually reviewed by the Chairs in
consultation with IRQAOA department and updated if necessary. Upon approval by VC, itis
disseminated to respective committees for implementation.

d. Departmental
The goals, objectives, KPIs and benchmark of different departments are annually reviewed
by the Heads of departments & respective AAC members and updated if necessary and upon
approval from the VC it is disseminated to respective departments for implementation.

V.  EVALUATION OF INSTITUTIONAL RESEARCH & QUALITY ASSURANCE DEPARTMENT

L.

ii.

iii.

iv.

AY 2021-22 SUC Policies & procedures manual

Introduction
IRQAOA department is responsible for planning, monitoring and evaluating the academic
and academic Support services through its Institutional Effectiveness (IE) system. IRQAOA
department will be evaluated at regular intervals and feedback is provided for
improvement.

Evaluation Committee

A three-member committee comprising of an AAC member, a faculty member and a staff
member to be formed by the Vice Chancellor for evaluation of IRQAOA department at the end
of the fall and spring semester of every academic year and review of the evaluation shall be
discussed with IRQAOA department for necessary improvements. The tenure of the members
of the committee will be of two years.

Evaluation Criteria

a. IRQAOA performance with respect to the departmental objectives and KPIs

b. Appropriateness of assessment tools and surveys used by IRQAOA department and its

c. Validity and reliability

d. Result of qualitative improvements with respect to the programs, courses and academic
support services

Maintenance of SUC policy and procedures in line with the CAA standards

f.  Accuracy of analysis, evaluation and reporting

o

Policy Review:

The Institutional Effectiveness Committee reviews the effectiveness of the Quality Assurance
Policy every year and recommends any revisions in the policy if deemed necessary. The
recommendations are submitted to the Vice Chancellor during the Institutional Effectiveness
Closing review meeting. If recommended revisions are approved, a copy of the revised policy is
disseminated to all stakeholders and updated in relevant public disclosure documents.
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Please refer “Quality Assurance Policies Manual” for details
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MOE STANDARD 3. THE EDUCATIONAL PROGRAM
3.a Program Planning and Development
Policy name Program Planning and Development Policy

Policy version Version 3

Standards applicable = MOE Standard 3: Educational Programs

Policy owner ACADEMICS

Date of recent 28 December 2021

modification

Verified by DEAN-SCHOOL OF BUSINESS AND DEAN-SCHOOL OF IT

The program planning and development policy outlines the process for assessing the need for new
program through conducting a market analysis and preparing the feasibility study along with the
Financial Analysis and Timed Action Plan for program development. This policy ensure that the
proposed programs are consistent with the strategic plan of SUC, proposed enrolment projections of
the new program. This includes identification of required facilities, human and non-human resource
requirements along with short and long-term budgets. inputs are taken from prospective employers in
framing the learning out comes, preparing program structure and details of benchmarking of the
program.

A. COMMITTEE RESPONSIBLE FOR IMPLEMENTATION OF POLICY

The Academic Planning and Operations Committee which is one of the standing committees
formed under the Institutional Effectiveness Committee is responsible for the implementation
of this policy. The Committee is chaired by the Vice Chancellor and comprises of Deans from
both schools and Head of General Education. If required, Dean of Schools may recommend
faculty or staff members, subject experts, industry experts to the Vice Chancellor for performing
specific tasks related to Program planning and development.

B. RESPONSIBILITY OF THE COMMITTEE

The main responsibility of the committee is to look into the need for new program in the school
as per the future requirements of the industry and as per the emerging trends in the respective
field across the globe and prepare the complete plan and submit the report.

C. PROCESS FLOW

The committee does a proper market analysis and looks at the competing programs in the
region and the globe and then propose a new program for which a detailed feasibility study to
be done which will include the need for the program. The committee has to prepare detailed
financial analysis and come out with a timed action plan with proper timelines from the time of
initial application through semester/years of the program completion.

STEPS:
i. Appointment of program planning and development committee by VC
ii. Market analysis for the need and future of the program
iii. Benchmarking of the program with other similar program at national /international level
iv. Take inputs from Prospective employers
v. Preparation of the full curriculum

AY 2021-22 SUC Policies & procedures manual

Page
copyright©suc

ESTABLISHED 1990



7

LA

f
I’

:"el:L

|

(.
“\.-‘\\‘“\.

ll‘l

ESTABLISHED 1990

vi. Analysis of competing programs and projections of resource requirements
vii. Preparation of Feasibility study
viii. Preparation of detailed financial analysis
ix. Timed Action Plan
X. The committee will submit the report for IRQAOA department review to ensure
compliance with CAA standards and send for VC review
xi. Present the same to AAC
xii. Approval from BOT

3.b Program Specifications

Policy name Program Specifications Policy

Policy version Version 3

Standards applicable = MOE Standard 3: Educational Programs

Policy owner ACADEMICS

Date of recent 27 December 2021

modification

Verified by DEAN-SCHOOL OF BUSINESS AND DEAN-SCHOOL OF
IT

The purpose of this policy is to ensure that program specification document is prepared which can be
used as a source of information by employers, students and all stakeholders. The program

specifications to be reviewed as and when there are changes in the CAA guidelines and when the

program review is carried out as per policy of SUC i.e. once in five years. The program specifications
should include program title, program, code, authoring team, date of document prepared, dates of initial
accreditation, subsequent renewal of accreditation, education aims of the program, learning outcomes,
completion requirements, criteria for admission, assessment plan for program and indicators of quality

and standards. For new programs, the committee will work on from the inputs and report prepared by
Program Planning & Development Committee.

AY 2021-22 SUC Policies & procedures manual

A. COMMITTEE RESPONSIBLE FOR IMPLEMENTATION OF POLICY

The Academic Planning and Operations Committee which is one of the standing committees
formed under the Institutional Effectiveness Committee is responsible for the implementation
of this policy. The Committee is chaired by the Vice Chancellor and comprises of Deans from
both schools and Head of General Education. If required, Dean of Schools may recommend
faculty or staff members, subject experts, industry experts to the Vice Chancellor for performing
specific tasks related to Program specifications.

RESPONSIBILITY OF THE COMMITTEE

The main responsibility of the committee is to prepare program specifications which will
include Program title, program code, authoring team, date document prepared, dates of initial
accreditation of the program and, where appropriate, subsequent renewal of accreditation of
the program, dates of international accreditation and subsequent renewal of accreditation if
applicable, academic unit delivering the program, in case of interdisciplinary or jointly offered
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programs the academic unit primary responsible for the program, delivery modes, educational
aims of the program, program learning outcomes, completion requirements, support for
students and their learning, criteria for admission, facilities including laboratories, studios or
other specialist resources supporting the program, methods for evaluating and improving the
quality and standards of teaching and learning, assessment plans for program leaning
outcomes, indicator of quality and standards, program matrices or schematic showing: the
schedule of delivery, program learning outcomes mapped to course learning outcomes;
program leaning outcomes and SUC graduate attributes mapped to descriptors of the QF
Emirates for the appropriate program level; teaching and learning methods; assessment
methods, etc.

PROCESS FLOW

The committee will carry out the program review process by collecting inputs from all the
stakeholders and then revise/update the program specifications as per CAA guidelines

STEPS:
i. The Dean of the respective school in consultation with the VC will appoint a committee to
carry out the program review.
ii. For new program, this committee will take all the details prepared by the program
planning and development committee to prepare the program specifications
iii. The committee prepares the program specification and presents to the faculty members
of the schools for their inputs
iv. The Dean presents the Program specification in AAC for their inputs
v. The Dean then presents it to the VC for his review
vi. VC presents it to BOT for their approval
vii. After BOT approval, VC’s office in coordination with IRQAOA department will
disseminate the same to all the stakeholders and ensure it is available for reference

3.c Undergraduate Completion Requirements

‘Policynumber  ADMNPOLICY.01

Policy name Undergraduate Completion Requirements

Policy version Version 2

Standards applicable MOE Standard 3: Educational Programs

Policy owner Administration

Date of recent 22 November 2021
modification

Verified by DYASS & REGISTRAR

Bachelor degree is awarded to a student upon fulfilling the following requirements:
i. Students are required to fill the graduation application along with fee as applicable.

ii. The successful completion of 120 credit hours

iii. The number of credit hours as specified in the field of major
iv. Achievement of CGPA not less than 2.00 in the following:

a. Overall 120 credits earned
b. In Major / Concentration Courses
AY 2021-22 SUC Policies & procedures manual Page
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c. Students must attain a minimum of “C” grade in every Capstone course

v. Recommended for graduation by Graduation Board
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A. GRADUATION HONORS
Upon meeting the Undergraduate Program graduation requirements, students who have attained
academic excellence will be awarded certificate of honors to recognize their academic excellence.
To be eligible for these honors, a student must have a Cumulative Grade Point Average (CGPA) on
credits earned at SUC program as per following:

Magna Cum Laude An average of 3.70 - 3.89

Summa Cum Laude An average of 3.9 or higher

B. GRADUATION BOARD
The Graduation Board consists of Vice Chancellor, DIRQAOA, Dean of respective Schools, Registrar
and concerned faculty. The Board confirms the graduation award to the students who have
successfully met the graduation requirements. Upon the approval of the Board, the students will be
awarded certificate of graduation and are also placed in the list of graduation honors and the Dean'’s
List. The Graduation Board also confirms the final Toppers list and Graduate Honors List.

C. PROCEDURE:
a. Step 1: Graduating students file to be prepared by Administration which includes the following:
Copy of attested high school / O level certificate
Copy of TOEFL / [ELTS / PET Academic/ Cambridge
Copy of the transcripts
Copy of TOC confirmation
Final Statement of Account
Candidacy sheet containing clearance from all departments
Graduation Application form

NoulsEwh &

b. Step 2: Graduation Board will verify the following components are met:
1. Entryrequirements

Academic requirements

Graduation Requirements

Financial Requirements

Departmental clearance

Signing on certificates

Uk W

c. Step 3: Certificate Preparation process

a. Place chips on the Degree and hologram on the transcript
b. Sortthe degrees major-wise
c. Academic excellence letter is placed in the folder
d. Toppers list /scholarship letter if applicable is placed in the folder
e. Medals are placed in the graduation kit as per graduation honors list
AY 2021-22 SUC Policies & procedures manual Page
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3.d Graduate Completion Requirements

Policy name Graduate Completion Requirements
Policy version Version 2

Standards applicable = MOE Standard 3: Educational Programs

Policy owner Administration

Date of recent 22 November 2021
modification

Verified by DYASS & REGISTRAR

A Student will be awarded the Master Degree upon fulfilling the following requirements:

Students are required to fill the graduation application along with fee as applicable.
The successful completion of 36 credit hours

The number of credit hours as specified in the field of concentration

Achievement of CGPA not less than 3.00 in the following:

1. Overall 36 credits earned

2. Concentration Courses

3. Students must attain a minimum of “B” grade in every Capstone course

e. Recommended for graduation by Graduation Board

2o

A. GRADUATION HONORS
Upon meeting the MBA Program graduation requirements, students who have attained academic
excellence will be awarded certificate of honors to recognize their academic excellence. To be eligible
for these honors, a student must have a Cumulative Grade Point Average (CGPA) on credits earned at
SUC program as per following:

Magna Cum Laude An average of 3.80 - 3.89

Summa Cum Laude An average of 3.9 or higher

B. GRADUATION BOARD
The Graduation Board consists of Vice Chancellor, DIRQAOA, DEAN, DYASS & Registrar and concerned
faculty. The Board confirms the graduation award to the students who have successfully met the
graduation requirements. Upon the approval of the Board, the students will be awarded certificate of
graduation and are also placed in the list of graduation honors and the Dean’s List. The Graduation
Board also confirms the final Toppers list and Graduate Honors List.

C. PROCEDURE:
a. Step 1: Graduating students file to be prepared by Administration which includes the
following:
1. Copy of attested Graduate level certificate or Equivalency if required
2. Copy of TOEFL / IELTS / PET Academic/ Cambridge
3. Copy of the transcripts
4. Copy of TOC confirmation
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5. Final Statement of Account
6. Candidacy sheet containing clearance from all departments
7. Graduation Application form

b. Step 2: Graduation Board will verify the following components are met:
Entry requirements

Academic requirements

Graduation Requirements

Financial Requirements

Departmental clearance

Signing on certificates

ok W e

c. Step 3: Certificate Preparation process
1. Place chips on the Degree and hologram on the transcript
Sort the degrees Concentration-wise
Academic excellence letter is placed in the folder
Toppers list /scholarship letter if applicable is placed in the folder
Medals are placed in the graduation kit as per graduation honors list

vt W

3.e. Course Substitution
Policy name Course Substitution Policy
Policy version Version 2

Standards applicable = MOE Standard 3: Educational Programs

Policy owner ACADEMICS

Date of recent 11 MAY 2020

modification

Verified by DEAN-SCHOOL OF BUSINESS AND DEAN-SCHOOL OF
IT

Student have to select electives during their program. Elective courses and major courses are offered
to students depending on the interest of the students. The entire class is expected to select the electives
as per their choice and the elective which has been selected by the students as per the class size policy
will be offered. If there are no minimum number of students for an elective course or major course the
students should select the elective or major course which are being offered as per the class size policy.
In extreme cases and based on the approval from the Dean of Student affairs/Dean of the respective
school only one course at undergraduate level may be given to students under self-study mode where
a faculty member will be allotted and there will be a minimum of eight one-to-one interactions of one
hour in the faculty office to discuss the course and carry out the assessments. Course under self-study
mode, must have course syllabus (Course Delivery Package), a minimum of three assessments and close
monitoring by the assigned faculty during conduct of the course.

COMMITTEE RESPONSIBLE FOR IMPLEMENTATION OF POLICY

The Academic Planning and Operations Committee which is one of the standing committees formed
under the Institutional Effectiveness Committee is responsible for the implementation of this
policy. The Committee is chaired by the Vice Chancellor and comprises of Deans from both schools
and Head of General Education. If required, Dean of Schools may recommend faculty or staff
members to the Vice Chancellor for performing specific tasks related to Program specifications.
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PROCESS FLOW

After students of a class select their elective, administration department will prepare its schedule
accordingly.

STEPS:
a. Dean or senior faculty member will give a presentation to students on the various electives
available in the program
The students are given one-week time to finalize their electives
After students finalize the electives, it will be offered as per the class size policy
Students cannot change their electives once finalized
Class size policy will be followed and under exceptions more electives can be offered if
students are interested in other electives

o a0 o

3.f. Joint Degree Programs (for Undergraduate Program)

Policy number ADMN_POLICY_03

Policy name Joint Degree Policy for Undergraduate Program
Policy version Version 2

Standards applicable MOE Standard 3: Educational Programs

Policy owner Administration

Date of recent 01 November 2019

modification

Verified by DYASS & Registrar

In SUC joint degree program students study at two or more institutions, and upon completion
of the program receive a single degree certificate issued by all the participating institutions. A
joint degree program is a program that is designed and delivered in conjunction with one or
more partner institutions. The partner(s) may or may not be based in the UAE. Typically, a joint
degree program will be established to access the partner institution’s specialized knowledge
and experience.

The partner institutions for joint degree programs abide by the following requirements

a. Each institution in the partnership is recognized and/or accredited as a HEI in the higher
education system in which they operate;

b. Institutions offering programs jointly with other institutions based outside the UAE assume
primary responsibility for the programs’ compliance with the SPA, while also meeting the
requirements of the partner institutions;

c. Each partner HEI should be legally allowed to offer the joint program, even if the joint degree
is to be awarded by a partner;

d. The joint program is offered in accordance with the legal frameworks of the relevant (sub)
national higher education systems involved in the partnership;

e. Faculty of partner institutions teaching in joint degree programs must have appropriate
experience and qualifications;

f.  Notmore than fifty percent (50%) of the program curriculum shall be delivered by the partner
institution;
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If the courses offered by the partner institution are delivered through e-learning or distance
teaching, an appropriate portion of each course is delivered face-to-face by a qualified faculty
member;

A Quality Assurance Manual, or a section within a Manual, that clearly describes how all quality
assurance activities are integrated into a single system to continually appraise and improve
the institution as a whole, and specifically any joint programs

Faculty of the partner institution are involved in program development and evaluation,
utilizing both formal and informal mechanisms to gain information to evaluate the program
Students visiting a partner institution, as part of the joint degree program, must offered same
learning experience and safeguards;

Students visiting a partner institution, as part of the joint degree program, are afforded the
same learning experience and safeguards as detailed in the SPA;

Visiting faculty from main campuses and partner institutions are available for an adequate
period of time on campus to facilitate an appropriate level of interaction with students outside
of the classroom;

The joint degree is awarded in accordance with the legal frameworks governing the awarding
institutions, and is recognized as a joint degree in the higher education systems of the
awarding institutions.
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3.g. E-LEARNING
Policy name Contingency Distance Learning (E-Learning) Policy
Policy version Version 4

Standards applicable = MOE Standard 3: Educational Programs

Policy owner DEAN-SOB, DEAN-SOIT & REGISTRAR
Date of recent 27 December 2021

modification

Verified by IRQAOA

A. INTRODUCTION

This policy is an update to Contingency Distance Learning (E-Learning) Policy dated August 25, 2020
for the Academic Year 21-22. However, the initial policy focused towards offering education through
Distance Learning mode, but based on the guidelines of government authorities and easing of
restrictions in August-21 (AY 21-22), policy modifications are defined to delivering sessions through
Hybrid Learning mode, and supports Synchronous Learning, taking essence from Annexure-15 of
CAA-2019 standards. This policy broadly covers the issues related to E-Learning for students,
Academic Staff (faculty members) and academic support department/services. The policy is
reviewed at the start of each Academic Year and is based on the guidelines of government
department for any updates or roll back to normal mode of operations.

B. BACKGROUND

In view of the Corona virus (COVID-19) outbreak and subsequent directives of Ministry of Education
to the academic institutions to plan for 2020 Spring semester break for students and faculty, as well
as for conduct of classes and assessment online to complete the spring 2020 semester. In the light of
the pandemic, and the directives of MOE, UAE, Vice Chancellor of SUC formed a task force on March
3,2020, which included the Deans of the Schools, Director-Institutional Research, Quality Assurance,
Outreach and accreditation, and Head of Computing department, chaired by the Dean-School of IT
to find various sources/ platforms and suggest a suitable one which can be integrated with our
Learning Management System for online teaching and examination. The task force submitted their
recommendations within a week to the Vice Chancellor including the details of all resources,
training, updates and changes required for conducting online classes and preparation for
examinations later. Based on the recommendation of task force a contingency distance learning (E-
Learning) policy was prepared for completion of the Academic Year 20-21. In the pretext to the
change in environment and easing of restrictions in Fall-21, this policy encapsulate Computing and
Library resources, so that an integrated approach to offering knowledge and Computing services are
to be delivered to students, staffs and faculty members, and provide an environment to support
hybrid-learning methodologies.

C. PURPOSE AND OBJECTIVES

The purpose of this policy is the use of Information and Communication Technologies to impart
education synchronously provide collaboration between the students and faculties using hybrid-
teaching methodologies, share educational resources, and to provide a digital framework to
provision support and administrative services. Objectives of the policy are:

1. To achieve the Learning Outcomes using synchronous digital communication, thus enabling
classroom experience (Hybrid mode) at distance.

2. To enable a single unified digital collaboration interface that enhances educational experiences
amongst students, faculties, and industry experts.
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3. To provide a unified communication platform to enable digital support transactions between
students and administrative support services.

D. OPERATIONAL STRUCTURE

The policy is shaped by forming a fully functional Learning Resources Department and operating
under strategic guidelines from the Dean(s) of both the Schools. The department encapsulates the
functioning of Library and Computing Resources in a holistic manner, and work closely for
implementation through existing IE Committees of Learning Resource-Library Committee and
Learning Resource-Information Technology Committee.

E. BUDGET

The E-Learning Committee reviews the requirements and propose the yearly budget for an academic
year to fulfill those requirements. This budget for E-Learning generally covers expected expenses on
ICT related b and software, Scorm Creations, outsourcing, training and human resources,
procurement of e-resources etc. The proposed budget is sent to Finance Department where it is
reviewed and amendments made if required in consultation with the Finance committee is
proposed. Finance department presents this budget of E-Learning to the VC. VC reviews and
approves the budget after reviewing the long-term and short-term requirements.

E-LIBRARY

Facing pandemic situation, online classes and social distancing, access to the library was the most
crucial aspect in the learning process. The committee has specified the means and methods through
which the tradition library can be accessed through e-Learning mode using LMS Portal.

The e-Library has been reengineered to provide an access to all research subscriptions, e-books, My
Lab resources, using secured Learning Management System. In addition, Library’s separate channel
was created for students to interact face to face using MS-Teams, and reserve the resources as per
the Book issuance and return policy.

The complete access to Library Resources and services can be availed through Active Directory
Login ID and password provided to all students, faculty and staff by authenticating it from Learning
Management System (LMS) Portal (https://Imsserver.skylineuniversity.ac.ae/) Stepwise e-library
access manual is prepared and attached as E-Library Guidelines (Annexure-1)..

G. BLENDED LEARNING CLASSES

AY 2021-22 SUC Policies & procedures manual

SUC right from the beginning, since the pandemic affected on-site classes is using Microsoft Teams
to conduct classes online following the suggestion of the task force formed by SUC to conduct qnline
classes.

As soon as a course batch is created, and students are enrolled, the Student Management System
[Admin Module] automatically pushes the Course Details to Moodle based Learning Management
System [LMS], and TEAMS are created by IT Department in MS-TEAMS through an automated
PowerShell Script. As and when student is added in the Course, or removed from the Course, the
script synchronizes the student’s Active Directory ID’s with LMS (using API) and MS-TEAMS (using
PowerShell Script).

In all the Classrooms Smart Interactive boards, with Artificial Intelligent Voice Recognition Video
Conferencing System with inbuilt Computer is fitted. The Faculty logs in using their portal, enters
their TEAMS'’s profile, and selects the appropriate class for delivering Blended Learning Session.
The framework governing the use of MS-Teams is defined in Synchronous Learning under
Information Security policy (Annexure-5) of SUC, and detailed usage of MS-Teams for students and
faculties are attached in Annexure-2 (MS Team user guide). The usage of Learning Management
System to access the e-Services is provided in e-Services manual attached in Annexure-3 (e-Service
manual).

Faculty will be allotted the courses for E-Learning as per the workload defined in faculty handbook
and the same compensation will be applicable for all faculty members as was followed by regular
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classes on campus. Faculty members will be responsible to identify relevant tools/methodologies
/simulations etc. to ensure active engagement of students during e-learning classes. Any content
prepared exclusively for the online classes will belong to SUC and the faculty member.

The attendance in the online classes will be captured by the system based on the student’s
credential. The faculty member will download the attendance from the MS-Team, and mark the
same in the Attendance Management System. The access to Final Examination will be based on e-
Hall Ticket, which will be governed by SUC attendance policy

The Deans of the schools must conduct an online meeting with all the faculty members regularly to
discuss the good practices followed and also discuss the problems encountered during the online
sessions. There feedbacks are discussed with the e-learning committee to take corrective measures
to be more prepared and better experience while conducting the online classes. Faculty members
should prepare their sessions in such a way that they are able to engage students.

Faculty members are advised to be available online for students for discussing other academic
issues as per the advisory schedule. All faculty members, students and staff members are requested
to conduct online meetings and avoid face-to-face meeting.

H. ADJUSTMENT TO COURSE SYLLABI

In order to ensure that Synchronous and Asynchronous component of imparting education
through Distance Learning mode is taken care, SUC recommends all the faculties to ensure:

i. The Core Text Books, wherever possible, is replaced with e-Book from Pearson MyLab or Vital
Source.

ii.  Academic Teaching Strategies should include online Learning strategies such as E-Learning,
SCORMS, Simulations, Activity based Learning, Pearson MyLab/Vital Source, Live Projects etc
are included as a part of Course Syllabus.

iii. =~ The Subjective Assessments, Case Studies, Project-Work should be integrated with Turnitin to
avoid Plagiarism, with clear reference to Plagiarism Policy.

iv.  While specifying the assessment, its type, its weightage, and CLO’s measured should be clearly
mentioned, with the presence of Assessment-CLO matrix.

v.  In the Weekly plan, it is must to fill the Additional reference section, wherein the e-Resources
specified should be available and mentioned in the Reference book and Resource section of
Course Syllabi.

vi. The Exam Assessments in Online Exam Server must be created based on Course Learning
Outcomes, wherein in case faculty wants to measure multiple CLO’s, then a separate section must
be created in the Online Assessment for the same.

vii.  In order to ensure rigor is maintained, no course syllabi is accepted in MS-Word format, but
needs to be submitted through Academic Management System. Once created, it is reviewed by
the Dean, and on approval forwarded to the Vice-Chancellor for the final approval. After
receiving the confirmation the Course Syllabi[CDP] is auto loaded in the LMS server, with a blank
template of 15 weeks.

I. COURSE DEVELOPMENT & APPROVAL

Faculties of both the schools seeking to design a new blended or online course, or convert face-to-
face course for blended or online delivery needs to coordinate with E-Learning department, wherein
the complete script of the course needs to be created before it is transferred to Instructional design
team, consisting of Designer, Animator and Developers. The faculties must take a formal approval
through dean and submit their detailed plan so that E-Learning department can create a scope
document with an estimated delivery timeline. Once the scripted and chapter/topic wise contents
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are received, and scope of work is approved, the designers and developers will create the SCORM'’s
and once approved by Faculty, it will be forwarded to respective Dean to take necessary approval
before it is transferred to Learning Management System.

ONLINE ASSESSMENT AND EXAMINATION
Regular trainings to faculty members on how to create online assessments using LMS and online
examination server are conducted so that they can create & conduct the assessments as per the
Course schedule and ensure that course-learning outcomes are met (Refer to Online Exam
Conduct and Assessment Guide). Faculty members should conduct formative and summative
assessments as per the CDP to ensure that students are able to understand the concepts that are
being taught by the faculty members. E-learning committee in consultation with IT department
took the following initiatives to maintain the sanctity of assessment and examination.
i.  Online Exam server was upgraded with Moodle System and Safe Exam Browser in order to
conduct for online examination.
ii.  E-Proctoring system should be used to verify the integrity of the examination.
1. For secure and monitor the environment to prevent cheating.
2. locks the operating system and prevents unauthorized access to other pages, software
or communication tools.[Safe Exam Browser]
3. monitors all exam activity in real-time and will detect fraud attempts and report them
to the administrator.[using MS-TEAMS]
iii.  Faculty members are provided with regular training to conduct online examination
iv.  Monitoring & Exam schedule are prepared and communicated to all concerned by
administration department well in advance.
v.  Maximum number of students for examination at a time will be restricted to manage and
utilize IT resources effectively.
vi.  e-circular is sent to the students for online exams by administration department

Faculty members are advised to accept assignments, case studies, projects, exercises and other
submissions by the students for continuous valuation through Turnitin plagiarism software,
which is already integrated to the LMS. Faculty members are also advised to educate, inform and
follow SUC Academic integrity and Plagiarism Policy attached as Annexure-4 (Academic integrity
and Plagiarism Policy)

K. INFORMATION SECURITY

In order to provide secured access to critical data resources by authorized members only, SUC
maintains a comprehensive Information security & access policy. This policy defines the
protection against cyber-attacks, and intrusion prevention and aims at:

i.  Protecting critical university data resources that can be accessed based only by authorized
people and sensitive information is protected from the reach of unauthorized access, thus
maintaining Confidentiality of Information Resources.

ii.  Ensuring that data should not be changed, accessed and altered by unauthorized people, thus
ensuring Integrity of Information Resources.

iii.  Ensure the reliability of network infrastructure and its high availability.

The policy includes information security issues related to online classes, assessment,

examinations, and online services. The details on information security policy can be viewed in

Annexure-5 (Information Security Policy)

L. COPYRIGHT

Faculty members are expected to understand and follow the UAE copyright law and ensure that
online resources are directly related to the course content and are available to only students
enrolled in the course. The students should be notified that the materials used are subject to
copyright protection while using study materials, case studies, simulations etc. from various
sources.
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M. ONLINE INDUSTRY INTERACTIONS
In order to provide students an exposure to listen to eminent speakers from various domains, SUC
launched a guest lectures online for the benefit of students affected by the nation-wide lockdown
to prevent the spread of COVID-19. The one-hour interactive lectures deal with topics ranging from
career guidance to the latest updates on technology to topics of general interest to all. SUC realized
that there is no better time than now to offer this series as it would benefit students and faculty
members who have to remain in their homes for their safety.

N. ONLINE INTERNSHIP/PROJECT
The Corporate Affairs office will arrange online internships/projects for students. Students during
internship/project will be meeting their faculty supervisor and company supervisor virtually by
using MS Teams platform. The faculty members will also contact the company supervisor virtually
to discuss the progress of student. After completion of internship/project students will submit the
final report to the respective faculty supervisor. The viva voce for the projects will be conducted
online using MS-Teams and the full session will be recorded for the records.

0. STUDENT E-SERVICES
The purpose of e-Services at Skyline University College, is to provide alternate channels of
communication, wherein students can reach to service providing department and mitigate their
concerns, and resolve their queries without visiting the campus. All the services which were offered
during the student’s physical visits are made available over the portal, and the services which have
financial value is linked to e-payment gateway.
Online Requests covers all types of known or process driven transactions the students wants to
apply for; This includes Financial Transactions (Statement of Account, Withholding the Payment
etc.), Academic Document Requests (Transcript, Certificates, Letters for the Employers etc.),
Administrative & Registration Requests (Change of Major, Course Withdrawal, Semester
Postponement, and Cancellation etc.), and Transport Requests (Location Change), Hostel
Transactions etc.
Students not only can track the status of their services, but all documents are delivered on-line thus
achieving the sustainable objectives by going paperless. The history of all services availed by
students is available as logs along with necessary attachments that can be accessed whenever
desired.
Students can authenticate themselves using their Single Sign on (SSO) Active Directory Student ID
and password, and can select the services they want to avail from the landing page
(https://lmsserver.skylineuniversity.ac.ae). E-Service manual is prepared and attached as
annexure-8 (E-Service manual)

P. TRAINING AND ORIENTATION PROGRAMS
However, SUC have already conducted several online training and orientation programs in for
different stakeholders. E-learning committee in coordination with HRD department and members
of the committee will keep organizing online training and orientation programs separately for
faculty, staff and students to best use of the online resources for effective learning experience.

Training Orientation Programs for Faculty Members

a. All online training and orientation programs for the faculty members will be coordinated
by the Deans of the schools.

b. Deans of the respective schools will keep on conducting regular meeting with their faculty
members to take their feedback, problems, issues, and suggestions to upgrade online
experience.

c. Faculty member’s online training and orientation sessions will broadly cover on newly
added/integrated features and resources on LMS related to online classes, assessment,
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evaluations, examination, issues related to academic integrity and plagiarism (Turnitin
Software) etc.

Faculty members will also be trained and encouraged to conduct online training sessions
for corporates, government and society, conduct webinar, attend training and certificate
programs, attend webinar, conferences etc.

Training for Staff

a.

b.

All online training and orientation programs for staff will be coordinated by the HRD
department.

Head of departments and HRD department will keep on conducting regular meeting with
their staff members to take their feedback, problems, issues, and suggestions to resolve
issues related to online operations/services provided by the staff.

Staff members online training and orientation sessions will broadly cover on newly
added/integrated features and resources to their online operations/services.

Training for Students

a.

b.

All online training and orientation programs for the students will be coordinated by the
Student Services Department (SSD).

SSD will keep on conducting regular meeting with students to take their feedback,
problems, issues, and suggestions to upgrade online experience for classes, evaluation,
exam and other services.

Students online training and orientation sessions will broadly cover on newly
added/integrated features and resources on LMS related to online classes, assessment,
evaluations, examination, issues related to academic integrity and plagiarism (Turnitin
Software) and other online services etc.

Q. REVIEW OF THE POLICY

i

This policy shall be reviewed at the beginning or every academic year. The updated/amended policy
will be placed for approval of Vice-Chancellor and the Dean(s) of both the Schools.

Refer details and annexures in the E-Learning Policy Manual

3.h. Additional Degree from the Same Institution

Policy name Additional Degree

Policy version Version 2

Standards applicable = MOE Standard 3: Educational Programs

Policy owner ADMINISTRATION
Date of recent 6 May 2021
modification

Verified by DYASS & REGISTRAR

This policy is only applicable for programs which have majors.
Students in the current Undergraduate program with a Cumulative Grade Point Average (CGPA) of 2.0
or above, are eligible to earn a double major with an additional degree for the second major.

AY 2021-22 SUC Policies & procedures manual

ADDITIONAL BBA DEGREE REQUIREMENTS

Page
copyright©suc



v
[
Lo

by
)

:_;_—J' ‘ B ———————
S | ESTABLISHED 1980
.

F o8

A

In order to earn additional degree in another major, the students should meet the admission
requirement for that major and complete the requirements of the additional degree with a total of
141 (120 + 21) credit hours.

For example:

A student who has graduated in Bachelor of Business Administration (BBA) program with
Accounting & Finance after fulfilling the graduation requirements of this major and by completing
120 credit hours with a CGPA of 2.0, may register for an additional degree in another major such as
Marketing & Retail Management. The student needs to successfully complete additional 21 credit
hours in the second major(s) opted at the time of petition for such an award.

Bachelor of Business Administration - Credit requirements for Additional Degree

The total of 141 credit hours has the following breakdown: \

General Education requirement 36 credit hours
Core Business requirement 63 credit hours
Major requirements (for the first degree) 21 credit hours
Major requirements (for the second additional 21 credit hours
degree)

Total requirements for additional degree in BBA 141 credit hours

3.j. Academic Progress.
Policy name Academic Progress / Academic Standing Policy
Policy version Version 1

Standards applicable = MOE Standard 3: Educational Programs

Policy owner ADMINISTRATION
Date of recent 16 July 2019
modification

Verified by DYASS & REGISTRAR

A. ACADEMIC STANDING UNDERGRADUATE PROGRAM
All students enrolled at SUC shall be monitored very carefully for the qualitative and quantitative
satisfactory academic work completed during their study. A student will be evaluated at the end of
every spring semester for the following:

i. QUALITATIVE REQUIREMENTS
Qualitative requirement is completion of minimum credits with CGPA as per the below table:

1 1-30 1.50
2 31-45 1.70
3 46 - 60 1.85
4 61 and above 2.00

ii. QUANTITATIVE REQUIREMENTS
Student must complete at least 67% of all credit hours attempted. An attempted credit hour is
defined as, any course that the student has enrolled for, in the semester. Successfully completed
credit hours refer to the hours in which the student has received a letter grade of A, B+, B, C+ or C.
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For Capstone courses, a student needs to receive a minimum of ’C ‘grade or above.

For calculating the completion rate of academic work, D+, D and F grades are calculated as not
completed; however, for the purpose of CGPA calculations, the ‘F’ grade will be taken into account.
‘W’ grade will be treated as attempted but not completed, however, it is not counted for the purpose
of CGPA calculations.

PROBATION / WARNING

Student is placed on probation at the end of Spring Semester if s/he does not meet the minimum
requirements as per the information provided in sections (i) & (ii) above; the student is expected
to improve his academic performance during summer and fall semesters. In case the student does
not improve, he is served with a final warning for the next semester to be considered as final
probationary semester.

FINAL WARNING

Student is placed on final warning at the end of Spring Semester if s/he is unable to perform well
and meet the requirements during probation period and the student is expected to improve his
academic performance during summer and fall semesters. In case the student does not improve, he
is served with a suspension for the next semester.

SUSPENSION
In case the student is unable to improve the performance in spite of the final warning on probation,
student will be placed on academic suspension [Suspension-1 & Suspension-2].

Suspension-1 means when student does not achieve the required CGPA during the suspension
status will be automatically placed in suspension-1; even after being in suspension-1 if the student
does not improve the CGPA then he will be placed in suspension-2 in the next semester.

Students on suspension status are required to file an appeal with the administration department
for allowing them to continue their studies in the following semester. The Satisfactory Academic
Progression (SAP) committee may allow the students to take the courses according to their
academic profile with the following condition:

a. Suspension1
Case 1
Student is allowed to take 1 to 3 courses [‘F‘grade or new course], if his/her CGPA greater than
1.5.

Case 2
Student is allowed to take 1 to 3 courses [‘F‘ grade or ‘D* Grade only], if his/her CGPA between
1&1.5.

Case 3
Student is allowed to take 1 to 2 courses [‘F‘ grade or ‘D‘ Grade only], if his/her CGPA less than
1.

b. Suspension 2
Student is allowed to take 1 to 2 courses [‘F‘grade or ‘D‘Grade only], students in suspension-2
must improve their performance to good standing otherwise, again, they will fall under
suspension and will not be allowed to enroll in the courses for a period of one semester. Such
student needs to apply for provisional readmission after the semester. However, the SAP
committee reserves all the rights to take the decision.
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Example:

The committee gives the student a chance to improve his CGPA by taking up one or two
repeating courses and also decides the grades to be scored by the student.

Case 1

The student scores the above grades decided by the committee at the end of this semester if
the student achieves a good standing at the end of this semester, he has to appeal to the
committee and the above process will continue till he achieves the good standing.

Case 2

The student does not score the above grades decided by the committee at the end of this
semester the student will be suspended for one semester and may be provisionally readmitted
to classes after one semester of suspension to improve their CGPA. The student may take the
courses in which they have secured a ‘D or an ‘F* grade.

c. DISMISSAL
In case the student has not achieved ‘Good Standing’ as per section (i) & (ii) above at the end
of Suspension-2 semester, the student shall be dismissed and dismissal will be reflected in his
transcript. In this case No refund of fees is allowed.

B. ACADEMIC STANDING - GRADUATE PROGRAM

All students enrolled at SUC shall be monitored very carefully for the quality and quantity of
satisfactory academic work completed during their study. A student will be evaluated at the end
of every spring Semester for the following:

a. QUALITATIVE REQUIREMENTS (QUALITY OF ACADEMIC WORK COMPLETED)

S. No. Credit Hours Minimum CGPA
Attempted

1 1-9 2.50

2 10-18 2.60

3 19 - 27 2.75

4 28 and above 3.00
Depending on the number of credit hours attempted, the student is expected to maintain
a cumulative grade point average as per the above table.

b. QUANTITATIVE REQUIREMENTS (QUANTITY OF ACADEMIC WORK
COMPLETED)
Student must complete atleast 67% of all credit hours attempted. An attempted credit
hour is defined as, any course that the student has enrolled for, in the Semester.
Successfully completed credit hours refer to the hours in which the student has
received a letter grade of A, B+, B, C+ or C. For Capstone courses, a student needs to
receive a minimum of ‘B grade or above.

For calculating the completion rate of academic work, F grade is calculated as not
completed; however, for the purpose of CGPA calculations, the F grade will be taken
into account. ‘W’ grade will be treated as attempted but not completed, however, it is
not counted for the purpose of CGPA calculations.

c. PROBATION / WARNING
Student is placed on probation at the end of a given Semester if s/he does not meet
the minimum requirements as per the information provided in sections (i) & (ii)
above; the student is expected to improve his academic performance during the next

AY 2021-22 SUC Policies & procedures manual
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Semester. In case the student does not improve, he is put into suspension for the next
Semester.

d. SUSPENSION
In case the student is unable to improve the performance in spite of the probation,
he/she will be placed on academic suspension.

Students on suspension status will be counseled by their respective mentors to appeal
with the Student Services Department for allowing them to continue their studies
during the suspended Semester. The Satisfactory Academic Progression (SAP)
committee may allow the student to repeat courses according to their academic
profile to provide the student an opportunity for grade improvement with a relaxed
pace. The suspension period must be used for extra help to the student in form of
tutorials to achieve ‘Good Standing’ as per sections (i) & (ii) above.

e. DISMISSAL
In case the student has not achieved ‘Good Standing’ as per section (i) & (ii) above
after the suspended Semester, the student shall be dismissed.

3.k. Grading and Assessment

Policy number ADMN_POLICY_07
Policy name Grading and Assessment Policy
Policy version Version 2

Standards applicable = MOE Standard 3: Educational Programs

Policy owner School of Business

Date of recent 26 December 2021
modification

Verified by DEAN-SCHOOL OF BUSINESS

A. ASSESSMENT

AY 2021-22 SUC Policies & procedures manual

Assessments in higher education provide vital inputs to the university about the effectiveness of
teaching-learning process, ability of students to comprehend and apply the concepts. Assessments
also provide a direction and scope for improvement in quality and rigor of the course as well as
the program.

School of Business assesses students through a variety of assessment tools in each course in their
programs. These assessments are aligned to the requirements and standards of Compliance
Indicator 4d: Assessment System of HEI Manual of Ministry of Education (MoE), UAE and to meet
the QF E 5-Strands: Knowledge, Skill, and Competence (Autonomy / Responsibility, Role in Context
and Self-Development).

Assessment tools are developed in such a way that they are aligned with the course learning
outcomes (CLOs) as per the level of the program. All assessment tools are complemented with
relevant rubrics for grading the responses of the students. Assessments are done at two major
levels, one at the course level leading to grading and fulfilling the requirements of graduation of
the students and the other one at the program level to assess the effectiveness of the program.
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Assessment of a Course

Every course (irrespective of assigned credits) in all programs of school is assessed out of 100
marks in following two different summative assessments with total respective weightages,

1. Continuous Assessment - 60% weightage
2. Final Assessment - 40% weightage

Continuous Assessment

The continuous assessment is continuous in nature and must be of 60% of the total weightage
of the course. Depending on the nature, level and requirements of course, the faculty member
determines and specifies a judicious mix of different types of continuous assessments in the
course syllabus along with its weightage, nature and scope, and its completion schedule. All
assessments need to be prepared as per the mapped Course Learning Outcomes (CLOs) with
applicable QF Emirates level and sub-strands. The faculty members are advised to have
between 2-3 continuous assessments in a course, with weightage of each assessment ranging
between 10-30% (inclusive and preferably in multiples of 5), which may include following
types of assessments:

1. Class Test
Individual / Group Assignment
Individual / Group Project
Case Study
Mid Term Assessment
Lab Assessment
Research based Assessment
Presentation
Dissertation Proposal
10. Internship Internal Assessment
11. Any other, prior approved, assessment tool as per CAA/MOE standards

OO NON AW

Faculty member must ensure that no multiple choice, Yes/No, True/False, mapping type
of questions are asked in any assessment component, and conduct all continuous
assessments as per the schedule in Course Syllabus and during scheduled classes.
Faculty should assign appropriate time/duration of the continuous assessment depending
upon nature and scope of the assessment. Faculty member must inform all the enrolled
students for any deviation or adjustment in the assessment schedule and mention in the course
report.

Final Assessment

All eligible students (having at least 75% attendance in class, refer student attendance policy)
should be allowed to appear in any one of the following final assessment, which will be of 40%
weightage,

End Term Examination

Individual Project including Presentation
Business Plan including Presentation
Term Paper including Presentation
Dissertation Final Report with Viva Voce
Internship Final Report with Viva Voce

o Uk W
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7. Any other, prior approved, assessment tool as per CAA/MOE standards

All End Term Examinations of the courses offered in the semester will be conducted by the
Examination Department, in the last week of the semester as per the Academic Calendar for
two-hour duration and 40% weightage for both undergraduate and graduate programs. Any
other type of final assessment planned and approved in the course syllabus must be completed
in the last week of the semester with proper scheduling and information to all concerned in
advance.

Formative Assessment

In addition to above mentioned summative assessments for grading of the course, faculty
member may include a variety of formative assessment in line with summative assessments,
depending upon course requirement and level of the program.

Assessment of Internship

For Assessment of Internship in BBA program refer Internship guideline
BBA- Internship Manual Annexure-1

Quality Check, Moderation and Audit of Assessments

The quality and rigor of all assessment tools of each course is monitored through a process of
quality check and approval. The quality check of the assessment tool, is done by the Internal
Quality Review and Moderation Committee (IQRMC) consisting of Discipline Leader, Associate
Dean, Dean, Head-General Education and an Internal Subject Expert (other than the faculty
teaching the course).

Faculty member need to submit the following documents to the IQRMC at least two weeks
before the conduct of the assessment for seeking the approval of the assessment.

a. Quality Review and Moderation Form of Assessment (refer Annexure-2)

b. Assessment instrument (2 sets for End-Term Examination only)

¢. Rubrics and Marking Scheme

The faculty member need to incorporate the suggestions given by the committee and revise the
assessment tool. After IQRMC approval, faculty member should submit,
1. Approved form (refer a) along with updated two sets of End-Term Examination Paper
(refer b) to the examination department at least 10 days before start of the examination
week.

2. All three documents, approved form (refer a) along with copy of assessment instrument
(refer b) and Rubrics and Marking Scheme (refer c) to the Head/Discipline
Leader/Associate Dean/Dean at least 10 days before start of the examination week for
any other assessment (other than End-Term Examination Paper)

Page
copyright©suc



o

: g
e
Lo

viii.

ix.

xi.

AY 2021-22 | SUC Policies & procedures manual |

ESTABLISHED 1990

Evaluation of student Responses

Faculty member need to evaluate each student responses of all the assessment components
according to the rubrics and marking scheme as per the QF Emirates sub-strands. Faculty
member should provide the comments for improvement and award the marks for each sub-
strand, on each student response for all the assessments.

Faculty member must ensure completion of evaluation of all assessments and uploading marks
on Academic Management System(AMS) as per the schedule/calendar and decide samples of
three evaluated soft and hardcopies of students responses (best, average and low) for each
assessment tool for preparation of course file (refer Course File Preparation Policy No.
ADMN_19MS06A0306W_R00).

Faculty member must also maintain the hard and/or soft copies of the entire cohort of
evaluated student responses with remarks for audit by the IQRMC or by any other accreditation
body at any point of time after the completion of conduct of assessments and their evaluation.
Faculty member need to preserve the student responses of entire cohort for all assessments for
all courses for a period of one academic year. Student responses older than one academic year
should be handed over to the Administration Department.

Marks entry in Academic Management System (AMS)

The marks entry system in AMS enables the faculty member to enter the marks as per the QF
Emirates sub-strands. Marks entry of each assessment component must be entered by the
faculty member in AMS as per the due dates specified in the course syllabus/ examination
calendar.

Academic Integrity and Plagiarism Policy

Faculty member must follow the applicable Academic Integrity and Plagiarism Policy (No.
ADMN_19MS06A0306W_R00) in all assessments and academic matter. All cases of violation of
academic integrity and plagiarism must be dealt as per the policy and the decision must be
entered in AMS.

Grading of Course

School of Business follows different grading levels for its BBA and MBA programs. Each course,
irrespective of program, level and credits will be assessed out of 100 marks inclusive of
continuous and final assessments. Refer 3.1.1.

BBA Program Grading System

The BBA course grading system of the university is mentioned in the Table-1 given below.

Table-1 BBA Grading Levels

A 90-100 4 OUTSTANDING
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B+ 85-89 3.5 EXCELLENT

B 80-84 3 VERY GOOD

C+ 75-79 2.5 GOOD

C 70-74 2 VERY SATISFACTORY
D+ 65-69 1.5 SATISFACTORY

D 60-64 1 PASS

F Below 60 0 FAIL

w Withdrawal

Pass grade in the Capstone course is C. Students achieving lower than C grade in
capstone course will be considered as fail (F Grade).

The calculation of Grade Point Average (GPA) in BBA program is as described below.

xii. Grade Point Average (GPA) - BBA Program

Grade Point Average is determined by dividing total grade points earned by total credits
attempted. GPA is calculated for each semester (SGPA) and Cumulative Grade Point Average
(CGPA) is calculated for all credits attempted at SUC as shown in Table-2 (Transfer of Credits
from other Universities is not included in CGPA calculations).

Table -2 GPA/CGPA Calculation

A -4 X 3 = 12.0

B+-3.5 X 3 = 10.5

C+-2.5 X 3 = 07.5

D-1 X 3 = 03.0

F-0 X 3 = 00.0

15 33.0
AY 2021-22 SUC Policies & procedures manual Page
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Table - 3 CGPA Calculation

Greade Points Earned X Course Credits

GPA =
Total Credits Attempted

2x3
GPA (1 Course) = —5 = C

Semester Greade Points Earned X Course Credits

PA =
¢a Total Credits Attempted

4x34+35x3+25%x3+1x3+0x%x3 33
CGPA = I =E=2'2

GPA - Grade Point Average

CGPA - Cumulative Grade Point Average

xiii. MBA Program Grading System
The Table 3 below depicts the grading levels followed in MBA program

Table - 4 MBA Grading Levels

A 90-100 4.00 Excellent
B+ 85-89 3.5 Very Good
B 80-84 3.00 Good
C+ 75-79 2.5 Satisfactory
C 70-74 2.00 PASS
F Below 70 FAIL
I Incomplete
w Withdrawal

Pass grade in the Capstone course is B. Students achieving lower than B grade in
capstone course will be considered as fail (F Grade).

xiv.  Grade Point Average (GPA) - MBA Program

Grade Point Average is determined by dividing total grade points earned by total hours
attempted. GPA may be figured for each Semester (Semester GPA), for all hours attempted
at the SUC (cumulative GPA). All students are evaluated at the end of each Semester. A
student is placed on probation as per the academic standing and points A & B mentioned of
this manual.

AY 2021-22 SUC Policies & procedures manual

Page
copyright©suc



L

[n'§

N

N

R

Lo

W

F o8

AY 2021-22 SUC Policies & procedures manual

ESTABLISHED 1990

Table-5 GPA/CGPA Calculation

A-4 X 3 = 12.0
B+ -3.5 X 3 = 10.5
CcC-2 X 3 = 06.0
9 28.5
GradePoints x Credit hours
GPA / CGPA / SCGPA = )
Total Credit Hours
28.5
GPA/ CGPA/SCGPA = T = 316
CGPA = 3.16

GPA - Grade Point Average
CGPA - Cumulative Grade Point Average
SGPA - Semester Grade Point Average

Mitigation/ Grade Improvement Examination

After declaration of results by examination department as per the university calendar, students
meeting following conditions can apply for Mitigation/grade improvement examination in
specified time duration and with applicable fee.

a) Students have scored F grade or were absent in End-Term Examination or
Presentation/viva voce.

b) Undergraduate student scored D+ or D grade only, for grade improvement.

c) Graduate student scored C+ or C only, for grade improvement.

Examination department will coordinate and schedule Mitigation/Grade Improvement
examination/Presentation/Viva Voce with respective faculty member/Associate Dean/Dean
and update the marks/grades scored by the student.

Mitigation/Grade Improvement will not be based on any Continuous Assessment component.
Grade scored by the student appearing in Mitigation/Grade improvement examination MUST
replace previous grade (including lower grade) and is restricted maximum up to B+.
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Review and Moderation of Students Assessments

After completion of final assessment and its evaluation in each semester, IQRMC allocate full-
time faculty member(Reviewer) to review Final Assessment of entire cohort as second
evaluator for each course. The second evaluator selects, 2 extremely low, 2 high and 5 randomly
selected assessments from the entire cohort for review and moderation. In case of cohort size
up to 10, all student assessments need to be reviewed by the second evaluator. This sample
review of students’ assessments done by the reviewer is to verify that the marks and feedback
given by the first evaluator are appropriate for the level of study, awarded fairly and
consistently, and in line with the relevant assessment criteria, rubrics and marking scheme. The
reviewer shall submit the review report of assigned courses on “Assessment Review and
Moderation Form” refer Annexure-3 to Dean/Associate Dean. Review report will be shared
with the concerned faculty member for necessary action. In case of major discrepancy, Dean
will discuss the matter with IQRMC and will take necessary action.

Consolidated Course Assessment Analysis

As the marks scored by the students on each sub-strands of QF Emirates for all assessments are
entered in Academic Management System, the system will generate a Consolidated Course
Assessment Analysis Matrix as part of the Course Report.

Table 6: Sample of Consolidated Course Assessment Analysis Matrix
Appllc.able Sub-strands of Undergraduate Graduate
QFEmirates ->
Applicable K1 | K2 | .. S1 | S2 | s3 Cl1 | cz | c3
Assessments CLOs (at <70 >70 <80 >80
least 2)

CLO1
Assessment-1

CLO2
Assessment-2 CLO3

CLO4

CLO1
Assessment-3 CLO2

CLO3

CLO2
End-Term Exam CLO3

CLO4

<70
Undergraduate

>70

<80
Graduate

>80

AY 2021-22 SUC Policies & procedures manual

Faculty members are expected to review and reflect on this matrix and incorporate necessary
learning in designing and conducting assessment tools in future.
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Qualitative Assessment and Feedback of course

At the end of the semester, each course is qualitatively assessed by both; the faculty member
and the students. Faculty members provide feedback of each course in the course report, which
is compiled and discussed in the discipline meeting for corrective measures. Course assessment
by eligible students are done at the end of the semester before final assessment through a
survey form having quantitative and qualitative feedback. Survey data is analyzed by the
IRQAOA department and shared with the Dean/Associate Deans to review with Discipline
Leaders and faculty members. These assessment and feedback provide valuable insight for
course review and to take corrective measures.

B. PROGRAM ASSESSMENT

Program assessment is an important element in knowing the effectiveness of the of the program.
All programs in school are assessed in two ways. The first one is aggregated through direct
measurement of student performance in each courses of the program and the second one is by
obtaining feedback from other stakeholders.

Assessment through Direct Measurement

The direct measurement of program effectiveness is assessed through aggregation of student’s
performance on each sub-strands of QF Emirates mapped with Program Learning Objectives
(PLOs). Criteria for each PLO achievement for BBA program is, students achieving 70% or above
on aggregate of mapped QFEmirates sub-strands, whereas the criteria for MBA program is 80%.
This assessment will be similar to Table 6, mapped with aggregated score of achievements on
each course with all strands of QF Emirates. A sample matrix is shown below.

Table 7: Program Assessment Analysis Matrix
Applicable Sub-
strands of QF Undergradua | Graduat
Emirat PLOs- t
>m1raeson S K | K slsls clclc e e
1|2 12 |3 123
Courses <70 >70 <8 | >8
0 0
Course-1
Course-2
Course-3
<7
Undergradua | 0
te >7
0
<8
0
Graduate
>8
0
AY 2021-22 SUC Policies & procedures manual Page
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Associate Dean/Dean will review and discuss the achievement levels and program effectiveness
with Discipline/Course Leader and faculty members for necessary action to improve
effectiveness level of the program.

ii. Assessment through other Stakeholders

The second approach to assess the effectiveness of the program is to obtain qualitative and
quantitative feedback from Student Academic Faculty Feedback, Internship Feedback,
Employers Feedback, Alumni Survey, Graduating Student Survey and feedback from external
advisory council meetings. For indirect measures, the IQRMC engage other academic support
departments such as Institutional Research, Quality Assurance, Outreach and Accreditation
(IRQAOA), Corporate Affairs Office (CAO), and Student Services Department (SSD) to regularly
float indirect measurement tools/feedback forms and collect responses and be analyzed by
IRQAOA department. Indirect measures in school are identified to gather semester-wise and
annual feedback to measure for identified Program Learning Goals. The assessment/feedback
tools used to seek inputs from stakeholders for indirect measurement include;
Undergraduate Indirect Measurement Tools (BBA Program)
1- Student Course Feedback/ Student Academic Faculty Feedback
2- Internship Feedback
3- Undergraduate Employers Feedback
4- Alumni Survey
5- Graduating Student Survey
6- External Advisory Meeting
Graduate Indirect Measurement Tools (MBA Program)
1-Student Course Feedback/ Student Academic Faculty Feedback
2-Graduate Employers Feedback
3-Alumni Survey
4-Graduating Student Survey
5-External Advisory Meeting
The criteria for all quantitative assessment/feedback will be 70% or above for both BBA and
MBA programs. All qualitative and quantitative assessments/feedback from different
stakeholders will be summarized by the IRQAOA department and provided to the
Dean/Associate Deans for review and necessary action. Both direct and indirect
measurement/feedbacks findings of each program will be reviewed and discussed by the
respective Deans with Discipline/Course Leaders, Associate Deans and faculty members for
corrective measure to improve the effectiveness of the program.

AY 2021-22 SUC Policies & procedures manual Page
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Form #: ADMN-ON |STF-003-A
QUALITY REVIEW AND MODERATION FORM OF ASSESSMENT

(Attach Assessment tool, guideline, Rubric and Marking Scheme as per Assessment and Grading Policy)

Assessment Tool:

Program Submission Date
Semester Academic Year
Duration of Max. Marks
Assessment
Date of .
Assessment Assessment Type . C'ontmuous
o Final
Course Code
Course Name
oBBA:- oFR oSO OlJR O SR oRC o Morning
Program & Level | COBSIT:- OFR 0SO ©JR  oOSR  ORC Shift o0 Evening
o0 MBA - O Semester 0 Weekend

To
The Internal Quality Review and Moderation Committee (IQRMC)
Skyline University College, Sharjah

The above-mentioned students’ assessment tool has been prepared by me/us, and it conforms to the
Assessment and Grading Policy of the institution. [/We take full responsibility of this assessment and
declare that it is an authentic document in all respects. [/We declare that utmost confidentiality, is
maintained in preparation of this assessment and it has not been exposed to any unauthorized person,
in any form. I/We also take full responsibility of any errors in this assessment.

NAME(S) OF FACULTY MEMBER(S) SIGNATURE OF FACULTY MEMBER(S)

1.

2.

3.

DATE
AY 2021-22 SUC Policies & procedures manual Page
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REVIEW CRITERIA

REMARKS OF IQRMC
(use separate sheet, if required)

Clarity of Instructions,
Total Weightage &
Rubrics

Coverage of course
contents

Alignment of
questions with
QFEmirates Sub-
Strands

Question-wise
Distribution of Marks
as per QFEmirates
Sub-Strands

Rigor and Quality of
Questions as per
QFEmirates Level 7/9

Any Other Remarks:
Approved Advised to revise Approved after
pp as per the above remarks revision
Status of Approval
NAMES OF IQRMC MEMBERS SIGNATURES OF IQRMC MEMBERS
Subject Expert:

Discipline/Course Leader:

HoD/Associate Dean/Dean:

=]
>
-
e2|

AY 2021-22
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Form #: ADMN-ON | STF-005-B
ASSESSMENT REVIEW AND MODERATION FORM

(Provide Final Assessment, guideline, Rubric and Marking Scheme and Assessment and Grading Policy)

Final Assessment Type:

Program Received on
Semester Academic Year
Duration of Max. Marks
Assessment
Date of
PETEETTER Review Submission
Date
Course Code
Course Name
oBBA:- oFR oSO 0OlJR o SR o RC 0 Morning
Program & Level | OBSIT:- OFR 0SO o0JR  oSR  ORC Shift o Evening
o MBA - O Semester 0 Weekend
Total No. of Total No. of Final
registered Assessments for
students Review
Assessments Reviewed
Total No. of students Assessments
Reviewed
No. of low marks Cases No. of high marks Cases
No. of randomly selected cases
(excluding low and high cases)

Remarks:
NAMEsgfoiﬁcngaTl:a“tﬁl;’lBER SIGNATURE OF FACULTY MEMBER
DATE
AY 2021-22 SUC Policies & procedures manual Page
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REVIEW CRITERIA

REMARKS OF SECOND EVALUATOR
(use separate sheet, if required)

Evaluator’s
Comments on each
assessment

Marks awarded as
per assessment
criteria, rubrics and
marking scheme

Fairness and
consistency in
awarding marks

Distribution and
totaling of Marks as
per applicable
QFEmirates Sub-
Strands

Overall Quality of
Assessment by the
faculty member

Any Other Remarks:

NAME OF FACULTY MEMBER
(SECOND EVALUATOR)

SIGNATURES OF SECOND EVALUATOR

AY 2021-22

SUC Policies & procedures manual
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3. 1. Examinations.

Policy number ADMN_POLICY_08

Policy name Examinations Policy

Policy version Version 4

Standards applicable = MOE Standard 3: Educational Programs

Policy owner ADMINISTARTION

Date of recent 25 April 2022

modification

Verified by DYASS & REGISTRAR
A. Examination Committee:

AY 2021-22 SUC Policies & procedures manual

Examination Committee (EC) shall oversee the planning, and conduct of Final and Re-sit
Examination/Assessment and preparation of result for declaration in each semester/term. The
final assessment may be any one of the following (Refer SUC-Assessment and Grading Policy)

8. End Term Examination

9. Individual Project including Presentation

10. Business Plan including Presentation

11. Term Paper including Presentation

12. Dissertation Final Report with Viva Voce

13. Internship Final Report with Viva Voce

14. Any other, prior approved, assessment tool as per CAA/MOE standards

The examination committee shall be comprised of Dean-SOB, Dean-SOIT, Dean-Student Affairs,
Head-General Education, one senior faculty member from each of the school, Registrar and Deputy
Director-Academic Support Services, and Head-Administration. The examination committee is
appointed by the Vice Chancellor for a period of two years.

Planning and Conduct of Final and Re-sit Examination/Assessment:

The Examination Committee is responsible for all planning and conduct of Final and Resit
Examination. Head of Administration prepares the calendar and schedules for Final and Resit
Examination and make all the arrangements for the smooth conduct of the examination. These
include Answer Booklets. Supplementary sheets, seating arrangements in the classrooms and labs,
list of invigilators, printing and safe custody of the question papers etc. The Examination Committee
reviews the planning and execution of examination related activities before, during and after the
Final and Resit Examination. The courses which do not have End Term Examination and does not
require question paper to be prepared, Head-Administration will coordinate with-concerned
faculty members to conduct final assessment in assigned week/duration.

The Examination Committee in coordination with Dean-Student Affairs will communicate to the
students about the process and procedure of the final examination and the required discipline to
be maintained during the examination. It also highlights unfair means, cheating and compliance to
the instructions of the invigilators during the examination. Refer Academic Integrity and Plagiarism
Policy.
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C. Quality of Question Paper:

Head-Administration in coordination with respective Deans and Head-General Education will
ensure that the main and re-sit both question papers for all courses scheduled for End Term
Examination are received as per schedule after quality check by IQRMC (refer Assessment and
Grading Policy) to be prepared well in advance for the examination.

Duration of Final Term and Re-sit Examination:
Duration for Final Term and Re-sit Examination for all courses of undergraduate and graduate
programs are Two Hours.

Invigilation Guidelines:

Head-Administration in coordination with respective Deans and Head-General Education will
prepare the Invigilation duty and viva/presentation schedule for End Term and Re-sit examination
and present to the Committee for approval and then dissemination to all concerned. Head-
Administration facilitate faculty members having Viva-Voce and project presentation as final
assessment by allocating classrooms for presentation and inform the students for scheduling and
conducting these assessments in designated examination week. Following guidelines will be
followed for allocation of invigilation duty.

A. Prepare invigilation schedule based on the availability of Full time and Part time faculty

members during the examination period.

Invigilation schedule will be presented to the Committee for review and approval.

Part time faculty members will be allocated invigilation duty on the days of their class

schedule.

Disseminate the role of invigilators to concerned faculty members

Orient the invigilators about examination responsibilities

Invigilation schedule to be sent to all the invigilators at least 1 week before the exam.

Any adjustments in the invigilation duty are considered if request is received by the

committee at least 3 days in advance.

H. In case the assigned invigilator is unable to invigilate due to unavoidable or emergency
circumstances, the same should be notified to the Dean of the concerned School well in

O w

©mmyo

advance so that the Dean can request the Head of Administration to arrange for an alternate
invigilator.
I. Faculty members having presentation schedules will not be allocated the invigilation duties.

F. Role of the Examination Commaittee:

AY 2021-22 SUC Policies & procedures manual

A. Examination Calendar
a. To cross check and verify the exam week/dates with the institutional calendar
b. To assess the courses that require exams, viva, presentation etc.
c. To plan Main and resit Exam schedules for all the Courses.
d. The exam schedule is sent for approval from the Vice Chancellor
e. Upon approval, the schedule is disseminated to finance, computers, administration and
faculty at least 2 weeks in advance

Page
copyright©suc



ESTABLISHED 1990

Invigilation Schedule

a.

b.

d.

Any genuine requests from the faculty members for adjustments in invigilation schedule
to be assessed and take appropriate action

Preparation, approval and dissemination of invigilation schedule of end term and resit
exams

Invigilation schedule is prepared as per the teaching load assigned to full time and part
time faculty members

Proper orientation for invigilators to be carried out

Schedule for Viva & Project Presentation

a.
b.

C.
d.

Courses that require viva, or presentation are identified for the semester

Coordination with conerned faculty members for arranging venue (classroom, lab) and
preparing schedule for Viva/presentations

Facilitation is carried out in coordination with the faculty member

Coordination with faculty and respective Deans for any orientation/logistical support.

Submission of Question Paper

a.

b.

Ensures the question paper for end term and re-sit examinations are submitted to the
examination office as per the timelines and Assessment and Grading Policy of the
University.

Ensure availability of relevant question paper in the examination hall.

E. Printing of Question Paper
i.

Printing of proof read, approved question papers

F. Onsite Exams

i

ii.

iii.

The institutional calendar is the source of drawing exam schedule, examination office
follows the exam schedule

Administration department announces semester-wise End Term Examination schedule by
the first week of the start of each semester.

The schedules will be available on the Examination Notice Board as well as on the student
portal.

iv.  As per the exam schedule the faculty is informed about the submission of question papers,
refer Assessment and Grading policy of the university.
v.  Each faculty member is required to submit two sets of question papers one for the main
exam and one for the Re-sit exam.
vi. DYASS & Registrar is responsible to keep the question papers under safe custody till the
exam is conducted.
vii.  All the approved formatted question papers will have to be proof read by the concerned
faculty member to check for final correction and sign for confirmation.
viii.  All the approved question papers are printed 48 hours before the exam; sets are packed in
envelope and are handed over to the DYASS & Registrar for security and safety.
ix.  Allinvolved and concerned are required to keep strict confidentiality of the exam papers
X.  On the day of the exams the sealed papers are handed over to the invigilators 15 minutes
before the exam.
xi. Two weeks before the exams eligible students’ hall tickets are handed over to finance
department to handover to the students who have completed all the formalities.
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G. Online Assessment and Examination (If Applicable)

Regular trainings are provided to the faculty members to create online assessments using LMS
and online examination server so that they can create & conduct the assessments as per the
examination schedule, if applicable (Refer to Online Exam Conduct and Assessment Guide).
If applicable, faculty members should conduct formative and summative assessments as per
the Course Syllabus. E-learning committee in consultation with Examination Committee, and
Head- IT and Administration department ensure the safety sanctity of online assessment and
examination. Following initiatives have already been taken,

a.

b.

Online Exam server upgraded with Moodle System and Safe Exam Browser in order to

conduct online examination.

Use of E-Proctoring system to verify the integrity of the examination.

4. For secure and monitor the environment to prevent cheating.

5. locks the operating system and prevents unauthorized access to other pages, software
or communication tools.[Safe Exam Browser]

6. monitors all exam activity in real-time and will detect fraud attempts and report them
to the administrator.[using MS-TEAMS]

Faculty members are provided with regular training to conduct online examination

Monitoring & Exam schedule are prepared and communicated to all concerned by

administration department well in advance.

Maximum number of students for examination at a time will be restricted to manage and

utilize IT resources effectively.

E-circular is sent to the students for online exams by administration department

H. Notification of Exams

i.
ii.
iii.

Final exam schedule is notified to the students at least 2 weeks before the exams.
The notification is displayed on the notice boards and student portal.
The information is also displayed in the classroom notice boards.

iv.  Information to collect the hall ticket, clearance of all the dues including fee is clearly stated
and communicated to students by the administration department.

I. Post Exam Activities

i.  The examination committee is responsible to distribute the answer scripts to the concerned
faculty members

ii.  Along with the answer scripts a list of students appeared in the exam will be handed over
to the faculty members

iii.  Examination Committee will coordinate with faculty members to ensure timely evaluation
and submission of marks and grades by the faculty members.

iv.  All evaluated answer scripts, dissertation and project works need to retained by the faculty
members for preparation of course files.

v.  Submit areport at the end of examination in each semester
J. Re-Sit Examination
i. Re-Sit will be conducted only for courses of End Term Examinations based on
comprehensive syllabus. All other final assessments will have no re-sit examination.
ii.  Re-Sit of end term examinations will be normally held after 1 week of declaration of first-
sit results.

iii. = Students secured F (Fail) grade or D grade (in undergraduate course), C grade (in graduate
course) will be eligible for appearing in re-sit of end term examination, based on their
performance in the continuous modes of assessments. Otherwise students will be counseled
to repeat the course.

iv.  Re-sit examinations will be conducted as per the pre-released schedule.

AY 2021-22 SUC Policies & procedures manual Page

copyright©suc

ESTABLISHED 1990



A S TARLIoHED Toee
v.  Eligible students for Re-sit examination must apply for re-sit by paying applicable fee
during the mentioned time period.
vi.  Students failed in main examination and not applied for res-it or failed in re-sit need to
repeat the course.
K. Eligibility of the Student to Appear for Exam:

i.  Administration department finalizes the list of eligible students for the exam based on the
requirement of minimum 75% attendance for undergraduate and graduate students as per
the attendance policy.

ii.  All cases with exemptions will also be allowed to appear in final assessment, refer
attendance policy of the university.

iii.  Students notallowed to appear in final examination/assessment need to repeat the course.
iv.  Students who do not meet the requirement will be notified through email.

v.  Students who have short comings with necessary requirements (other than attendance)
for appearing for the exam will be informed to fulfill the requirements two weeks before
the exam.

vi.  Students having completed all the requirements and a clearance from finance will receive
a hall ticket.
vii.  Only students with valid hall ticket & ID card will be permitted into the exam.
L. Repetition of Course
In any one of the following condition, student have to repeat the course, when available by
paying applicable fee, which may also delay his/her graduation.
a. Student failed in Final Assessment and did not appear in Re-sit or Re-sit is not applicable.
b. Student failed in Final Assessment and Re-sit examination
c. Student not allowed to appear in Final Assessment.
d. Student missed the Final Assessment and does not appeal by applying for re-
sit/reconsideration within a week.
e. Student missed the Final Assessment and his/her appeal for re-sit/reconsideration is
denied by the Examination Committee.
M. Hall Ticket
The hall ticket contains instructions and rules and regulations a student has to follow during
the examination
Hall ticket is the exam admission slip issued for the students to appear in End Term or Re-sit
exam
Student has to carry the hall ticket and produce on demand in the examination hall. It contains
Student name, program, Date of Birth, gender, photo, course ID, student ID, Exam date, course
code and course name.
N. Invigilation
Administration department assist Examination Committee in the smooth conduct of
examinations including VIVA & scheduling of project presentations.
i.  Procedure For Invigilation Schedule
Step 1: Check the examination schedule to assess the invigilators requirement for the
smooth conduct of exam
Step 2: Verify the availability of Full time & Part time faculty.
AY 2021-22 SUC Policies & procedures manual Page
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Step 3: Assign the invigilation duty as per the teaching load assigned for the week. For the
Part time faculty members, the assignment of the invigilation duty is on the days of
their class schedule.

Step 4: Disseminating the role of invigilators duty

Step 5: Orientation of the examination to be carried out

Step 6: Invigilation schedule to be sent to all the invigilators 1 week before the exam.

Step 7: Any adjustments in the invigilation duty should be informed to the examination
committee before the schedule is published

Step 8: In case of emergency the faculty member should inform examination committee or

arrange for an alternative invigilator

0. General Instructions for Students during Examination
i.  Students must ensure they are aware of the dates and timings of all their examinations.
Students have to collect the Examination Hall Tickets from the Finance Department, after
having cleared any outstanding amount due to them.
ii.  Nostudentshall be permitted into the Examination hall/room without the Examination Hall
Ticket and Student Identity Card.

iii.  Students must note carefully his/her seat/examination hall/room number before
beginning of each examination session from details at which are available in student’s
examination hall tickets.

iv.  Students must sit for their examination at the desk bearing their number only.

V. Students must bring their own Pen, Pencils, Erasers, pencil-sharpeners, and Calculators.
Borrowing these things from others will not be allowed.

vi.  Students should deposit the mobile phones, all electronic gadgets, and handbags at the
designated room before entering the Examination hall/room.

vii. Language dictionaries [book] may be allowed but will be checked by invigilators for notes.
Electronic language dictionaries/translators will not be allowed.

viii.  Students will be permitted to enter the Examination hall and occupy their seats 15 [Fifteen]
minutes prior to the start of the examination.

ix.  All students should be seated and ready to begin three to four minutes before the
commencement of the examination so that any instructions from the invigilator can be
noted. An attempt will be made by invigilators to complete examination verification process
before the start of an examination.

X.  Students can leave the examination hall only after 60 minutes from the starting time if they
complete their exam.

xi.  Students must maintain silence at all times. If they need to draw the attention of the
invigilator, they shall do so by raising their hand.

xii.  Students must ensure that they are attempting the correct examination paper. For this, they
need to check the subject & version number of question in the paper carefully.

xiii. = The student shall enter her/his name, Enrollment ID number, and Course ID number on the
examination answer scripts as reflected on her/his identity card/ examination hall ticket.
xiv.  Students must comply with all the instructions on both the title page of the answer book
and the rubric of the examination question paper(s). In particular, a candidate should
ensure that he/she:
1. Writes his/her name on the title page of the answer book(s).
2. Write using pen for all examinations, on both the sides of the answer booklets.
3. Enters distinctly in the margin the number of the question being answered if required.
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Does not scribble or write on the desk or on any form of scrap paper whatsoever.

Does not remove pages from the question booklet / answer book.

Does not take question / answer booklet outside the Examination hall / room.

Clearly indicates any rough work in the answer book and strikeout by a single diagonal
line to avoid any confusion.

8. Any candidate caught in the act or believed to be using unfair or dishonest means shall
be informed by the invigilator. The invigilator shall endorse and withdraw the answer

No @k

book and the candidate will be issued a new answer book to continue the examination.

If the candidate refuses and rebels, the Administration and Security shall be informed.
Note: The previous [first] answer script(s) will be treated void. The decision to whether to
evaluate the subsequent [second] answer script or not will be made by the Examination
Committee and will be communicated to the students in writing. Such decision of the
Examination Committee cannot be challenged or overturned.

P. Students are strictly restricted from the following to avoid punishments:

i. To communicate or enter into any conversation with other students. whilst in the
examination hall before, during or after the examination, under any circumstances
whatsoever.

ii. To answer, under any circumstances what so ever, communications from other students.
iii. =~ To copy from one another under any circumstances.
iv.  To be involved in misconduct of any kind.
v.  Toleave their seats without the permission of an invigilator.
Vi. To carry any written material, slips, papers, etc. whether relevant or not into the
examination hall.
vii.  Any student requiring special arrangements or seating should put in an application to the
Student Services Department at least 48 hours before the examination.

Q. Security of Examination Centre and Process:
CCTV surveillance is activated to monitor security guards, locks, access control, fire protection,
automatic fire equipment, alarm systems and other systems assigned to protect persons,
property and process of examination.

R. Moderation and Publication of Results
i. Atthe end of the each semester/term examination

1. The examination committee is responsible for declaration of the result as per the
schedule after comparing the grades of the all courses of a cohort for any significant
deviations. In such cases examination committee will coordinate with IQRMC to resolve
the issue or recommend an appropriate decision for approval from Vice Chancellor.

2. The examination committee also coordinate with IQRMC for review and moderation of
student assessments (refer Assessment and grading policy of the university).

3. Examination Committee reviews and finalizes the grades of all courses of each cohort
and submits to the Vice Chancellor for approval before declaration of result.

4. The Examination Committee reviews the grade appeals by the students and genuine
cases will be sent for the necessary action
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ii. Preparation of grade report at the end of an academic year
Examination Committee reviews the grade reports prepared by Administration department
and submits to the Vice Chancellor for disseminating to departments for records and
display in Fact book and annual report.

3. m Curriculum Approval and Revision
Policy name Curriculum Approval and Revision Policy
Policy version Version 2

Standards applicable = MOE Standard 3: Educational Programs

Policy owner ADMINISTRATION
Date of recent 26 December 2021
modification

Verified by DYASS & REGISTRAR

This covers the procedure for the approval and revision of curricula, including individual courses (see
also Stipulation 2: Substantive Change).

A. Introduction
Development, Modification and Revision of the Curriculum at SUC are undertaken by the Program
Review Committee (PRC). Program Review Committee revisits the Curriculum every year and
reviews it on a cycle of four years. If these annual revisits indicate imminent need of a major change
within the cycle of four-year period, approval from the BOT shall be required.

The purpose of the program review is to review the currency, relevancy and competency of the
courses offered in the curriculum to achieve the program learning outcomes.

B. Formulation of committee
The PRC is formed by the approval of the Vice Chancellor. The members of PRC are appointed by the
Vice Chancellor based on the subject experts from each Major, Business courses, General Education
and Industry Professionals, Alumni, Current student representatives and DIRQAOA. The tenure of
the committee members is two academic years which can be extended to a maximum period of four
years. The responsibility to conduct the program review is with the IRQAOA Department of SUC.

C. Functions of the committee
i. Toreview the curriculum and learning resources in line with program objectives
ii. Toadd or delete courses based on currency, relevancy and competency required by the industry
in line with program objectives.
iii. To incorporate latest teaching methodologies for program effectiveness.
iv. To disseminate the outcomes of the program review to academics and the academic support
services department

D. Process flow
i. The requirements of the industry and trends in academia are reviewed periodically.
ii. Committee reviews the internal and external reports such as the Faculty Course Reports,
Internship, Dissertation, Employer Survey and Alumni Survey Analysis reports.

AY 2021-22 SUC Policies & procedures manual
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iii. Committee revises the Course Contents, Prerequisites, Structures, Sequences, Learning

Outcomes, Academic Strategies, Assessment Modes and Core Texts based on the reviews from
internal and external sources.

v. Committee forwards

Committee includes or discards courses from the curriculum
its recommendations to Vice Chancellor for review and for

recommendation to the BOT for approval

vi.

Implementation of the revised curriculum from the subsequent academic year.

E. Frequency of review/revisit and authority

Table 3.3.1
Responsible to Approval Responsibleto Frequency of Frequency of Review
Review and Authority implement Revisit
amend the
curriculum
Program Review BOT Vice Chancellor = Every Academic Once in four years
Committee and year

IRQAOA
Department

3.n INTERNSHIP/PRACTICUM
Policy number
Policy name
Policy version
Standards applicable
Policy owner
Date of recent
modification
Verified by

A. INTRODUCTION

ADMN_POLICY_10

INTERNSHIP / INTERNSHIP PROJECT POLICY
Version 3

MOE Standard 3: Educational Programs
ADMINISTRATION

20 December 2021
DEAN-SOB, DEAN-SOIT AND DYASS & REGISTRAR

The Internship is an important component of the undergraduate program of School of Business at

Skyline University College.

It's an experiential learning which provides an opportunity for the

student to apply the theoretical concepts learnt in the class room in an organization. It enables the

student to interact with various decision makers of the organization across all domain areas of

management. The student develops multi-dimensional decision-making skills and learns the art of

facing the day-to-day challenges involved in running an organization smoothly and successfully.

By working in an organization during the internship, the student gets exposed to the real-time

professional work environment, acquires both technical and soft skills and develops self-learning

capability. Italso provides the opportunity for the student to explore the areas of his / her interests

in pursuing future career.

B. OBJECTIVES OF INTERNSHIP

i.  To provide an opportunity for the students to apply the concepts learnt in real life situations.

ii.  To make them aware of the organizational culture and practices

AY 2021-22
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To create an awareness among students about their strengths and weaknesses in the work
environment.

To provide students a platform to take up on the job training and develop a network that will
be useful in enhancing their career prospects.

To equip the student with the knowledge of actual functioning of the organization and problems
faced by them for exploring feasible solutions and suggestions.

To provide an opportunity to get involved in research / project conducted by the organization
/ company.

INTERNSHIP LEARNING OUTCOMES
Gain meaningful work experience, which supplements knowledge acquired through academics
Demonstrate technical, analytical and communication skills
Demonstrate the ability to work in a team and learn work ethics
Apply concepts, tools and techniques independently in an organizational environment

CRITERIA FOR SELECTING INTERNSHIP SITE

SUC follows the below criteria for selecting the internship site to place the students for internship
during the study period. Upon satisfying the criteria, students will be oriented

i. The legal status of the company

ii. Verification of the company to the compliance of UAE labor laws
iii. Collection of Internship task description

iv. Assignment of onsite supervisor responsible to guide the student

v. Letter of agreement for accepting internship

INTERNSHIP FEEDBACK

At the end of the internship course, the External Supervisor and the student is required to provide
a feedback on specific parameters that would help in analyzing the way the internship was
conducted and in identifying the areas of improvement that will further help in the overall
improvement of the internship course.
The feedback focuses on following areas: are:

The adherence to the labor laws of UAE

The orientations carried out both at the University and work place

The clarity of job descriptions

The nature and scope of learnings are in line with the internship learning outcomes

Highlight the key areas of learning

Any difficulties or challenges faced during the internship

Provide suggestions for improvement

INTERNSHIP CREDITS & DURATION

The duration of the internship is for 16 weeks (180 hours). It is equivalent to three credits.

Due to the prevailing pandemic situation, the Covid-19 protocols of the respective organizations
must be followed by the interns which may allow to pursue the internship through onsite / hybrid
/ online.
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G. TYPES OF INTERNSHIPS

Skyline University College offers to types of internships one for non-working students and the
other for working students. The non-working students are expected to pursue the Internship and
submit an Internship Report. The working students are expected to submit an Internship Project

H. INTERNSHIP FACULTY SUPERVISOR WORK LOAD

Each intern allocated to the faculty supervisor will be considered as 0.25 credit hours of work load
in the allocated semester. Number of allocated internship students will be multiplied by per student
credit hours to arrive at the total internship workload of the faculty.

I. PROCEDURE OF INTERNSHIP: NON-WORKING STUDENTS

The non-working students should pursue an internship and submit an Internship Report as per the
guidelines below

i.  Students enrolled for academic internship have to fill the online internship form (see Annexure-
A).

ii.  Corporate Affairs Office will communicate internship opportunities to the students through
student’s portal and other means of communication.

iii. ~ Students need to go through the internship details and discuss with corporate office.

iv.  Students need to discuss the internship details with the concerned supervisor.

v.  Students should then make a decision whether to apply or not to apply for the internship.

vi.  Once student sends a written consent to corporate office he has to appear for the interview.

vii.  Ifafter giving consenta student does not appear for the interview it will be considered as chance
taken.
viii. A studentis given only two interview opportunities.

ix.  Once the internship of the student is approved from the provider (company), the Corporate
Affairs Office issues the Internship Kit to the intern which consists of internship handbook.

x.  The Student Handbook consists of all the guidelines, processes and evaluation criteria and
formats of reports (Initial, Interim and Final) to be submitted by the intern along with the
timelines.

xi.  Students are provided with a Faculty Supervisor based on the major area of internship to guide
the intern.

xii.  Throughout the internship, the intern is expected to be in constant touch with faculty and
organization / company supervisor.

xiii.  The Faculty Supervisor is also available through online platform based on the weekly schedule
of internship prepared and communicated to the intern and faculty supervisor by the
Administration Department

J. PROCEDURE OF INTERNSHIP - WORKING STUDENTS

The working student may pursue the internship in the same organization in which he / she is
currently working and submit an internship project as per the guidelines below.

i.  Students are required to fill an online registration form.
ii.  Corporate Affairs Office issues the Internship Kit to the intern which consists of internship
handbook and other relevant documents
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iii. =~ The Student Handbook consists of all the guidelines, processes and evaluation criteria and
formats of reports (Initial, Interim and Final) to be submitted by the intern along with the
timelines.

iv.  Students are provided with a Faculty Supervisor based on the major area of internship to guide
the intern.

v.  Throughout the internship, the intern is expected to be in constant touch with faculty and
organization / company supervisor.

vi.  The Faculty Supervisor is also available through online platform based on the weekly schedule
of internship prepared and communicated to the intern and faculty supervisor by the
Administration Department.

K. RESPONSIBILITIES OF COMPANY, COMPANY SUPERVISOR, FACULTY SUPERVISOR AND
STUDENTS
i.  RESPONSIBILITIES OF COMPANY AND COMPANY SUPERVISOR:

The employer where the intern registers for the internship will have following responsibilities

a.

The Company issues a signed agreement and letter of acceptance of internship to the
student indicating the a) Start Date and b) End Date

Company will develop a detailed job description for the student intern; discuss
requirements with the student intern.

Inform managers/supervisors/employees of the company of the internship program.
Company/organization will allocate dedicated Internship Supervisor to the student
who will evaluate student at the end of the Internship.

Company and Industry Supervisor will inform immediately to Faculty Supervisor and
SUC regarding any absenteeism of students.

Company will provide an orientation to the student and introduce the student to the
organization, the employee and the physical layout.

Give the intern the opportunities to apply education and skills. Assign duties (jobs) that
include elements of planning, designing, evaluating and reasoning.

The intern is provided with the opportunity to learn and progress

Company will provide opportunities for the intern to ask questions and discuss
progress.

Provide an evaluation of the student’s performance.

ii. RESPONSIBILITIES OF FACULTY SUPERVISOR

a. Faculty Supervisor of School of Business will assist the student with the selection and
planning of a suitable and manageable Internship title / topic / Task / Activity.

b. Faculty Supervisor will conduct initial orientation for the student and handover the
internship kit to the student which includes;

v W
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Internship Guideline
Internship Formats
Internship Evaluation Criteria
Meeting Schedule

Attendance Requirement
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¢. Faculty Supervisor will be accessible to the student for consultation and discussion of the
student’s Internship progress and research as per meeting schedule.

d. Faculty Supervisor will respond to student on internship work by regularly providing
constructive suggestions for improvement and continuation on the work submitted. The
feedback time for comments on work submitted should not normally exceed one week.

e. Faculty Supervisor will be responsible for evaluating the student’s internship report as per
the mentioned evaluation criteria and submit the final result to examination department as
per the schedule.

ili. RESPONSIBILITIES OF STUDENT

a. Students have to fill requisite form on line stating all the information required (Their area of
interest, industry they are preparing to enter in, industry they bar from internship, location
preference, and Visa detail.

b. Once company internship finalized, students will be allocated to SUC Supervisor and they
have to meet them as per agreed schedule till internship report is submitted. They are
required to participate in Internship orientation.

c. Students have to strictly adhere to the policy and timing along with Assignment entrusted to
them by organization. They have to report to industry mentor on direction of SUC guide.

d. Students have to religiously work in organization and contribute along with learning. It's to
be reminded that they are brand ambassador of SUCs and carry and maintain the high image
of SUCs.

e. Students are expected to pursue their internship as per the Job Description (JD) specific to
their major / concentration

f.  Students have to submit all the required reports and annexures as per the Internship Student
Handbook.

g. Students should present a summary of their internship at the end of it.

h. Student must catch up and meet deadlines related to internship of SUC.

i. Confidentiality of both organizations to be maintained by student to maintain high ethical
standards.

L. GENERAL GUIDELINES AND PROCESS OF INTERNSHIP
i.  Criteria for selecting Internship Company:
The following criteria are used in order to select the right type of organization for student

internships:
a. The company profile
b. The professional growth of the company
¢. The company’s national and international operations
d. The stability of the company
e. The size and operations of the company

ii. Process of Internship
a. During the Internship, the organization / company will assign a task/project / activity to
the student
b. Atthe end of internship, the student will submit a detailed report to the Faculty Supervisor,
School of Business, Skyline University College.
c. The report should reflect in depth study of micro problem, ordinarily assigned by the
organization where student undergoes Internship.
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d. The average size of Internship Report ordinarily will be 25 to 30 typed pages in standard
Times New Roman font size (12) and single spacing. The report will be typed in A-4 size

paper.
e. The detailed formats of Initial, Interim and Final Reports are provided in this handbook.

Please refer to each section for more details
f.  One spiral bound hardcopy along with softcopy of the internship report as per the
Internship Report Format need to be submitted to the faculty supervisor for review and

approval.

g. After the approval of the report by the faculty supervisor, THREE hardbound copies of
internship report (One Student Copy and Two Copies to Faculty Supervisor for
institutional purpose) shall be submitted for evaluation purpose and record.

M. INTERNSHIP STRUCTURE AND EVALUATION CRITERIA
Students who have spent 16 weeks of time at workplace as per SUC attendance policy will be
qualified for Internship Evaluation. Overall Internship will be evaluated in three phases.
Phase - I: Initial Report (Weightage-10%)
Phase - II: Interim Report (Weightage-40%)
Phase - III: Final Report (Weightage-40%),
Presentation and Viva (Weightage-10%)

The intern should give a presentation followed by a viva voce in the presence of an evaluation
committee consisting of a panel of faculty members.

Break-up of Internship Evaluation Criteria

Learning

Evaluation Component Weightage Evaluator
Outcomes
Initial Report 10% LO1: 10% Faculty Supervisor
20% LO1-10% Company Supervisor
Interim Report (Mid Evaluation) LO2-10% )
20% LO3-15% Faculty Supervisor
L04-5%
LO2-10%
Final Report (Final Evaluation) 40% LO3-15% Faculty Supervisor
LO4-15%
Presentation and Viva 10% tgi gz;z Faculty Panel

Total 100%

Grading of internship report will be done as per the policy of Skyline University College. The details of
each of the above mentioned three reports are as follows:
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N. INITIAL REPORT (To be submitted in Week-2) (Weightage: 10%)

An intern should submit an Initial Report after joining in the company and commencing the
internship task / project / work in the format as per Annexure - C to the Faculty Supervisor along
with the appointment letter issued by the organization / company.

0. INTERIM REPORT (To be submitted in Week - 9) (Weightage: 40%)

Interim Reportis a document submitted after the completion of the half of the internship. This report
should be submitted to the Company Supervisor and the Faculty Supervisor in the following format.
This report will be evaluated individually by both the Company Supervisor and Faculty Supervisor.

It carries a weightage of total 40% (Company Supervisor: 20% and Faculty Supervisor: 20%).

The contents of Interim Report should be as mentioned below:

a. Title Page - title of report, your name, place of Internship, training supervisor’s name and date,
and Faculty Supervisor’s Name
Table of Contents

c. Introduction

The introduction section of Interim Report should have the following contents
Title of Internship

Objectives of the Project / Tasks given to you

Purpose of your study / research

Company Profile (Vision, Mission, Goals, Objectives, Organization Structure)
Products, Services and Nature of Business

Industry Profile and Competition / Organizational Performance

oS Uk W

d. Main Body of Interim Report
The main body of the interim report should have the following contents

Nature of your work in the organization

Activities and tasks completed by you till the Interim Report

Methodology of completing the assigned tasks

Literature Review (from Research Articles / Newspaper articles / Web References /
Databases)

Challenges and learnings by the intern

Value-addition to you

Value-addition to the company

Action Plan for completing the remaining work

W

PN U,

e. References (only in APA format)

P. FINAL REPORT (Weightage: Report-40%, Viva and Presentation-10%)

The final report is submitted to the Faculty Supervisor by the intern after the completion of
internship. It is evaluated for 50% (Report: 40%, Presentation and Viva: 10%).

The Final Report should have the following contents.

a. Title Page - title of report, your name, place of Internship, training supervisor’s name and
date, and Faculty Supervisor’s Name

AY 2021-22 SUC Policies & procedures manual

Page
copyright©suc



i S
Feork
=4
oot

A
it |
.

U

ESTABLISHED 1990

Table of Contents

Latest CV

Initial Report

Certificate and Letter of Appointment from the Organization / Company
Acknowledgement

Consolidated Weekly Report

Introduction

Details of Work / Project

Methodology / Approach

> o Qo0 O

— -

k. Analysis and Interpretation

|. Conclusions

m. Recommendations / Suggestions

n. References (In APA Format)
Students will be given 10 minutes to present their internship report through a PowerPoint
presentation (Maximum 10 slides) followed by a viva for approximately 10 minutes. Faculty
Supervisors will guide the interns on contents of the presentation.

Q. DETAILED GUIDELINES FOR WRITING FINAL REPORT

All interns need to submit an internship report at the end of their Internship. The report should be
of minimum 3500 words.

The Final Report of Internship should be prepared as per the following format

a. Title Page - title of report, your name, place of Internship, training supervisor’s name
and date, and Faculty Supervisor’s Name

Table of Contents

Latest CV

Initial Report

Certificate and Letter of Appointment from the Organization / Company
Acknowledgement

Consolidated Weekly Report

Introduction

The Introduction section should cover the following contents.

S@ e AN

e Objectives of the Project / Tasks given to you / Title of the project
e Purpose of your study / research

e Company Profile

e Products, Services and Nature of Business

e Industry Profile and Competition

i. Details of Work / Project
This section should contain the following information
1. Task(s) assigned to you
2. Objectives of these tasks and your overall internship
3. Details of Responsibilities of the department assigned to you

j. Methodology / Approach
1. Identification of Problems / Issues in the Organization / Company

AY 2021-22 SUC Policies & procedures manual
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2. Literature Review (if required) from Research Articles / Newspaper articles / Web
References / Databases

3. Application of theoretical concepts studied by you

4. Abrief description of methodology adopted by you for completing the tasks assigned to you.

k. Analysis and Interpretation

Comparative Financial Performance of Organization / Company
Business Strategies of the Organization / Company

Analysis and Interpretation

Applications Technologies / Software

Creative and Innovative Practices

HR practices and Work Environment

Positive and the negative aspects of the Internship

Challenges faced during your internship

NN E WD

1. Conclusions
The conclusions of your internship work should be written here. These conclusions should
match with your internship title, objectives and purpose.

m. Recommendations / Suggestions
The student should provide the recommendations / suggestions for further improvement of
issues involved during the internship

n. Internship learnings and Takeaways
The student should list out the learnings and takeaways from the internship

0. References (In APA Format)

Please refer Internship Manual for BBA and BSIT for further details

3.0. Teaching and Learning Methodologies
Policy name Teaching and Learning Methodologies
Policy version Version 2

Standards applicable = MOE Standard 3: Educational Programs

Policy owner ACADEMICS

Date of recent 6 MAY 2020

modification

Verified by DEAN-SCHOOL OF BUSINESS AND DEAN-SCHOOL OF IT

Teaching and learning methodologies used in delivering a course play a very important role in engaging
students in this digital era. It is very important to ensure that faculty members are employing teaching
methods that are supported by appropriate technology and also ensure that the teaching and learning
materials and tools are appropriate to the subject being taught. Teaching effectiveness committee is
formed by the Vice Chancellor in consultation with the Deans which includes faculty members from all

AY 2021-22 SUC Policies & procedures manual
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the schools who conduct regular faculty development program by both internal and external resource
persons to ensure that faculty are provided information about best practices in teaching and learning.

A.

AY 2021-22 SUC Policies & procedures manual

COMMITTEE RESPONSIBLE FOR DEVELOPMENT, REVIEW AND IMPLEMENTATION OF
TEACHING AND LEARNING METHODOLOGIES

The Teaching Effectiveness Committee which is one of the standing committees formed under
the Institutional Effectiveness Committee is responsible for the developing, reviewing and
implementing the of the Teaching & Learning methodologies. The Committee is jointly chaired
by the Dean-School of Business and Dean-School of IT. If required, Dean of Schools may
recommend faculty or staff members to the Vice Chancellor for undertaking specific tasks.

RESPONSIBILITY OF THE COMMITTEE

The Committee ensures that faculty employ teaching methods that are supported by
appropriate technology and learning material and tools that are appropriate to the subject,
organize a minimum of four, faculty development programs in a year by both external and
internal experts on the best practices in teaching and learning, collect information from faculty
on various teaching methodologies used by them and also provide support and guidance if
required by the concerned faculty member. The Committee summarizes the teaching
methodologies followed by various faculty in a semester and share it with the entire team at the
end of the semester in order to evaluate the effectiveness of the teaching methodologies used
and provide a platform to share the best practices.

ROLE OF COURSE LEADERS

In each semester one internal full-time faculty will be appointed as course leader for each
course taught in different batches, who will meet the other faculty members teaching the same
course (full time and/or part-time) for at least three times in a semester. The first meeting is
before preparing the CDP where the team will decide on teaching methodologies to be followed,
assessments to be conducted and finalize the flow of course to ensure uniform academic
delivery across batches. The second meeting for mid-review and the third meeting is before
completion of the course to discuss about the progress of the course, issues faced if any and
finalize the assessments and discuss students’ performance.

ROLE OF THE FACULTY MEMBER

Faculty should select suitable teaching methodologies and incorporate in their course syllabus
(Course Delivery Package) to ensure that the learning objectives are met. The Deans along with
teaching effectiveness committee should ensure that faculty members are integrating key
employability skills such as innovation, entrepreneurship, teamwork and leadership in their
courses.

RESPONSIBILITY OF THE DEANS

The Deans of the respective schools will meet course leaders on a monthly basis to discuss
about the progress of the course and discuss issues related to the course. TEC will also submit
a monthly report on various teaching methodologies followed by the faculty members which
will help in reviewing the progress and implementation of new teaching methodologies in
various courses.

PROCESS FLOW
The faculty prepares CDP before the commencement of the course which is approved by the
Dean and VC. The course files submitted after the completion of the semester which is evaluated
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by Course-File Review Committee and DIRQAOA, and provide feedback to make the course
learning more effective.

STEPS:
i.  Faculty members prepare CDP before the commencement of the semester.
ii. Dean and VC will approve the CDP.
iii. = Monthly meeting of respective Deans with course leaders and TEC to monitor the
progress and submit the same to VC office.
iv.  Faculty will submit the course file with evidences of various teaching methodologies
used after completion of the course
v.  Course-File Review Committee along with DIRQAOA review the course files and provide
feedback to the respective Deans
vi. Teaching effectiveness committee conducts regular sessions for faculty to share their
own experiences of using various teaching and learning methodologies.
vii.  Regular FDP are conducted on various teaching new methodologies that can be used in
classes by internal/ external experts
viii. Dean, and DIRQAOA along with Teaching effectiveness committee identify various
teaching methodologies followed across the globe and look for the possibility of its
implementation in SUC.
ix.  Teaching effectiveness committee collects the details of various teaching methodologies
followed by faculty members in their courses and also provides required support in
implementing the new teaching technologies.

3.p. Course Syllabus.
Policy name Course Syllabus
Policy version Version 2

Standards applicable = MOE Standard 3: Educational Programs

Policy owner ACADEMICS

Date of recent 18 MAY 2020

modification

Verified by DEAN-SCHOOL OF BUSINESS AND DEAN-SCHOOL OF
IT

The main purpose of the Course syllabus is to provide students and other stakeholders understand how
the course will benefit the students in line with program and course learning outcomes and also have a
clear understanding of the requirements of the pre requisites required if any in doing a particular
course. Faculty members who are allotted the course will prepare the course syllabus (Course Delivery
Package) as per the Course Definite Document (CDD) and forwarded for the approval of Dean and VC.

A. COMMITTEE RESPONSIBLE FOR DEVELOPMENT, REVIEW AND IMPLEMENTATION OF
COURSE SYLLABUS

The Academic Planning and Operations Committee which is one of the standing committees
formed under the Institutional Effectiveness Committee is responsible for developing &
reviewing the course syllabus and ensuring its implementation by each faculty member

AY 2021-22 SUC Policies & procedures manual
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teaching the specific course. The Committee is chaired by the Vice Chancellor and comprises
of Deans from both schools and Head of General Education. If required, Dean of Schools may
recommend faculty or staff members, subject experts, industry experts to the Vice Chancellor
for performing specific tasks related to development and review of course syllabus.

RESPONSIBILITY OF THE COMMITTEE

The core members of the committee including Vice Chancellor, Dean-School of Business and
Dean-School of IT nominate one faculty member teaching the course to review the old course
reports, take inputs from industry and as per emerging trends and latest developments will
prepare the Course syllabus (CDP) in accordance with the learning outcomes of the program
and ensure that course learning outcomes are aligned with the program outcomes.

ROLE OF THE FACULTY MEMBER

Faculty members should also look at course topics and contents which will be taught in a week
and also plan for sessions to conduct assessments in the class, provide information about out of
class assignments, examinations etc. This should also include details of course text,
recommended readings, scheduling of field visits/industry visits/ laboratory sessions etc.
during the course. Once the course syllabus is prepared it will be submitted to Dean & VC for
review and approval.

CONTENTS OF THE COURSE SYLLABUS

Each course syllabus (CDP) should include course title and course code/ number, credit hours
(or equivalent), pre-requisites (if any) co- requisites (if any), name and contact information of
instructors, brief course description (as in the catalog), intended learning outcomes of the
course, linkages and contribution of course leaning outcomes to the program outcomes, course
topics and contents on a week-by-week basis including sessions for assessments, scheduling of
laboratory, studio, external visit and other non-lecture sessions, including online sessions as
appropriate, information on out of class assignments with due dates for submission, methods
and dates of examinations and students assignments including the relative weight of various
assessment elements in determining the course grade, teaching methods including any use of
online instructions, course texts and recommended readings listed in standard bibliographic
details and any other learning resources.

PROCESS FLOW

Faculty members are allotted courses to prepare course syllabus (CDP),
STEPS:
i.  Faculty members teaching the course will review the course reports of the faculty who
handled the courses earlier
ii.  Faculty members will prepare the CDP based on CDD and while preparing will update
reference textbooks, additional reading materials, online resources, case studies,
teaching methodologies, lab assessments, assessment methods, technology integrated
teaching methods to achieve the learning outcomes
iii.  After preparing the CDP it is sent for review and approval by the Dean and VC
iv.  After the approval of CDP, it is uploaded on the portal
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3. q Course File

Policy name Course File and Course Report Review

Policy version Version 4

Standards applicable = MOE Standard 3: Educational Programs

Policy owner IRQAOA
Date of recent 26 December 2021
modification
Verified by DIRQAOA
A. COMPONENTS OF COURSE FILE AND COURSE REPORT

ii.
iii.
iv.

Vi.
vil.

viil.

ix.

Xi.

B.

AY

Course file reflects how effectively the course was delivered during the semester and contents of
the course file are in line with Annex 16 of MOE-CAA Dec 2019 Standards. The course file should
contain following components:

syllabi for the current and most recent previous offerings of the course, including any summer
session offerings;

copies of all instructor teaching materials;
copies of all assessment instruments;
instructor worked answers and marking schemes for all assessment instruments;

examples from across the range of student performance of graded responses to all assessment
instruments;
student attendance data;
a comprehensive instructor review of the presentation of the course, covering:
a. appropriateness of the course learning outcomes;
extent to which the syllabus was covered;
extent to which learning outcomes were met (with evidence);
appropriateness of textbooks and other learning resources;
appropriateness of assessment instruments in relation to learning outcomes;
appropriateness of the balance of assessment;
appropriateness of prerequisites;
general comments on any problems encountered with the course;
quantitative analysis of student performance including individual student grades, both
cumulative and for each assessment, and grade distribution;

summary of student feedback on the evaluation of the course;
instructor's proposals for any course improvements;
summary of actions taken to improve the course.

S@ ™o a0 T

COURSE FILE SUBMISSION AND REVIEW PROCESS FLOW

The IRQAOA department ensures a comprehensive verification of the course file submissions to be
in compliance with the Annexure 16 of the MOE standards 2019. This evaluation of course files will
be undertaken in two phases. The first phase comprises of complete review of course files by the
discipline / course leaders along with the Associate Dean and the team of experts for it's
completeness of all the documents required. A completed course file will be submitted to IRQAOA
department after which the Director of IRQAOA forms teams of experts from both the schools to
review the files and submit their findings for completeness, academic delivery and maintenance of

2021-22 SUC Policies & procedures manual
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desirable rigor. The findings of the committee along with DIRQAOA comments will be forwarded to
respective Deans for improvements and implementation in the future conduct of the courses. The
Course files including the course reports are maintained in hard and soft copy

i.  Faculty members prepare their course file and course report as per the Course File Checklist
and course report format
ii.  Faculty submits the course file to Respective Dean’s office/Head of General Education
iii. = Dean’s office/Head of General Education assigns internal reviewers consisting of discipline /
course leaders along with the Associate Dean and the team of experts to review the course file
for completeness
iv.  Faculty member and internal reviewer signs the course file check list form for ensuring the
completeness of the course file
v.  Course files are then forwarded to IRQAOA
vi.  DIRQAOA allocates course files to the Quality Assurance Committee comprising of subject
experts selected as and when required
vii.  The comments of Quality Assurance Committee are compiled and forwarded to the Deans to
be used for improving the delivery of the course and is also used for faculty performance
evaluation.
Course file review reports are forwarded to Dean of respective schools/Head of General
Education who conducts meeting with faculty members and discusses the course file review
comments along with the student feedback analysis report, LO analysis, exam result analysis
for improving the course delivery in future
ix. IRQAOA department prepares the summary report on course reports and course file
evaluation and forwards it to Program Review/Revisit Committee at the end of the year
x.  Program Review Committee reviews the report and provide recommendations to be
implemented in the curriculum during its review process

viil.

Course files submission and Review Responsibility

Course file Phase 1-  Phase2- Course file  Implement @ Revie | Timel
Submission @ Course file Course review ation of w of ine
internal file Meeting with | previous course
review review Faculty course report
team and members report sugges
Evaluatio suggestions | tion
n
Faculty Discipline  DIRQAOA, Dean of = Faculty Progra At the
Members / course Quality respective Members m end of
leaders, Assurance @ schools / review | every
Associate committee = Head of semes
Dean and including @ General ter
the team of = Subject Education
experts Experts
Note:
Please contact IRQAOA department for below mentioned documents:
1. Course Syllabus Format
2. Course File Submission checklist
AY 2021-22 SUC Policies & procedures manual Page
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3. Course File evaluation report format
4. Course File Internal review and checklist form

5. Course report format
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3.r Class Size

Policy name CLASS SIZE POLICY

Policy version Version 4

Standards MOE Standard 3: Educational Programs
applicable

Policy owner Administration

Date of recent 26t December 2021

modification

Verified by DYASS & REGISTRAR

A. INTRODUCTION

The Class Size is based on a number of factors like areas of study (namely general education,
business courses and majors /concentrations), number of enrollments, nature of the course
delivery (lecture, lab session), class seating capacity, number of cancellations/ dropouts /
postponements, progression rate, teaching load of faculty and operational & financial feasibility.

The Class Size policy at SUC is subject to changes due to variations in internal resources availability
and external factors in the region. The changes in the class size are carried out through the process
as established in this policy document.

The AAC determines the class size based on the above factors. Any amendments in the existing class
size policy are done after receiving inputs from the Administration, Finance, Library, Computing
and Student Services Department. The information is initially sent to VC, which is then placed in the
BOT meeting for approval. Upon approval by the BOT, VC forwards the information to the
departments for planning the operations

AY 2021-22 SUC Policies & procedures manual
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B. PROCESS FLOW FOR FORMULATING AND AMENDING CLASS SIZE POLICY

[ INPUTS FROM DEPARTMENTS ]
[ e ]
v
v ]
[ VC SUBMITS TO BOT FOR APPROVAL ]
[ APPROVAL BY BOT ]
*
DISSEMINATED TO DEPARTMENTS
FOR PLANNING AND OPERATIONS

C. CLASS SIZE LIMITS

The Class Size policy encompasses both the lower and upper limits of the number of students in each
class.

i.  Undergraduate Class Size Limit

The minimum and maximum class size for lecture and lab sessions for General, Business /Core
and Major / concentration courses is given below:

Areas of study Minimum Maximum class size

Ak ke Lecture Lab session
General Education courses 10 50 40
Business / Core courses 10 50 40
Major/ concentration courses 6 40 40

ii. Graduate Class Size Limit

The minimum and maximum class size for lecture and lab sessions for Core and concentration
courses is given below:

Areas of study Minimum class size Maximum class size

Lecture Lab session
Core courses 10 45 35
Concentration courses 6 35 35

D. IMPLEMENTATION OF CLASS SIZE POLICY

Number of students in each class should follow Class size limit mentioned in Section IIl above.
Following measures are adopted by SUC, when the class size falls out of the permitted limits:

AY 2021-22 SUC Policies & procedures manual
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i.  Students are required to sign an undertaking at the time of admission by giving specific choice
for any one additional major / concentration from amongst those offered at SUC which will be
considered in case the class size policy is not met

ii. In case, number of students exceeds the maximum class size for undergraduate or graduate
courses, the class will be further divided into smaller sections to meet the class size policy.

iii. In case number of students falls below the minimum class size for undergraduate or graduate
courses, SUC provides following options to the concerned students:
a. IF CLASS SIZE IS NOT MET AT THE BEGINNING OF THE BATCH/ COHORT
1. Student will be shifted to another major / concentration as per the undertaking form
signed by the student at the time of admission in which case the fees paid will be
adjusted
2. If the student, after shifting to another program at SUC, wishes to cancel his admission
within one week of commencement of the semester, fees paid will be refunded.

b. IF CLASS SIZE IS NOT MET AT ANY STAGE DURING THE CONDUCT OF THE PROGRAM
a. If the class size policy is not met at any stage during the conduct of the program, the
student will be shifted to another major/concentration as per the undertaking form
signed by him at the time of admission. After joining the new major / concentration and
if the student is not satisfied and decides to cancel within one week of the
commencement of the semester, fees paid for the semester will be refunded. However,
if he cancels after one week of commencement no refund will be applicable.
b. Student may cancel his admission and transfer to any other University. In such case the
required letters will be given by SUC to the student at no additional charges. The
transcript for the completed courses will be given provided no dues are outstanding.

c. IF CLASS SIZE IS NOT MET FOR GRADUATING STUDENTS
a. Incase minimum class size is not met for graduating students, the student can complete
the remaining courses from other University by seeking transfer of credits from SUC.
b. In case the courses are not available in other university, SUC may request the MOE for
offering independent study and upon approval from MOE, the student can continue at
SUC. In this case there could be a possibility of some delay till the MOE approval is
received.

3. s. Intensive Modes of Course Delivery
Policy name Intensive Modes of Course Delivery
Policy version Version 1

Standards applicable = MOE Standard 3: Educational Programs

Policy owner ADMINISTRATION

Date of recent 16 July 2019

modification

Verified by DYASS & REGISTRAR
Introduction

According to the MOE 2019 standards, The term —intensive modes of delivery refers to courses that
are offered over a shorter duration than the generally accepted period of a standard —semester|| (15
to 17 weeks) or —weekend|| (9 to 12 weeks).

AY 2021-22 SUC Policies & procedures manual
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The academic courses conducted under intensive modes of delivery should be for 6 to 8 weeks and a
maximum of two courses can be offered for both graduate and undergraduate level programs. It is
important to ensure sufficient time for preparation, reflection, analysis, and the achievement of
learning outcomes are adequately met through student learning engagement activities. The classes will
be as per the standard duration of 1 hour per class and total number of credit hours are completed
within the stipulated intensive mode of conducting the program.

il.

iil.

iv.

Vi.

students are fully informed of any modifications that may have been made in operations or the
delivery of its academic programs in order to accommodate the shortened duration of the course
or program;

Students in courses offered through intensive modes of delivery have comparable duration of class
contact time, and comparable expectations for out-of-class study time, as in the same courses
offered during the regular semester or term;

The full content of the approved syllabi will be taught during the condensed period;

Learning outcomes of the courses and programs are achieved by all enrolled students;

SUC’s academic support services (Student services, Administration, Finance), learning support
services (library and IT) and other facilities (canteen, health and sports facilities) are available
during the shortened term

Faculty workload will include the courses which are conducted under the intensive mode of
delivery

3. t. Academic and behavioral Misconduct.

Policy name Academic Misconduct.

Policy version Version 2

Standards applicable = MOE Standard 3: Educational Programs

Policy owner Academics

Date of recent 20 December 2021
modification

Verified by DIRQAOA

A. Types of Violations

AY 2021-22 SUC Policies & procedures manual

Any violation of the code of conduct as specified in the student handbook is liable for punishment.
Some of the specific violations could be:

i  Academic dishonesty, cheating, using unfair means in exam

ii Any misbehavior or misconduct, which may distort the image of the SUC.
iii Misconduct in classroom, computer lab, or library.

iv Any insult to faculty or staff members.

v Any damage to SUC property.

vi Any misconduct during exams.

vii Moving around as couples.

viii Dress code

ix Fighting.
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B. Disciplinary Action Committee

In order to make fair decisions on any misconduct/ misbehavior or violation of a student, a

disciplinary committee called Disciplinary Action Committee (DAC) is in place. The objective of this

committee is to hear from the student and the complainant involved in such an actin order to decide

the course of action to rectify such misbehavior / misconduct in the future. The administration
department will present the case to the committee at the time of meeting /hearing. The DAC
consists of:

1.

© N WD

Chairman of DAC Committee

One faculty member teaching the student who has been called for hearing
Vice Chancellor

DYASS & Registrar

Dean of Student Affairs

The Advisor of the student

Class Representative

Head - Administration Department

The decisions made by this committee is communicated to the student concerned, copy of the
written decision is filed in the student’s file and the punishment decided by the committee
should be served by the student.

C. Levels of Disciplinary Action, Responsible Authority

1.
ii.
iii.
1v.

vi.
Vii.
viii.

Verbal warning - Admin

Written warning - Admin (Maximum 2 written warnings)

Depriving the student of some privileges — Admin (1 to 2 weeks)

Preventing the student from attending SUC - Temporary Admin (Suspension not
exceeding 7 working days)

Suspending the student for more than 7 working days - Disciplinary Action Committee
Permanent expulsion from SUC - Disciplinary Action Committee

Canceling registration the academic degree given to the student

SUC Management can cancel the degree in case of any falsification or deceit information or
records is discovered after the completion of degree

The level of disciplinary action will depend on the number of, and/or the extent of violation.
Registrar & DYASS carries the right to apply any level of punishment depending on the seriousness
of indiscipline act committed by the student.

3u: Independent study Policy

‘Policynumber  ADMNPOLICY.A4

Policy name Independent study Policy

Policy version Version 1

Standards applicable = MOE Standard 3: Educational Programs
Policy owner ADMINISTRATION

AY 2021-22 SUC Policies & procedures manual
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Date of recent 16 July 2019
modification
Verified by REGISTRAR

SUC offers Independent study for courses which are not offered or scheduled so as to facilitate
students to complete the graduation requirement as per the course plan. SUC shall offer an
independent study under following conditions:

1. The batch does not meet the minimum class size policy or the student unable to attend the
regular class due to medical reasons or emergency duties of the government or in
attendance of the parental obligations
SUC is unable to offer the course as a regular class

A student/(s) who is/are graduating within the academic year
Student is in good standing with the required CGPA to graduate
A maximum of 3 credits can be offered

o 1k WD

Faculty member shall be allocated to the independent study students
7. Minimum of 15 contact hours for a three credit course needs to fulfilled as per schedule

The conduct of the course should maintain the same level of academic rigor, assessments and
evaluation that fulfills the CLO requirement of the courses offered as a regular course.

3v: Duplicated courses policy

Policy number ADMN_POLICY_24

Policy name Duplicated Courses Policy

Policy version Version 1

Standards applicable MOE Standard 3: Educational Programs
Policy owner ADMINISTRATION

Date of recent modification 2 6 December 2021

Verified by DYASS AND REGISTRAR

In order to avoid candidates duplicating their studies by repeating the courses that contain similar
knowledge or skills which have been acquired either by certificates or diploma or work
experiences, SUC provides for accommodating students with prior learning through their RPL
policy. Refer to RPL policy for details.

The courses which have been exempted or equated with the prior learning will not be awarded any
credits but such courses will appear on the transcript without credit value.

There can be situations in which the student may end up with duplicate credit in any of the
following ways:
i. By wrongly enrolling in courses and completing a course for which they have already been
awarded external credit (via transfer, away, departmental or advanced placement credit).
ii.  Byenrolling in and completing a course that they have previously completed for credit

Duplicate credits are resolved in the following ways:
i In the first case mentioned above, the external credit shall be deleted.

AY 2021-22 SUC Policies & procedures manual
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ii.  Inthe second case of duplicate credit, the repeated course credit shall be considered for
calculation of the Grade Point Average as well as to the student's total number of credits.
However, credits of both courses will be reflected in the transcript.

3w: General Education policy

Policy number ACAD_POLICY_09

Policy name General Education Policy

Policy version Version 1

Standards applicable MOE Standard 3: Educational Programs
Policy owner ACADEMICS

Date of recent modification 26 December 2021

Verified by DEAN-SCHOOL OF BUSINESS AND DEAN-SCHOOL OF
IT

A. Introduction
As per the CAA Standard 3 on educational program, under sub point 3.6 general education
requirements are to be met in order to provide a broad based education background for the
students at the undergraduate program. The curriculum management policy ensures that the
requirements of general education are met while planning their program.

B. Guidelines of the policy
i.  To offer at least 21 credits hours of general education courses throughout the curriculum
that encompass the broad based education for the students.
ii.  General education must include at least one of the following courses
a. English
b. Arabic language
c. Islamic Studies.
d. UAE studies
iii.  Apartfrom the above; a course in innovation, entrepreneurship and sustainability should be
incorporated into the General Education program, unless it is addressed in other courses
across the institution’s programs.

C. Formation of the committee
The committee comprises of Dean and associate deans, course leader and subject experts as
deemed necessary.

D. Tenure of the committee
The tenure of the committee is two years from the date of formation

E. Responsibilities:
i.  To conduct meetings and discuss the requirements of General education program
ii.  Torecord and maintain minutes of the meeting
iii. = To assess and ensure general education program requirements are met and in compliance
with the standards as and when required
iv.  To develop and design general education course syllabus meeting the internationally
acceptable levels.

AY 2021-22 SUC Policies & procedures manual
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v.  To define and measure the General education learning outcomes with reference to students
achievement.
vi.  Toreview and prepare self-evaluation report.
AY 2021-22 SUC Policies & procedures manual Page
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MOE STANDARD 4. RESEARCH AND SCHOLARLY ACTIVITIES

4.a RESEARCH SUPPORT

A

B.

AY 2021-22 SUC Policies & procedures manual

Policy number RESR_POLICY_01

Policy name RESEARCH SUPPORT

Policy version Version 4

Standards applicable MOE Standard 4: Research and Scholarly Activities
Policy owner RESEARCH AND SCHOLARLY ACTIVITIES COMMITTEE

Date of recent modification 20 December 2021
Verified by VICE CHANCELLOR

INTRODUCTION

Skyline University College (SUC) encourage faculty members to be actively engaged and make
remarkable impact in academic, industry and social research by publishing in peer reviewed
journals, international conference presentations, participating in seminars and collaborative work
with industry, universities and research organization from UAE, MENA and rest of the World.

SUC offers an academic & financial support to Faculty members to initiate a research preferably an
applied and good quality in all areas of Business Management, Social Sciences, Tourism and
Language domains, computing and information technology. Interdisciplinary research is
encouraged in various application fields looking at current and future trends of innovation and
execution. Faculty members are encouraged to conduct good research in their own areas of broad
specialization. Generally, IT & Business Education provides a solution to enterprise word wide and
contributes to the practical aspects for students’ learning, in this connection, Research & Scholarly
Activities Committee (RSAC) will also maintain a research culture in order to explore relevant
research areas and identify funding opportunities for Faculty and Students.

GOALS

i. To provide a positive environment for research activities to enhance research engagement and
impact.

ii. To develop a quality research and inventive work to publish and share it within and outside
the university through the following:

Case Study/ White papers

Innovative Projects

Knowledge updates and Industry Updates

Consultancy

Newsletter

Social Media Contents

Solutions to industry, governance and social issues

Article publications in quality and indexed journals

Skyline Business Journal & IT Journal

Industry, government and social forums

Copy rights and Patents

New ventures

—RTC @ ,e AN oD
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C. STRUCTURE OF THE RESEARCH AND SCHOLARLY ACTIVITIES COMMITTEE

VICE CHANCELLOR

HEAD-RESEARCH AND
INNOVATION

RSAC

FACULTY- SCHOOL OF FACULTY — GEN: EDUCATION FACULTY —SCHOOL OF IT
BUSINESS

D. STRATEGIC PLAN

The Research & Scholarly Activities Committee (RSAC) receives directions from the strategic plan
which is core for planning of the Research and development activities. The RSAC defines its
direction, and makes decisions on allocating its resources for research, innovation, patent, project,
conference participation, case study development, patent, project and knowledge updates through
the strategic plan which is being reviewed yearly.

E. RESEARCH STRATEGY
The Skyline University College Research Strategy 2017-22 aims to:

The SUC research strategy 2017- 22, aspires to substantially increase both the quality and
quantum of its research output and impact.

This strategy acknowledges our research areas and seeks new opportunities to foster, extend and
capitalize upon these existing strengths, to ensure that SUC-Research means excellent quality
research.

F. ROLE OF RSAC
A. To ensure excellent research support services and mentorship.
B. A commitment to quality in research, consultancy, projects and publication.
C. To foster collegiality and to create conducive environment for research, consultancy and
projects.
D. To ensure full compliance to ethics and values in all research and scholarly activities.

AY 2021-22 SUC Policies & procedures manual

Page
copyright©suc



,.I'MU
f el

Q

by
N7
i
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G. APPOINTMENT & REMOVAL
The chair of RSAC is Head-Innovation and Research and the members are appointed by the VC on
recommendation of Deans and Head-Innovation and research. RSAC will be an IE committee led
by Head-Innovation and Research.

The continuation or removal of the chair and members is based on the performance appraisal
during the tenure.

H. OVERALL RESPONSIBILITIES OF THE RSAC

i. Review of faculty candidate profile (if required)
ii. Mentoring for new faculty members on research and scholarly activities
iii. Identification of good conferences and sharing of information
iv. Review of Internal/External Research Projects, Consulting and Fund allocation
v. Feedback on Conference attending proposals with paper presentation
vi. Review of conference conducting, and other research program proposals
vii. Feedback on Post Conference Presentation
viii. Facilitating in developing Cases to get it published and used for Class Delivery
ix. Managing Case Study Center
x. Managing Knowledge and Industry updates
xi. Managing Newsletters
xii. Conducting bi-annual research forums/ seminars
xiii. Look for collaboration with other research organization worldwide
xiv.  Planning for Future Research Strategy
xv. Providing support in improving quality of student’s research projects
xvi. Encourage students for participating in Research/ Innovation contest
xvii. To organize International conferences with recognized international bodies once in a year for
School of Business & School of IT alternatively
xviii. Promote Interdisciplinary research at SUC
xix. To coordinate with Skyline Business Journal Editorial team and ensure its smooth
publication as per the timelines
xx. To promote all research and scholarly activities related to faculty members and students.
xxi.  To develop a research culture of collaboration.
xxii. Coordinate with faculty members to contribute for Knowledge and Industry updates.
xxiii. Research updates to office of VC and external regulatory authorities through Dean’s offices-
Business/ IT
xxiv.  Coordination with Faculty for Conference presentations
xxv. Motivate and enable faculty members to publish in quality and indexed journals.
xxvi. Provide support in maintaining database of all research activities related to Skyline
University College

AY 2021-22 SUC Policies & procedures manual

Page
copyright©suc



[. RSAC'S KPIS

ESTABLISHED 1990

SNO Goals/Objectives Measurement Analysis | KPIs Benchmark
Goal 1 To provide a positive environment for research activities to enhance research
engagement and impact.
1.1 To support and No. of faculty attending | No. of faculty 90%
Objective | encourage research research training, members
activities that will industry workshop, participate in
promote professional | Case study workshop, research
growth and actively participate in activities
recognition of faculty | Research forum and
members. any other
innovative research
1.2 To develop a No. of collaborative No. of One activity
Objective | creative research activities with collaborative every year
partnership for organizations related to | activities (Collaborative
projects & research, projects, cases research
consultancy with and knowledge sharing. publication, Case
businesses, writing etc.,)
universities,
government &
nongovernmental
organizations based
on mutual benefits
1.3 To strengthen and Research collection in No. of research 10 %
Objective | update library and IT | library journals, online journals in Increase every year
resources to support | databases, industry and | library. Updated
research activities research reports, IT databases,
systems and software systems and
etc. software,
directories etc.
1.4 To provide research Utilization of
Objective funds to academic staff research funding
and students for by faculty and
research & other students for the
scholarly activities. projects,
consulting,
conferences,
publication and
other research
activities in one
Goal 2 To develop a quality research and inventive work to publish and share it within and

outside the university.
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21 To facilitate faculty No. of high quality To publish 75 80% of faculty to

Objective | to publish & present | research publications & research Publish one good
quality research conference presentations | papers in Scopus quality research
work in relevant in a year. No. of Indexed Journals.
discipline/ publications in progress.
specialization and
interdisciplinary

2.2 To facilitate faculty No. of relevant projects/ | Two projects 70% of the faculty
to carry out Consultancy/ Case which can be to
Projects/ studies developed by converted into showcase project
Consultancy /Case faculty and in progress in | startups. One /publish one case
studies in relevant a year at national consultancy and study
discipline/ /international five case studies.
specialization and competitions or forum.
interdisciplinary
fields.

2.3 To disseminate the No. of knowledge & Timely 100%
knowledge & research updates publication of SB] compliance of
research updates disseminated to and dissemination
through SBJ/ stakeholders in a year. dissemination calendar
newsletter/ No. and quality of SBJ of knowledge
Knowledge Update/ | publications. updates
online marketing
forum/social media

AY 2021-22 SUC Policies & procedures manual Page
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J.  RSAC SPECIFIC POLICIES
i.  RESEARCH SUPPORT (RESEARCH, CONFERENCE PARTICIPATION/ INDUSTRY
CONFERENCES, PUBLICATION, PROJECTS/CASE STUDIES)

Policy number RESR_POLICY_01
Policy name RESEARCH SUPPORT
Policy version Version 3
Standards applicable MOE Standard 4: Research and Scholarly Activities
Policy owner RESEARCH AND SCHOLARLY ACTIVITIES COMMITTEE
Date of recent modification 31 AUGUST 2021
Verified by VICE CHANCELLOR
a. Introduction

AY 2021-22 SUC Policies & procedures manual

Research and Scholarly Activities committee will cover all research related activities of
School of Business & IT, Skyline University College and will facilitate the Faculty
members to perform as expected by the University. Research & Scholarly Activities
Committee(RSAC) will also maintain a research culture in order to explore relevant
research areas and identify funding opportunities for Faculty and Students.

Purpose

The purpose of the RSAC is to create a research environment, improve quality of paper
publications, Participation in quality conferences and write cases/Project showcases
/Business cases as required at under graduate and graduate levels.

Time line

All research and scholarly activity record will be collected and maintained as soon as
they occur, but for research points for faculty members, reward and award will be
based on considering research and scholarly activity happened during September 1 to
August 31 (inclusive of both days) for an academic year.

Categories of Faculty Research
The Intellectual contributions of faculty member may fall into any of the following
three categories:

1. Basic or Discovery Research is directed toward increasing the knowledge base and
the development of theory.

2. Applied or Integrative /Application Research draws from basic research and uses
accumulated theories, knowledge, methods, and techniques to solve real-world
problems and/or issues associated with practice.

3. Teaching and Learning Research explores the theory and methods of teaching and
advances new understandings, insights, content, and methods that impact learning
behavior.

Definition of Participating and Supporting Faculty
SUC regards all its full-time faculty as participating and part-time/adjunct faculty as
supporting faculty. The definitions are as follows.

1. A participating faculty member is employed full-time to carry out teaching and
research responsibilities and actively participate in the school’s primary academic
activities through active participation in the school, including serving on committees,
advising and guiding students, regularly participating in engaging students through
student clubs and committees, and dedicate time for growth and progress of the
school. Examples of the expected engagement are shown in Table A
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2. A supporting faculty member is employed part-time to carry out only teaching (up
to a maximum of six credits per semester) and related student responsibilities, as
indicated in Table A.
Table A - Participating and Supporting Faculty Responsibilities

Participating Faculty Engagement Supporting Faculty
Engagement

Teaching undergraduate or graduate 1. Teaching graduate or
students undergraduate student sup to
Research and scholarly activities a maximum of 6 credits per
Strategic planning semester

Academic planning and operations 2. Academic advisers to
Development of courses and programs students

Curricular reviews 3. Examination invigilation
University and School committee duties

members

8. Guide to part-time faculty

9. Academic advisers to students

10. Administration and examination
11. Examination invigilation duties
12. Student support and engagement
13. Community engagement activities
14. Corporate relations

15. Academic administrative work

=

Nouswbd

f. School of Business Faculty Qualifications

SoB has developed faculty qualification criteria (see Table E) to qualify faculty as
Scholarly Academics (SA), Practice Academics (PA), Scholarly Practitioners (SP), and
Instructional Practitioners (IP). The faculty not qualifying for one of these categories is
regarded as Additional (A). To maintain faculty qualification status in one of the above
AACSB categories, the faculty is expected to fulfill initial academic criteria, sustained
scholarly engagement (SSE) (see Table B), and other sustained engagement (OSE) [see
Table C and D] areas to maintain status in any of the AACSB categories. Faculty whose
initial academic and sustained engagement do not meet the criteria established by the
SoB for SA, PA, SP, or IP status will be classified as “Additional” Faculty.

Based on the AACSB Faculty Qualifications Model, SoB has developed initial academic
criteria and criteria to sustain faculty qualification status in the AACSB Faculty
categories. The following are the initial academic criteria and sustained scholarly
engagement (SSE) and other sustained engagement (OSE) expectations of faculty
qualification and sufficiency ratios in SoB:

g. Initial Academic Criteria for Scholarly Academic (SA) and Practice Academic (PA)

1. Faculty member possess doctoral degree in a business management discipline
relevant to teaching

2. Faculty members with fresh doctoral degrees are automatically SA or PA for five
years from the date of referral of the terminal degree.

3. Faculty members with doctoral degrees in law or Maters’ Degree in law teaching
business law courses will be considered appropriate for SA for five years from the
date of conferral of the terminal degree.

h. Initial Academic Criteria for Scholarly Practitioner (SP)
Master’s degree in a discipline relevant to teaching + Minimum 3-5 years of significant
experience relevant to the field of teaching

AY 2021-22 SUC Policies & procedures manual
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i. Initial Academic Criteria for Instructional Practitioner (IP)
Master’s degree in a discipline relevant to teaching + Minimum five years of significant
and substantial professional experience

Table B-Sustained Scholarly Engagement (SSE) for SA/PA/SP/IP

Faculty Status | Sustained Scholarly Engagement (SSE)
Scholarly Research paper published in peer-reviewed journals indexed with ABDC or
Academic SCOPUS or Web of Science or SCIE/SSCI/ESCI database.
(5A)
Practice 1. Research paper published in peer-reviewed practice focused journals of
Academic repute as per list of journals approved by Dean (see Table F)
(PA)
Scholarly 1. Research paper published in peer-reviewed journals indexed with
Practitioner SCOPUS/ Web of Science or SCIE/SSCI/ESCI database.
(SP) 2. Research paper published in other peer-reviewed national and
international journals in a field relevant to teaching as approved by Dean.
Instructional | 1. Publication in peer-reviewed practice focused journal in a field relevant
Practitioner to teaching (see Table F).
(IP)
Table C- Other Sustained Engagement (OSE) for SA and PA
Faculty Other Sustained Engagement (OSE)
Status
Scholarly 1. Paper presented at national and international conference/ symposium
Academic and publication in conference proceedings.
(sA) 2. Publication of Scholarly Text Book (considered as equivalent to 1 PSA
for SA)

3. Publication of peer-reviewed cases/ case studies

4. Publication of Chapter within a book

5. Publication of Book Reviews

6. Served or serving as Editor/ Associate Editor/Co-editor in refereed

journal or Conferences

7. Served or serving as a Reviewer of national and international journals
or Conferences

8. Scholarly Award / Research Award received within last five years in
teaching discipline outside SUC.

Practice 1. Developed and delivered programs for professionals, short-term

Academic executive program for academic institution/ company in past five years

(PA) or delivered a workshop, Training, and Seminars outside SUC in past
five years.

2. Leadership position with any association, or served on the board of a
company in past five-years

3. Continued Engagement with not-for-profit in last five-years.

4. Academic Awards and Recognitions received between in past five years
outside SUC

5. Continued Consulting assignment as approved by Dean

6. Chair / Board Member/ or serve on a leading role in academic
institutions outside SUC in past five-years.

7. Actively engaged as an advisory member on the board of directors

8. Publication in practice-focused business magazine such as Harvard
Business Review, Financial Times, Forbes Wall Street Journal, Business
Line and in other equivalent magazine

AY 2021-22 SUC Policies & procedures manual
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Table D- Other Sustained Engagement (OSE) for SP and IP

Faculty
Status

Other Sustained Engagement (OSE)

Scholarly
Practitioner
(SP)

1.

oUW

Paper presented at national and international conference/ symposium
and publication in conference proceedings in past five years.
Publication of peer-reviewed cases/ case studies

Publication of Chapter within a book in past five years

Publication of Book reviews in past five years

Research Awards and Recognition received in past five years
Maintenance and Acquisition of Professional Certifications with
emphasis on business management teaching.

Active Professional Membership with Professional Bodies relevant to
business management education

Served or serving as Editor/ Associate Editor/Co-editor in refereed
journal or Conferences

Served or serving as a Reviewer of national and international journals
or Conferences

Served at academic advisory role in higher education/ research center/
policy institution in past five-years.

Instructional
Practitioner

(IP)

10.

Maintenance and Acquisition of minimum 1 Professional Certifications
with emphasis on business management teaching.

Minimum of 1 Active Professional Membership/ Active Membership/
Life Membership with Professional Bodies or with recognized bodies
relevant to business management education.

Minimum 1 invitation as a panelist/ discussant in national and
international events/conferences/ workshops/ seminars etc. having
business management as a focus.

Continued Appearances in Media, TV, Radio, Newspaper etc. and
publication in Business Magazines/ Business Newspapers etc. with a
minimum of 1 in past five years.

Min 1 Leadership role with any association, or served on the board of a
company in past five-years

Active Participation in Board of Trustees meeting of an organization,
company and not-for-profits etc. in past five years.

Developed and delivered minimum 1 program for professionals, short-
term executive program for academic institution/ company in past five
years or delivered a workshop, Training, and Seminars outside SUC in
past five years.

Minimum of 1 Professional Awards and Recognitions received in past
five years inside and outside SUC

Continued Engagement with not-for-profit with minimum 1
engagement in last five-years

Other Professional Activities including consulting activities as
approved by Dean SoB.

AY 2021-22
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Table E- Faculty Qualification Criteria

Faculty Status Initial Academic | Qualifications Criteria to sustain Faculty
Criteria Status

Scholarly Academic Doctoral Degree | Minimum 3 SSE (Either in ABDC or SCOPUS or

(SA) WOS) in past five-years.

OR
Min 2 SSE + Min 2 OSE (in past five-years)

Practice Academic

Doctoral Degree

Min 1 SSE + Min 3 OSE (in past five-years)

(PA)
Scholarly Masters’ Degree+ | Min 2 SSE + Min 2 OSE (in past five-years)
Practitioner (SP) 3-5 years of

significant

experience
Instructional Masters’ Degree | Min 1 SSE + Min 4 OSE (in past five-years)
Practitioner (IP) + 5 years of OR

significant Min 5 OSE (in past five-years)

experience
Additional Faculty Doctoral Degree/ | Sustained Activities other than SSE and OSE or
(A) Masters’ Degree | activities performed without validation

Table F- List of Practice Focused Journals and Trade Magazines

;’o. Practice-focused Journals (List approved in 2020-21)
1 International Journal of Management Practice
2 Journal of Service Theory and Practice
3 International Journal of Managing Projects in Business
4 Organizational Cybersecurity Journal: Practice, Process and People
5 Advances in Methods and Practices in Psychological Science
6 Arthaniti: Journal of Economic Theory and Practice
7 Entrepreneurship Theory and Practice
8 Handbook of Practice Management
9 Implementation Research and Practice
10 Inclusive Practices
11 InnovAiT
12 | Journal of College Student Retention: Research, Theory & Practice
13 | Journal of Development Policy and Practice
International Journal of Organizational Analysis
14 IEEE Transactions on Systems, Man, and Cybernetics: Systems / Part C:
Applications and Reviews
IEEE Software

AY 2021-22

SUC Policies & procedures manual

Page

copyright©suc




LA

:'. I 9 L [1
=4
oot

A
it |
e

U

ESTABLISHED 1990

IEEE Access

ACM Computing Surveys

IEEE Transactions on Sustainable Energy

IEEE Engineering Management Review

Digital Government: Research and Practice
ACM Transactions on Computing for Healthcare

DTRAP-Digital Threats: Research and Practice

S.No. | Business Magazines

1 Harvard Business Review
2 The Economist

3 Forbes Magazine

4 Financial Times

5 Wall Street Journal

Business Line

ACM Inroads

IT Professional

Computer

Ubiquity-Information every where
6 Communications of the ACM

IEEE Internet Computing / IEEE Security & Privacy

j. PUBLICATIONS, PATENTS, CONFERECES AND OTHER RESEARCH
OUTPUT/PARTICIPATION (ACADEMIC/ INDUSTRY)

1. Yearly Individual Faculty Member Research Target

Each faculty member in SUC has to achieve following minimum Research Point (RP)
from their Research and scholarly activity as per their position. Details of earning

RPs are in Table-1 given below.

Position Total Condition (refer Table-1)
Research
Points

Instructor 8 A minimum of total 8 RP from all categories.
Senior 12 A minimum of total 12 RP from all categories.
Instructor

Lecturer 20 A minimum of total 6 RP from categories 1-7

mentioned in evaluation criteria.
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Assistant 30 A minimum of total 13 RP from categories 1-

Professor 7 mentioned in evaluation criteria.

Associate 35 A minimum of total 16 RP from categories 1-

Professor 7 mentioned in evaluation criteria.

Professor 40 A minimum of total 20 RP from categories 1-
7 mentioned in evaluation criteria.

2. Evaluation criteria
Table1: Publication evaluation criteria /Details of Research Points (RP)

Category

Research and Scholarly Contribution

Research
Points

Cap on
Max. RP
consider
ed in FES

SCOPUS Q1 / ABDC Listed A* Graded Journals,

IEEE Transactions & Letters/ IETE Level 1
/ACM/ISI/ SCI-Expanded

12

No limit

SCOPUS Q2 / ABDC Listed A Graded Journals/ ESCI
(WOS)IEEE, IETE equivalent level 2 Journals

No limit

SCOPUS Q3 / ABDC Listed B Graded Journals

[EEE, IETE equivalent level 3 journals

No limit

SCOPUS Q4/ ABDC Listed C Graded Journals,
American Society for Engineering Education/
Institute of Industrial Engineers, Inc./ Computing
Sciences Accreditation Board

No limit

Patent filed (recognized by the MoE, UAE)

12

No limit

Patent awarded (recognized by the MoE, UAE)

(In case patent filed and awarded both happens in
same academic year, only awarded RPs will be
considered)

20

No limit

Working Model/Prototype of Product developed
(verified by Head-Research and Innovation) Add 10
RPs if it gets International award, 5 for National
award, leads startup add 15, student involved add 5

10

No limit

Citations (only SCOPUS indexed journals for
previous calendar years, i,e. calendar year 2021 for
AY 2021-22). Each 10 citations will be considered as
one Unit

Peer reviewed National/international Journals
(Non-Indexed)

10.

Journal publication with a co-author from one of the
QS/ THE/ Shanghai top 400 universities (points to
be added to each SUC author in addition to the Total
Research Points as stated in category 1-4 only).

No limit
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11. Cases published with any of the following reputed 12 No limit
international case houses: HBS, Ivey, Babson,
Dartmouth.

12. Cases published with other reputed international 9 No limit
case houses such as case center etc.

13. Book (from reputed international publisher such as 20 No limit
Pearson, Cengage, McGraw Hill, Routledge, Oxford
University Press, IGI Global, Palgrave MacMillan)

14. Edited Book (from reputed international publisher 14 No limit
such as Pearson, Cengage, McGraw Hill, Routledge,
Oxford University Press, IGI Global, Palgrave
MacMillan)

15. Book Chapters (Published internationally in an 6 No limit
edited book from a reputed publishers i.e. IGI
Global, Palgrave MacMillan etc.)

16. Paper presented in national/International 4 8
Conferences by reputed universities, associations
etc. (Proceedings is SCOPUS/IEEE indexed and
submitted to the research committee)

17. Paper presented in national /International 2 4
Conferences by reputed universities, associations
etc. (Proceedings to be submitted to the research
committee)

18. Editorial work (Editor-in-chief, Associate editor, 2 4
Article editor, Keynote speaker, Conference chair...
etc.)

19. Reviewed research paper for .5 point 4
SCOPUS/ABDC/SCI/IEEE journals for each

paper
reviewed

20. Publication of Knowledge Update article on SUC 2 4
website

21. Evaluation of Ph.D./DBA Thesis 2 4

22, Supervising Ph.D./DBA per candidate 2 4

23. Award of Ph.D./DBA degree to supervising 5 No limit
candidate

3. Point sharing system
Research papers co-authored with faculty members not affiliated with SUC will get full
Research Points, whereas co-authored with SUC faculty member(s) will get RP in equal
proportion. For example, 3 authors from SUC, each will get one-third of equivalent Research

Points.

Evaluation of Faculty Research

Percentage achieved by any faculty member will be the average of percentage score of

AY 2021-22
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Total Research Point Earned and percentage score of the condition. Average score will be
calculated by dividing the faculty score by the minimum required score.

Example: An Assistant Professor with a total research points of 28 of which, 12 are from
category 1-7, and 16 are from remaining category, average score will be:

(12/13+16/17)/2=93.2

All faculty members are expected to achieve a minimum of 80% under research and scholarly
activity in their FES.

For Instructors and Senior Instructor, it is recommended to collaborate with other faculty
members in writing research papers which will be considered for their promotion. The details
of the same can be checked in the promotion policy.

k. RESEARCH PROJECTS

Aresearch projectis a scientific investigation, usually using scientific methods, to

achieve defined objectives for the betterment of society. There are two broad category

of projects,

1 Non-Funded Projects: Faculty members of SUC involved in any non-funded
project(s) are required formally to inform the institution through Head-Research
and Innovation, who will maintain school wise record for audit, national and
international agencies.

2 Funded Projects: This type of projects are divided in two categories,

2.1.  Internally Funded Projects: Projects funded by the school or SUC
2.2.  Externally Funded Project: Projects funded by external agencies.

Procedure for Internally Funded Projects

1 Faculty members (maximum 4 as a group) of SUC can apply for funds to carry out
research projects in prescribed form, refer Form for Research Project.

2 A project can be of a maximum duration of two years

3 RSAC will evaluate the proposals and submit the recommendation to the VC within 4-
6 weeks for final approval.

4 RSAC may return the proposal to the group for further improvements/updates.

5 RSAC will communicate the decision of the approval to the group for start of the
project.

6 All the expenses of the approved projects must be approved by RSAC, Registrar,
DEAN'’s & VC as per the policy.

7 Group must submit progress report in each semester, annual and final report to RSAC
for review, audit and release of funds.

8 Final output of project will also be evaluated by the RSAC.

Procedure for Externally Funded Projects
1 Faculty members of SUC can apply for projects funded by external agency in
consultation and approval by RSAC and the VC.
2 All communication of the group to the funding agency must be through RSAC.
3 A copy of all progress, annual, interim and final report must be submitted and
maintained by the RSAC.
4 *inal output of project will also be evaluated by the RSAC.

1. Formal Procedure for Attending Conference
Dissemination of the scholarly work of the Faculty through appropriate peer reviewed
channels is essential for the recognition of quality work. Contingent upon the availability
of fund, SUC provides funds for presentation/ publication in significant Industry &
academic conferences, seminars, where Faculty members can share their scholarly and
productive outputs. The grants may cover expenses associated with Faculty travel and
conference registration fees up to a specified maximum amount. Faculty member can
obtain the specified amount as per published policy at the onset of Academic Year. The

AY 2021-22 SUC Policies & procedures manual
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amount can be acquired after the conference presentation, according to the set criteria
by RSAC. This applies to all Faculty members who have completed the probation period
and has minimum one year of continuous service at Skyline University College for
conference participation. Faculty member have to publish at least one paper in Scopus
index/ ABDC/ IEEE/ ACM etc., journals before applying for any conference. Faculty
members who apply for reputed international conferences are required to complete
following forms and submit to the RSAC for approval.

Faculty members must ensure to attach following documents to process the
application.

i. Before proceeding to the Academic/ Industry Conference (National /

International)

Refer to the Conference Presentation Form !Aggendix! in the end

Research Topic:

Conference Theme:

The conference is refereed and ranked

Letter of Acceptance:

Dates of Conference:

National Conference / International Conference

Conference Venue: City/State/Country

Proof of Tentative Schedule of Travelling:

Proof of Abstract/full paper as mentioned in proceedings (if proceedings
are available)

Informed the Administration department about the class arrangement and
take written approval from the faculty who agreed to handle the classes

Faculty Cover Letter with request to visit for a Conference etc.

ii.  After the Conference
a. Submission of proceedings/ or journal in case published by organizer
b. Certificate of Presentation / Participation
c. Registration invoice copy
d. Presentation to Faculty members (SUC) if paper was presented/ Sharing of
Conference/workshop experience if participated only.

iii. = Application through proper channel.

Faculty members can formally apply by filling the specific form (conference
presentation, conference participation) to the RSAC with all required documents
as mentioned in the procedure. RSAC will review the application according to the
standard as specified and if satisfied will be recommended and forwarded to VC
for approval through Registrar and Deans. VC’s office will review the application
and will communicate its approval / not approval to HR department that will then
be communicated to the concerned Faculty and Finance.

AY 2021-22 SUC Policies & procedures manual
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Note: Faculty member going for international conference must work on outreach
activities such as visiting various universities, meeting university representatives,
and explore possibilities of long term collaborations in areas of research and
teaching.

d.

Procedure (Before the Conference):

Faculty member will submit the required filled Conference form to Head-
Research and Innovation. RSAC will review and give feedback to concern
faculty member and then recommend to HRD for further process. HRD will
coordinate with Registrar & Dean for their approval & Comments. HRD will
then forward to VC’s Office for final approval. VC’'s Office will give final
approval after which the form will get back to HRD.

Procedure (After the Conference):

Faculty member will submit all the required filled documents, invoices &
other related papers as mentioned in the form to RSAC. RSAC will review and
send to HRD for further process. HRD will coordinate with Finance
department, Dean’s Office for the reimbursement of Funds as per required
criteria and Fund allocation. Once again the Final singed copy will get back to
HRD and RSAC. HRD will communicate Faculty to contact for fund collection
once ready.

Fund allocation and disbursement

An amount of AED 34,000 per year (AED 170,000 for five years), excluding
reward of patents and project funds is allocated to each faculty for every
academic year to carry out research activities, contingent on the availability
of fund and as per the guidelines below.

Research and publication

An amount of AED 34000 per year will be allocated for rewards on research
publications every year and it will be contingent on RSAC recommendation
and VC’s approval (RSAC, Registrar, Dean’s & VC). Faculty members are
encouraged to publish in good quality journals and are given higher weightage
over conferences. No publication fee for getting research paper published in
the journal will be paid.

Conference (Academic/ Industry)

All faculty members are eligible to avail benefits of attending conference once

in two years. These benefits cover the expenses of a conference presentation

& participation for up to maximum of AED 10,000/- for international and AED

5000/- for GCC countries. Faculty members are encouraged to participate as

presenter.

1. The amount will be paid after the conference.

2. The Faculty members are required to give presentation after the
completion of the conference, failing to do so the Conference participation
will not be calculated in the faculty evaluation research criteria (FES).

3. Faculty members will be supported on Local, Regional and International
Conferences.

4. PerDiem allowance will also be given to faculty member as per conference
days in the following categories:

SUC Policies & procedures manual
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Table 4 - Conference fund break up

Per diem
(AED)(Accom
Regist Air modation, Conference
ration Ticket food & Leaves (Days)
Transportatio
1. | UAE 2000 TBD TBD 200 Conference days
2. | GCC countries 5000 “ “ 400 Day before and
after+ conference
days
3. | Asian Countries& | 10000 “ “ 700 Day before and
Far eastern after+ conference
days
4. | International 10000 “ “ 1000 1 Day before and
conference 2 days after+
(Europe, conference days
North/South
America and
Australia & NZ )

Note: Registration and Air ticket reimbursement on actuals and should be within the allotted
conference fund as per the policy.

f. Leave Policy for presenting papers in National / International Conferences
(Academic/ Industry).

1 Faculty member need to apply for conference leave as mentioned in above table
as per Skyline University policy for Conference participation as presenter. This
leave is applicable only once in any academic year.

2 Projects
An amount of AED approx. 100,000 per year for all faculty members will be
allocated for project activities every year and it will be contingent on RSAC and
Dean recommendation and VC’s approval (RSAC, Registrar, DEAN’s & VC)

Table-5 Faculty member’s Research Funds per year

RESEARCH AND CONFERENCE* PROJECTS** GRAND TOTAL***
PUBLICATION

TOTAL FUND AVAILABLE (in AED)

24000**** 10000 100000 for all faculty 34000+ Internally
members funded project
amount+ patent

reward

Note:
* 2 conferences in 5 years (maximum AED 15000). One international conference (AED 10000)
and one regional conference (AED 5000).

AY 2021-22 SUC Policies & procedures manual
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*The two conferences can also be international conferences but the amount for the second

conferences will be of regional conference (AED 5000).

** Faculty will form into groups and apply for project fund an amount of AED 100,000 will be

allotted every year as per policy

**#* A faculty can avail reward and other funds as per policy

*#x* Faculty can obtain reward for four publications and patent reward in a year as per the
Table - 6 below
Award for publication is part of the research and publication fund.
The rewards will be applicable for publications in SCOPUS indexed journal only. Articles
published in proceedings of conference indexed in SCOPUS will not be considered for
reward.
Faculty member of SUC will NOT be paid any applicable article publication fee.

AY 2021-22

8.

h.

1

External Research & Consultancy

Experienced and senior researchers will be encouraged and supported to
attract external research funds into the University and such employee will be
appreciated publicly in the University and paid honoraria commensurate
(70%-Individual/group 30%-SUC in case employee(s) arrange the
consultancy and 70%- SUC 30% individual/group in case SUC arrange
consultancy) with the values of the grants. In addition to the above sources,
the University would devote a certain percentage of its internally generated
revenue (such as through endowment funds, short-term training workshops,
business ventures, etc.) to the support of worthwhile Project proposals,
whose outcome will significantly contribute to society developmental and
industrial growth.

RESEARCH OUTPUT CATEGORIES

Definition of Research

Research is defined as the creation of new knowledge and/or the use of
existing knowledge in a new and creative way so as to generate new
concepts, methodologies and understanding. This could include synthesis
and analysis of previous research to the extent that it leads to new and
creative outcomes. This definition of research is consistent with a broad
notion of RSAC as comprising of creative work undertaken on a systematic
basis in order to increase the stock of knowledge, including knowledge of
business, technology, humanity, culture and society, and the use of this stock
of knowledge to devise new applications. This definition of research
encompasses pure and strategic basic research, applied research and
experimental development. Applied research is original investigation
undertaken to acquire new knowledge but directed towards a specific,
practical aim or objective (including a client-driven purpose).

JOURNAL ARTICLES
To be included in this category, the publication must meet
the SUC definition of research and:

2.1. Must be published in a scholarly journal
2.2. Must be a research published in the current collection year and the
year of publication must be stated within or on the work being
claimed with the exception of the expanded year of publication
2.3.Must have been peer-reviewed and Scopus indexed/ ABDC/ ACM/
IEEE etc.

SUC Policies & procedures manual
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The journal articles must be Scopus indexed and can meet the criteria
include:

1. Critical scholarly texts which appear in article form

2. Articles reviewing multiple works or an entire field of research

3. Invited papers in journals

4. Articles in journals which are targeted to both scholars and
professionals

5. Articles in a standalone series

6. Bookreviews

7. Case studies

i. CONFERENCE PROCEEDINGS
To be included in this category the conference publication must meet
the SUC definition of research and
1 Be published in full. The papers may appear in a number of different
formats, e.g. a volume of proceedings, a special edition of a journal, a
normal issue of a journal, a book or a monograph, CD-ROM or conference
or organizational website
2 Must be research published in the current collection year, and the year of
publication must be stated within or on the work being claimed with the
exception of the expanded year of publication
3 Be peerreviewed
4 Be presented at conferences, workshops or seminars of national or
international significance available to the wider audience
5 The author must be affiliated with the SUC or claiming institution

6 Keynote speech and invited papers may be included where all other
papers for the conference are peer reviewed.
The types of conference publications that are unlikely to meet the criteria
include papers that appear only in a volume handed out to conference
participants.

7 Verification Requirement
Please send this documentation direct to the RSAC

8 Complete copy or offprint of paper

8.1. complete photocopy of table of contents, preface, introduction and
pages showing all bibliographical information as appropriate
(ISBN or ISSN, authors(s), editor, publisher and all dates referring to
copyright, publication, printing and distribution)

8.2. Proof of national or international significance if not clearly shown in
documents above. National/international significance of a
conference may be indicated by the presence of
interstate/international speakers, or a listing of previous conference
venues showing that the conference is held in a range of
national/international locations, and

8.3. Evidence indicating the author's affiliation to the SUC or any
institution. By-line or footnote or statement in publication indicating
research undertaken in author's capacity as a staff member.

8.4. if a Keynote address, evidence of this and evidence that all other
conference papers were peer reviewed

8.5.  proof of peer review

8.6. Proof of peer review can be in the form of a:

8.6.1. statement in proceedings that full papers are refereed, or

AY 2021-22 SUC Policies & procedures manual
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8.6.2. statement from conference organizer/editor, or
8.6.3. copy of assessment showing assessment made on full paper

j. BOOKS & BOOK CHAPTERS

To be included in this category the publication must meet the SUC definition
of research and:

1 Must be a major work of scholarship

2 Must be research published in the current collection year, and the year of
publication must be stated within or on the work being claimed with the
exception of the expanded year of publication

3 Must have an International Standard Book Number

4 Must be written entirely by a single author, or by joint authors who share
responsibility for the whole book

5 Must have been published by a commercial publisher, or if not published by
a commercial publisher, must have been peer reviewed

Verification Requirements

Please send verification documentation directly to the RSAC

1

Complete photocopies of the table of contents, preface, introduction and pages
showing all bibliographical information (ISBN, author(s), publisher and all
dates referring to copyright, publication, printing and distribution)

Evidence indicating the author's affiliation to the SUC or claiming institution.
By-line or footnote or statement in publication indicating research undertaken
in author's capacity as a staff member or student of the university.

k. STRATEGIC RESEARCH PERFORMANCE CATEGORIES
Following the release of the SUC Strategic Plan, the following categories of
research activity items were added to the collection, to capture progress
towards the targets set down in the Strategic Plan for the key performance
indicators of International Linkages and External Collaborations:

Invited Keynote Addresses at International Conferences

Editorial Board Memberships of International Journals

Overseas Research Visitors

Guest Editorship of a Special Edition of a Refereed Journal

International Research Collaborations (Top 400 QS ranked

universities)

National Research Collaborations

U WIN =

(o)}

1. KNOWLEDGE UPDATE

Faculty members of SUC are expected to write at least two short articles of
around 1000 words, known as Knowledge Update (KU) for regular online
publication through SUC website. Head-Research and Innovation, will share
template and schedule for all faculty members, for timely submission of KU
article. Faculty members will submit the KU article to the Head-Research and
Innovation, who will review/ get it reviewed, check its relevance, originality,
plagiarism and approve for publishing online as per the KU calendar. After
publishing the KU article faculty member can claim for the Research Points as
mentioned in Table 1.
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m. INDUSTRY UPDATE

SUC believes that their management officials, faculty members and staff to be
aware of recent developments in industry, government policies, other socio-
economic environment. With this objective, Head-Library make sure that a
brief document with list of major events from authentic online sources are
compiled and send to Head-Research and Innovation every Sunday for
verification. After verification/update Head-RI forward will forward the list to
Media and communication department for putting it is a desired format and
send back to Head-RI. Then Head-RI forward the mail to management, faculty
and staff for their kind perusal and update.

n. RESEARCH REQUIRMENTS FOR FACULTY PROMOTIONS
SUC faculty member applying for promotion to the next level should have
consistently scored 85% and above in Research and Scholarly Activity in past
three years. SUC Promotion Policy for Faculty member will be applicable. For
details, refer Promotion policy.

RESEARCH REWARD AND AWARD

Policy number RESR_POLICY_02
Policy name RESEARCH REWARD AND FUND
Policy version Version 3

Standards applicable = MOE Standard 4: Research and Scholarly Activities

. RESEARCH AND SCHOLARLY ACTIVITIES
Policy owner

COMMITTEE
DR GHTREET 31 MAY 2021
modification
Verified by VICE CHANCELLOR

SUC has a tradition to appreciate Faculty members on outstanding performance in Research. RSAC
will evaluate Faculty on their achievements in Research and scholarly activity in every academic
year and nominate the top scorer (on the basis of Research Points) for the award. The RSAC will
forward the details of performance to VC’s office. In Case, if two Faculty members have stood same
in the research performance, then the RSAC will recommend the faculty member scoring highest in
1-7 category. The Best Faculty Award for Research will be recommended in the end of every
academic year as per the research points and SUC standards, which includes cash, memento, and
appreciation letter.

The faculty members are rewarded for research publications in SCOPUS indexed journals and
patents (awarded only), if it is recognized by the MoE, UAE. The reward can be availed for a
maximum of four research papers published in SCOPUS indexed journals and for any number of
patents awarded in the academic year as per the table given below.

Table 6 - Reward for Research Paper Publication

Journals/ Patent Reward Reward Amount if Publication is
Amount under collaboration agreement
with top 400 University
Awarded Patent AED 10000 Not applicable
Q1 AED 5000 AED 6000
2021-22 SUC Policies & procedures manual Page
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Q2 AED 4000 AED 5000
Q3 AED 3000 AED 4000
Q4 AED 2000 AED 3000

Faculty members need to apply for reward in the prescribed format immediately after the award
of patent and publication of the research paper to the RSAC. Only awarded patents and published
research papers in SCOPUS indexed Palgrave journals will be considered for awards and rewards
purpose. One research paper and one patent will get only one reward and only one author of SUC
should claim for the reward.

In case of internally co-authored articles, reward will be given to only one faculty member.
Faculty member of SUC will NOT be paid any applicable article publication fee.

Application form for reward will be reviewed by Head-Research and Innovation and
recommended by the respective Deans to submit through Registrar for approval of Vice
Chancellor.

L. RECRUITMENT SELECTION BASED ON RESEARCH EXPERIENCE

Policy number RESR_POLICY_03

Policy name RECRUITMENT SELECTION BASED ON RESEARCH
EXPERIENCE

Policy version Version 2

Standards applicable = MOE Standard 4: Research and Scholarly Activities

. RESEARCH AND SCHOLARLY ACTIVITIES
Policy owner

COMMITTEE
DR @RS 18 MAY 2020
modification
Verified by VICE CHANCELLOR

Recruitment committee will seek RSAC'’s assistance for the review of the candidate profile, if
required. Based on the recruitment criteria, RSAC will do detailed analysis of faculty research
and forward report to HRD. Below are the criteria for the recruitment selection based on the
research experiences of the candidates.

Table 7 - Research criteria for the recruitment selection

Research Publication + Conference Total Research
. . Presentation (Publications in SCOPUS Publication +
Designation . . .
indexed journals + Conference in last Conference
4 yrs.) Presentation
Professor 10+3 15
Associate Professor 7+2 10
Assistant Professor 442 7
Lecturer 1+1 3
Sr. Instructor 2 2
Instructor 1 1
AY 2021-22 SUC Policies & procedures manual Page
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EVALUATION OF RESEARCH & SCHOLARLY ACTIVITIES FOR PROBATION CONFIRMATION

Policy number RESR_POLICY_04

EVALUATION OF RESEARCH AND SCHOLARLY

ACTIVITIES FOR PROBATION CONFIRMATION

Policy version Version 2

Standards applicable = MOE Standard 4: Research and Scholarly Activities
RESEARCH AND SCHOLARLY ACTIVITIES

Policy name

Policy owner

COMMITTEE
DELE (I EHET 18 MAY 2020
modification
Verified by VICE CHANCELLOR

RSAC is responsible for review of faculty Research for their probation review in terms of Research
Plan. RSAC will recommend the confirmation of Faculty member on any evidence of scholarly work
such as publication, conference participation, internal document or case study. This can be with
single/double author. Since six months are not enough to produce any research work but can be if
itis already in progress. RSAC will recommend on any work in progress or any organized document
in form of paper, case, project award and article.

i. MOU’s WITH OTHER INSTITUTIONS FOR COLLABOARTIVE RESEARCH

Head-RI along with RSAC will engage all universities and other institution with which SUC have
already signed MoU for academic and research collaboration in consultation with Deans. RSAC
will also initiate some fresh MOUs to be signed based on the requirement of SUC for academic
collaboration, research collaboration, project collaboration with other reputable Universities,
Research organization, Industries in UAE and outside.

4.b ETHICAL RESEARCH POLICY

Policy number RESR_POLICY_05
Policy name ETHICAL RESEARCH POLICY
Policy version Version 2

Standards applicable = MOE Standard 4: Research and Scholarly Activities

. RESEARCH AND SCHOLARLY ACTIVITIES
Policy owner

COMMITTEE
LB @] 26 December 2021
modification
Verified by VICE CHANCELLOR

The Ethical Research policy includes, as appropriate, regulations on the copyright issues.

i. INTRODUCTION

SUC expects all faculty members engaged in research activities to adhere strictly to
ethical practices in Collecting, Analyzing and Presenting Data and present conclusions
as per internationally acceptable standards. Any deviations from the policy are strictly
dealt with by the disciplinary action by RSAC of the SUC. It is also required that any
scholarly work that is produced by a member of SUC faculty is free of any unfair practice.
In SUC, the policy on human subjects in research relates to seeking permissions to be a
part of sample voluntarily and respects the rights and welfare of human subjects which
are covered under the ambit of legal and privacy requirements of the region.

AY 2021-22 SUC Policies & procedures manual
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PURPOSE

To ensure the legal rights, copyright and patent issues, privacy, dignity and cultural
compliances, laws of decency related to human subjects are strictly adhered by the
researches permitted by SUC.

PATENT AND COPYRIGHT ISSUES

RSAC will facilitate in organizing regular workshops/webinars for faculty members,
staff and students about patents, and copyright issues. The committee will make sure
that Federal Law No. 7 of 2002 on Copyrights and related rights are understood and
followed by everyone in the institution. Any violation of these issues will be reported
and handled by the Disciplinary Action Committee.

FORMATION OF THE DISCIPLINARY ACTION COMMITTEE

Based on the requirements VC will appoint an adhoc basis committee consisting
members from RSAC, Subject experts and any other administrative member of
University.

RESPONSIBILITY OF A RESEARCHER

a. Ensure all researches emanating from SUC seek prior permissions from the human
subject to be a part of the sample and same should be documented.

b. Ensure all the data collected from the research subject comply with the privacy laws
and should be exclusively used for research purpose only

c. Ensure the information relating to the subject may be revealed only to Government
officials subject to order from the court.

d. Ensure only trained investigators will be permitted to be the part of the survey
team.

e. Ensure compliance to the cultural sentiments of the region.

f.  Regularly monitor the research process.

FUNCTIONS OF THE DISCIPLINARY ACTION COMMITTEE

All unethical issues related to the faculty research and publications are dealt by
Disciplinary Action Committee. In this regard, the Disciplinary Action Committee shall
comprise of the VC,, RSAC chair and a representative of faculty.

PROCESS FLOW OF DISCIPLINARY ACTION

To receive factual statement of the unethical practices in faculty research

To seek written explanation from the concerned employee under question

To initiate an enquiry and conduct a thorough investigation into the matter

To collect evidences or facts in the process of enquiry and investigation

Report the findings to VC for review and decision making

VC will decide the appropriate action as per the policies of SUC and communicates
to HR for necessary action

g. HRwill implement the recommended action (Warning etc.)

™o a0 o

RESPONSIBILITIES OF THE FACULTY
To follow ethical practices in collecting, analyzing and presenting data and present
conclusions as per internationally acceptable standards

SUC Policies & procedures manual
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4.c STUDENT INVOLVEMENT IN RESEARCH
Policy number RESR_POLICY_08
Policy name Student Involvement in Research
Policy version Version 1

Standards applicable = MOE Standard 4: Research and Scholarly Activities

Policy owner

RESEARCH AND SCHOLARLY ACTIVITIES

COMMITTEE
Date of recent
modification 20l 2005
Verified by VICE CHANCELLOR

ii.

iii.

SUC is committed to inculcate research orientation among the students irrespective of the
programs they join.

Programs and courses

BBA Students are required to complete a course on Business Research Methods and MBA
students are required to complete a course on Research Methods for Business Decision
Making as part of their curriculum. In these courses, they are not only taught theory and
practices of contemporary research but are expected to do research in small groups as part
of the assessment. Students submit a written report and make oral presentations after
completing the research work. Apart from these specific courses on research, students are
also given minor projects based on research inputs in other core and major courses.

In the BSIT- program, courses such as Innovation, Big Data Analytics and Computing project
require students to do research.

Events and activities organized by SUC

SUC organizes student seminars every semester, in which students are encouraged and
mentored by the faculty members to participate and present their research work.
Participating students are judged and given prizes and certificates. SUC also organizes
Innovation Exhibition where students are encouraged to research and create innovative
models which are displayed in the exhibition.

Participation of students in external competition

Students at SUC are encouraged to participate in various competitions conducted at the
National level such as Undergraduate Research Competition in Abu Dhabi, Sharjah
Sustainability Award and Dubai Innovation Week.

4. d. Commercialization of Research Output.
SUC is currently not involved in the Commercialization of Research Output.

AY 2021-22 SUC Policies & procedures manual
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4e. Case Study Center

Policy number RESR_POLICY_06
Policy name CASE STUDY CENTRE
Policy version Version 1

Standards applicable = MOE Standard 4: Research and Scholarly Activities

Policy owner

RESEARCH AND SCHOLARLY ACTIVITIES

COMMITTEE

DL QI 21JULY 2019

modification

Verified by VICE CHANCELLOR
i. INTRODUCTION

ii.

Business Education is always considered as solution to corporations. This contributes the
practical aspects of Organizational activities. Teaching management sciences by way of case
studies is still considered a competitive edge of Business Schools. Skyline University College
a reputable education provider has also incorporated case based approach to provide
quality management education in the UAE.

The purpose of Case Study Center is to develop Case studies on all domains of Business
Management. The Case Study Center will establish collaboration with corporations and
offer them solutions through developing cases on regional & global contexts. This Case
Study Center will provide enhancement competency level for Students and Faculty through
case based learning. This Case Study Center will assist UAE & GCC corporations on how they
will have a better decision in today’s fast paced changing era.

The faculty members will be divided into groups as per their specializations and each group
is expected work on developing a case study related to UAE & GCC. Case Centre should
target to publish at least 10 cases in an academic year. The faculty groups should submit
their plan of action along with their goal setting and the same to be reviewed during goal
setting as well as FES.

GOALS

a. The Center will develop new cases based on academic and corporate contents.

b. Case study center will develop faculty skills in Case Writing and Case Based Teaching.
c. To provide Skyline a competitive edge through Case based approach.

d. Case study center will prepare and maintain data base of Middle East / UAE specific

cases.
e. Toincrease the participation of Industry at Skyline University.

iii. GUIDELINES:

AY 2021-22 SUC Policies & procedures manual

a. Case Study Center will start the selection process for cases to be written every academic
year.

b. The Case Study Center will coordinate with all faculties to collect and develop new cases.
The tentative target of the cases selection will be ten in each academic year.

c. The second phase will start to fine tune cases and coordinate with the selected
companies and organizations. The cases will be thoroughly analyzed, discussed and
pitched in corporate themes before sending the same to any publication or registration
center.

d. During Fall semester the focused is on the case identification, fine tuning and selection.
In the later semesters, such selection of cases will become a routine and center will
coordinate more companies and cases.

e. Center will not only develop case studies but will also maintain membership with
various case clearing houses and case study providers. Center will identify and initiate
GCC / MENA region specific cases for faculty utilization.
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iv. ORIENTATION TO FACULTY
The cases will be discussed and reviewed in detail to maintain the worth of good work.
Following is the tentative review process of the Center at SUC. This is subject to change as
it requires for the quality of work of Cases at SUC.

4f. Managing Knowledge Updates

Policy number RESR_POLICY_07
Policy name MANAGING KNOWLEDGE UPDATES
Policy version Version 1

Standards applicable NA

Policy owner

RESEARCH AND SCHOLARLY ACTIVITIES

COMMITTEE
Dbie QiU 21JULY 2019
modification
Verified by VICE CHANCELLOR

i. INTRODUCTION & PURPOSE
Knowledge update @ Skyline is the interactive platform for communicating knowledge
with SUC stakeholders, industry and outside world on the pattern of leading institutions of
the world. It helps in branding of SUC as a leading institution and encourages faculty,
students and others to create and contribute under different streams of knowledge. As a
pivot point for sharing knowledge pertaining to different arena, it acts as a catalyst to
learning and sharing the knowledge.

ii. GOALS

a. Managing the faculty contributions for different publications in coordination with
Marketing Department

b. Updates in the various sections of the portal

c. Managing repository of SUC faculty contributions (Research papers, Cases, Articles,
Creative literary works, Audio visual contents etc.)

d. Managing Audio / Visual contents on Knowledge update @Skyline

e. Collaboration with Media and Communication Department by providing relevant
academic contents for Knowledge hub, academic room, Industry updates etc.

f. Managing amendments to design, contents and processes of the different sections of
Knowledge update @ Skyline with Media & Communication and IT department

g. Managing SUC promotion contents on Knowledge update @Skyline in coordination with

Marketing & Communication department.

iii. RSAC KPI'S

a.

b
C.
d

Number of content units added to Knowledge update @Skyline
Weekly industry updates

Weekly knowledge updates on various areas of Business & IT
Newsletter once in a month

iv. POLICIES

a.

b.

C.

AY 2021-22

Faculty should contribute to Knowledge updates @Skyline in her/his area of expertise
and additional areas of her/his interest

Every contribution of the faculty member will be forwarded to Knowledge updates @
Skyline for its inclusion to the repository of Knowledge updates @ Skyline under the
respective heading of Research paper, Case, Article or so on. In case of copyright issue
for publications, abstract and link for full per can be provided for reference. This will
be the prerequisite for respective faculty getting credit for the contribution in FES.
Faculty contributions will be rated and communicated to VC'’s office through Deans.

SUC Policies & procedures manual
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d. Students will be encouraged to contribute to Knowledge updates @ Skyline in various
forms of written or audio visual contents

e. Contributions from people from the industry and other academic institutions will be
requested to contribute

f. Every step will be taken to position Knowledge updates @ Skyline as one of top
institution knowledge platforms globally.

g. For every posting due credit will be given to original publisher and no copyright
violation policy will be complied with in true spirit

h. All the postings will be made with the approval of the RSAC or someone authorized to
do so in case of her/his absence.

i. Feedback from Corporate affairs department, Marketing department, IT, students,
faculty members, staff and others will be taken in formal and/or informal manner based
on contextual pertinence and convenience with the spirit of continuous improvement.

j- Posting will be continuous basis, while mails to subscribers will be sent weekly as usual.

Research Committee functional requirements

A.

INTER DEPARTMENTAL AND RSAC REQUIREMENTS
The RSAC requires the support of some departments as follows:

i. HR Department
a. To provide schedule for panel interviews
b. To provide CVs of the applicants before the interview giving enough time to the RSAC
member for reviewing it.
c. To provide interview evaluation formats
d. To provide list of faculty members under probation along with their probation evaluation
timelines

ii. Faculty members

B.

AY 2021-22 SUC Policies & procedures manual

a. To submit the conference participation, leave form as per policy

b. To present the conference papers to RSAC after returning from the conference

c. To submitinformation related to Research and publications activities undertaken by
them

d. To submit research publications for reward to the Head-RI

INTERNAL RSAC FUNCTIONING

The members of RSAC will meet on a fortnightly basis to plan, execute, monitor and evaluate
various functions of the RSAC. Chair of the RSAC presents the RSAC'’s progress to Dean’s on
regular basis.

The chair of RSAC presents the major highlights of the RSAC’s achievements during an academic
year to faculty, staff and students at the end of an academic year.

ORIENTATION

The Chair of the RSAC, Head-RI orients new faculty members and new member joining the RSAC
about the functioning of the RSAC, Research policies and probation confirmation requirements,
criteria for evaluation of Research and development activities of faculty members.

ANNUAL PLANNING OF THE RSAC

The RSAC plans their activities for the complete academic year. The planning for next academic
year is generally initiated during the last semester of the current academic year. Planning includes
review and update of all documents required for the smooth functioning of the RSAC.
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Following are some of the documents developed, reviewed and updated as part of planning:
i.  Goals, Objectives, Purpose, Academic Goals, Departmental Goals, Individual Goals, KPIs &
Benchmarking
ii. Policy & Procedures Manual
iii. Forms, Process Flows & Authority Level
iv.  Strategic Plan
v. IE Tools
vi. Feedback
vii. Fact Files
viii. Job Description
ix. Pre-Semester Checklist
x.  Operational Checklist
xi. Calendars & Checklists
xii.  Orientation to faculty
xiii. Requirements from other departments or RSACs
xiv.  Semester Closing & Opening Presentation
xv. Semester Audits
xvi. Reporting Format
xvii. Notice Board updates
xviii. Website content
xix. FAQS
xx. Portal content
xxi. Calendar Management System
xxii. Document Management System
xxiii. Budget of the RSAC

SEMESTER PLANNING & CLOSING PRESENTATON

The RSAC presents the Closing updates and planning of the next Semester to all Faculty and Staff
members at the end of every semester, which includes the details about the completion status of
the activities planned before the commencement of the semester along with important statistics
and activities planned for the next upcoming semester.

AUDIT

The department submits various reports to VC on regular basis. All reports are audited by
IRQAOA department for their completion and accuracy and finally forwarded to VC for final
review and approval.

. FACT FILE

The RSAC maintains fact file consisting of important statistics related to Research, Case study
development, Publications, knowledge updates, etc. for each year. The fact file is submitted in the
Closing File of the RSAC every year.

. CALENDARS

RSAC plans the year round activities of the RSAC and develops a calendar consisting of a schedule
of the planned activities. The calendar is submitted in the planning file of the RSAC. The RSAC also
uploads this calendar on the calendar Management System which enables them to manage their
planned activities in a timely manner.

CHECK LIST

The RSAC maintains a checklist of all major activities to be accomplished by them which is further
segregated on the basis of its completion time point. Certain activities are required to be completed
before the start of a particular semester and hence will be included in the Pre-semester checklist
and list of tasks to be completed during the semester will be included in the Operational checklist

AY 2021-22 SUC Policies & procedures manual
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with week-wise distribution of task. The status of activities included in the Pre-semester checklist
are reviewed and updated by the RSAC at least one week prior to the start of the semester and
finally submitted to the VC’s Office.

WEBSITE, PORTAL & FAQ

Information on specific areas and functions of the department are displayed on the SUC Website
which is reviewed and updated by the RSAC before the start of every semester. The RSAC also
provides all necessary information on major events conducted by the RSAC including workshops
and development programs to the Media and Communication Department for displaying it on SUC
Website and Social Media Websites.

The RSAC develops, reviews and updates the list of frequently asked questions for displaying on
SUC website.

. NOTICE BOARDS

The RSAC displays information about the RSAC’s activities, any important updates, information
related to workshops conducted by the RSAC, etc. on the notice board space allocated to them.

SUBMISSION TO CHEDS

The RSAC supports the Institutional Research Office in providing Information related to Research
and publications done by faculty members for further submission to CHEDS.

. IETOOLS

The RSAC is responsible for submission of following IE Reports to IRQAOA department as per the
IE calendar provided at the start of the Academic Year:

1. Functioning and members of RSAC

2. Case Study Centre RSAC

3. Project Cell RSAC

4. Knowledge Updates RSAC
. BUDGET

The RSAC submits a proposed budget for various Research and development activities for the
forthcoming academic year to Finance department. Funds are generally allocated to each Faculty
member based on their rank and eligibility for Research publications and conference participation.
Finance department presents the budget to VC for review. VC presents the budget to BOT

for approval, upon approval the budget will be disseminated to respective department to allocate
budget for various activities to accomplish the institutional goals.

MOE STANDARD POLICY REMARKS Updating remarks
MOE STANDARD 1. | Specific plans for | To be developed and Plans available in policy
MISSION, Research and submitted by Research manual (Table 1 - RSAC’S
ORGANIZATION Scholarly Activity | Committee Chair KPIS on page 7&8)

AND GOVERNANCE

MOE STANDARD 4. | 4.a RESEARCH To be developed and Research support

RESEARCH AND SUPPORT submitted by Head- policies available in

SCHOLARLY Research and Innovation  |policy manual in details

ACTIVITIE in ‘RSAC specific policies’
section on page 8-16

AY 2021-22 SUC Policies & procedures manual
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4.b ETHICAL Available in the Research  |Available in policy
RESEARCH Policy manual / manual in ‘Ethical Issues
POLICY Institutional Policy manual [Policy’ section on page
22 & 23
4. c. Student To be developed and
Involvement in submitted by Head-
Research Research and Innovation
in coordination with TEC
chair and Deans
4.d. To be developed and
Commercialization | submitted by Head-
of Research Research and Innovation
Output.

AY 2021-22
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MOE STANDARD 5. FACULTY AND PROFESSIONAL STAFF
5. a. FACULTY AND PROFESSIONAL STAFF ROLE

Policy name FACULTY AND PROFESSIONAL STAFF ROLE

Policy version Version 2

Standards applicable = MOE Standard 5: Faculty and Professional Staff

Policy owner Human Resource Department
Date of recent 15 April 2020

modification

Verified by DYASS & REGISTRAR

A. ACADEMIC RIGHTS & RESPONSIBILITIES

Duties and responsibilities of a Faculty Member as listed in Job description includes teaching,
teaching pedagogy, scholarly work, and services. Such responsibilities are assigned keeping in view
the position and expertise of the Faculty Member. It is required of all Faculty Members to perform
these duties professionally and ethically failing which will be treated as breach of contract and
necessary disciplinary action will be initiated.

Faculty Members are expected to devote their energies in developing and improving their scholarly
competence. All Faculty Members must accept the obligations to exercise critical self-discipline and
judgment in using, extending, and transmitting knowledge and practice intellectual honesty.
Faculty members are required to fulfill all their Duty(ies) or activity(ies) within their Scope of
Employment, or any employers assigned tasks. Such a duty or activity is under the contro],
direction, specific authorization or supervision of the employer.

B. FACULTY RIGHTS

i.  NON DISCRIMINATORY APPROACH

SUC strives to create a work environment free from discrimination and harassment.
Employees of SUC shall not discriminate against other because of race, color, religion,
nationality, age, non-disqualifying handicapped conditions, ethnic group or gender in any of
its programs, activities, contracts, human resources administration practices or any other
action it undertakes. SUC is obligated to maintain and implement best practices, processes and
circumstances that afford equal opportunity to all individuals. All employment policies,
systems and processes are designed to ensure that all employees are treated fairly and in
compliance with Sharjah and UAE laws.

ii. PURPOSE
SUC is committed to providing equal employment opportunity to all persons regardless of race,
color, religion, sex, age, national origin or disability and prohibits discrimination on these or
another basis prohibited by law.

iii. ~PROCEDURE
Employees subjected to prohibited discrimination or harassment should immediately report
the incident to the HRD in writing about the incident for investigation
The Head HRD will immediately investigate the complaint and handle it as confidentially as
possible consistent with the policy & procedures of investigation and resolution. Any proof
discrimination will be addressed impartially and necessary corrective action is initiated.

AY 2021-22 SUC Policies & procedures manual
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SUC prohibits any form of retaliation against the employee filing a complaint of discrimination
or harassment. The Head HRD shall ensure full compliance during and following the
investigative process. If it is found that retaliation has occurred, appropriate punitive action
will be taken.

ACADEMIC FREEDOM

Academic freedom is the freedom to teach and conduct research in an academic environment.
Academic freedom is fundamental to the mandate of universities to pursue truth, educate
students and disseminate knowledge and understanding.

In teaching, academic freedom is fundamental to the protection of the rights of the teacher to teach
and of the student to learn. In research and scholarship, it is critical to advancing knowledge.
Academic freedom includes the right to freely communicate knowledge and the results of research
and scholarship.

a. Faculty must be committed to the highest ethical standards in their teaching and research. They
must be free to examine data, question assumptions and be guided by evidence.

b. Faculty have an equal responsibility to submit their knowledge and claims to rigorous and public
review by peers who are experts in the subject matter under consideration and to ground their
arguments in the best available evidence.

c. Faculty members and university leaders have an obligation to ensure that students’ human
rights are respected and that they are encouraged to pursue their education according to the
principles of academic freedom.

d. Faculty also share with university leadership the responsibility of ensuring that pressures from

funding and other types of partnerships do not unduly influence the intellectual work of the
university.

GENERAL RESPONSIBILITIES
ACADEMIC RESPONSIBILITIES TOWARDS STUDENTS
a. General academic responsibilities:
1. To encourage students’ free and fair pursuit of learning
To strive for the best scholarly standards of the discipline
To demonstrate respect for the student as an individual
To play the role of effective guide and advisor
To make every reasonable effort to foster honest academic conduct and assure that the
evaluation of students reflects their true merit
To respect students’ privacy
7. Faculty Members must foster scholarly values in students, including academic honesty,
the free spirit of learning and exercise of academic freedom.
8. Faculty Members must act professionally in the classroom and in other academic
relationships with the student, industry, academic institutions and other stake holders.
9. Faculty Members must exercise critical self-discipline and judgment in using, extending
and transmitting knowledge.

v e woN

o

10. Faculty Members are entitled to freedom in the classroom in discussing their subject,
but they should be careful not to introduce into their teaching inappropriate matter or
matter that has no relation to their subject.

11. Faculty Members must maintain respect for the student’s role as a learner.

12. Faculty Members must evaluate students on the merit of their academic performance.

13. Faculty Members must be available at reasonable intervals to students for consultation
on course work.

2021-22 SUC Policies & procedures manual
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14. Faculty Members must recognize and duly acknowledge the substantive contribution of
the students to their scholarship and research.

15. Faculty Members must not engage in any exploitation, harassment or prohibited
discriminatory treatment of any Members of students & SUC community.

16. Faculty Members must not accept from students any gifts or advantages for in return
for discharging his/her responsibilities. No employee shall solicit or accept for personal
use, or for the use of others, any gift, favor, loan, gratuity, reward, promise of future
employment, or any other thing of monetary value that might influence or appear to
influence the judgment or conduct of the employee in the performance of his/her job.
The same will be treated as Breach of contract which will lead to immediate termination
with forfeiting of all benefits accrued till then.

17. Faculty members are not allowed to involve in any sort of fund raising activity for any
cause without prior permission from the Vice Chancellor. If any such incident, it will be
considered as a Breach of Contract and will lead to immediate termination with
forfeiting of all benefits accrued till then

b. Responsibilities related to Academic Integrity and Plagiarism policy

1. The faculty members need to orient the students about SUC Academic Integrity and
Plagiarism policy at the beginning of every semester

2. Provide necessary clarification when students approach them with regards to issues
related to plagiarism

3. Faculty members should evaluate the academic work submitted by the students and
penalize for any unacceptable amount of plagiarism found in the work submitted by the
students as per the Academic Integrity and Plagiarism policy

4. Other academic offenses such as presenting false credentials, cheating, facilitating
academic dishonesty, collusion, fabrication of data, deception and sabotage should be
immediately reported to the concerned authorities and appropriate actions to be taken
based on the severity of offense as per the Academic Integrity and Plagiarism policy
Please refer Academic Integrity and Plagiarism policy for more details

ii. FACULTY RESPONSIBILITIES TOWARDS SUC
a. PROFESSIONAL CONDUCT

To ensure professional work environment at SUC, Faculty Members must subscribe to high

standards of professional conduct. Membership in the academic community imposes upon

the students, Faculty Members and administrators an obligation to respect the dignity of
others, to acknowledge their right to express differing opinion and to foster and defend
intellectual honesty, freedom of enquiry and instruction, and free expression.

Faculty Member must comply with the standards and principles of conduct set forth in this

Policy & Procedure Manual. Faculty Member will be informed promptly by Dean in written

of any allegation of unprofessional conduct made against him/her. Complaints of

unprofessional conduct, professional dishonesty, lack of professional integrity, professional
unethical behavior will be investigated and appropriate action taken.

1. Faculty Members must respect and defend the free inquiry of their associates. In the
exchange of criticism and ideas, Faculty Members must show due respect for the
opinion of others.

2. Faculty Members must acknowledge the academic contributions of others, strive to be
objective in their professional judgment of colleagues and accept their responsibilities
for contributing towards the governance of the institution.

3. The Faculty member shall at all-time faithfully serves Skyline University College and
uses his utmost endeavors to promote its interests. He shall not directly enter or engage

AY 2021-22 SUC Policies & procedures manual
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in any other employment service, business or speculation, whatsoever which is in direct
competition to the affairs of SUC.

Faculty are engaged in reviewing the programs and work towards development of
contents of the curriculum and also participate in developing new curriculum for
proposed programs and courses.

The faculty members apart from their teaching theoretical aspects of the course are also
required to supervise and guide the instructor and students for lab works.

Faculty members shall participate in search and recruitment of faculty members
appropriate to area of specialization. They are expected to be a part of screening
committee, interviewing committee and evaluation of peers

Non-residential faculty is also required to perform all the roles and responsibilities of
full time faculty with respect to their area of specialization

All faculty members are expected to be a part of IE committee and contribute to
streamlining the operations and improve the effectiveness of academic planning and
delivery

The Faculty member agrees to obey promptly all directions and lawful orders given by
the Vice Chancellor or his nominee.

The Faculty member shall not at any time whether during or after the termination of
the agreement impart or disclose any information as to the business or affairs of SUC to
anyone other than as directed by or with the consent of the Vice Chancellor or his
nominee in so far as may be required by a court of competent jurisdiction. The Faculty
member shall uphold the interest of SUC to the best of ability and shall do nothing to
prejudice them at any time whether during or termination of agreement.

In case of termination of his services, the Faculty member will not take up any
employment or start any business, which would directly or indirectly affect the business
of SUC for a minimum period of one year.

The Faculty Member’s job profile includes additional administrative duties, maintaining
students, academic and other records physically and in system, allocate time for solving
student problems related to the subject, invigilation duties, as well as advising services
to the allocated students. In addition to the allocated teaching hours Faculty is required
to carry all other administrative task allocated.

The Faculty Member are required to follow the established Faculty Evaluation System
of the SUC, Meeting the deadlines based on the Academic Calendars, submission of
course files and course teaching allocated on each semesters.

To maintain regular communication with the Group Leader, Dean and Vice Chancellor
of SUC.

To be familiar with the SUC Policies and Procedures and abide by them at all times.

To have an understanding that SUC provides Academic Calendar, and reserves the right
to postpone, amend, or cancel classes if the minimum class size policy is not met by
giving an appropriate notification in advance. In this case the allocated courses will be
changed on prior notice.

All copyrights and/or design rights in any work created in the course of or under this
agreement shall belong to SUC.

The Faculty Member agrees to obey promptly all directions and lawful orders as per
SUC Policy & Procedures.

Faculty members are discouraged to defame colleagues or involve in any act of
disparaging SUC.

Faculty members are required to participate in activities in promoting SUC which
includes plan and conduct of Seminars and workshops and participates in exhibitions
as assigned by the Vice Chancellor from time to time.

SUC Policies & procedures manual
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PRESENCE & ABSENCE AT WORK PLACE

Except for the approved leave, absence due to official assignments outside SUC or other official
exemptions, Faculty members are expected to participate in the administrative work of SUC
throughout the Academic Year. All the employees are expected to follow the official timings. If the
same is not done without prior permission the absence is considered as leave and is subject to
deduction from the balance annual leaves of the employee.

All Faculty Members are required to be available on campus during the official working hours of
SUC all year around. Faculty members may take leave of absence for professional development with
written authorization from Vice Chancellor or in case of emergency, but must inform Vice
Chancellor and Human Resources Department. Absence or non-adherence to office hours will be
subjected to disciplinary action.

NON DISCRIMINATORY APPROACH

SUC strives to create a work environment free from discrimination and harassment. Employees of
SUC shall not discriminate against other because of race, color, religion, nationality, age, non-
disqualifying handicapped conditions, ethnic group or gender in any of its programs, activities,
contracts, human resources administration practices or any other action it undertakes. SUC is
obligated to maintain and implement best practices, processes and circumstances that afford equal
opportunity to all individuals. All employment policies, systems and processes are designed to
ensure that all employees are treated fairly and in compliance with Sharjah and UAE laws.

Purpose

SUC is committed to providing equal employment opportunity to all persons regardless of race,
color, religion, sex, age, national origin or disability and prohibits discrimination on these or
another basis prohibited by law.

Procedure

Employees subjected to prohibited discrimination or harassment should immediately report
the incident to the HRD in writing about the incident for investigation

The Head HRD will immediately investigate the complaint and handle it as confidentially as
possible consistent with the policy & procedures of investigation and resolution. Any proof
discrimination will be addressed impartially and necessary corrective action is initiated.

SUC prohibits any form of retaliation against the employee filing a complaint of discrimination
or harassment. The Head HRD shall ensure full compliance during and following the
investigative process. If it is found that retaliation has occurred, appropriate punitive action
will be taken.

G. PROFESSIONAL ETHICS & RESPONSIBILITIES

AY 2021-22 SUC Policies & procedures manual

SUC recognizes and supports the principle that Faculty Members who speak or write as private
citizens must be free from institutional censorship or discipline. It must however be understood
that a Faculty Member’s special place in the community imposes particular obligations and serious
responsibilities in conducting of behavior and activities in the best interest of the profession and
SUC. These issues are addressed in SUC’s policy on freedom of expression, ethics and
responsibilities and honesty and integrity in discharging day -to- day administrative functions.

Institutions of higher education exist for the common good. The common good at SUC depends upon

an uninhibited search for truth and its open expression.

Therefore, Faculty Members are free to pursue scholarly inquiry without undue restriction and
voice and publish individual conclusions concerning the significance of evidence that they consider
relevant keeping in mind the moralities and sensibilities of the host culture.
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For Faculty Members the notion of academic freedom is linked to the equally demanding concept
of academic ethics and responsibilities. As a Faculty Member, a person inherits certain ethical
obligations and responsibilities to students, to the fellow Faculty Members, to SUC, to the
profession and to the society at large. Some of these are listed below:

i.  Academicintegrity is the essence of intellectual life. SUC promotes highest standards of honesty

in teaching and research as Members of a community committed to advancement of knowledge.

ii.  Faculty Members of the academic community are expected to conduct themselves with integrity
as a matter of principle. All scholars and researchers at SUC are responsible for upholding the
following principles:

a. Faculty Members must make every reasonable effort to foster honest academic conduct as
elucidated in the SUC regulations on academic conduct.

b. Faculty Members must use scholarly rigor and integrity in obtaining, recording and analyzing
data, as well as in reporting and publishing results.

c. Faculty Members must obtain permission for use of unpublished material and use digital and
archival material in according to the rules of the source.

Faculty Members must use funds designated for research purposes in prescribed manner.

e. Faculty Members must reveal to the SUC, sponsors, journals or funding agencies any potential
or actual conflict of interest - financial or otherwise that might influence their decisions while
reviewing manuscripts, conducting research or seeking permission for undertaking work
supported, assisted or supported by outside sources.

f.  Each Full-time Faculty Member owes primary professional responsibility to the SUC and must
avoid outside obligations, financial interests, gifts or employment that can affect the objectivity
of their decisions as a Member of the SUC community.

g. Faculty Members must recognize that their primary responsibilities are to the SUC when they
determine the amount

h. (ifany)and character of work done outside the SUC. Such outside work must be consistent with
SUC regulations. When Faculty Members follow subsidiary interest, these must never
compromise their freedom to draw intellectually honest conclusion.

i. The fundamental responsibilities of Faculty Members as scholars include maintenance of
competence in one’s field of specialization and exhibition of such professional competence in
classrooms, library and in public arenas of such activities as discussions, lectures, consulting,
publications or participation in professional organizations and meetings.

j-  Faculty Member’s ethical obligations and responsibilities to the public:

The demonstration of professional integrity by Faculty Members includes recognition that the
societies at large judge the profession and the SUC by one’s statements and behavior therefore
they have to maintain professional integrity and demonstrate good code of conduct.

k. Faculty Members must strive to be accurate, exercise appropriate restraint, be willing to listen
and show respect to Members of the society at large expressing different opinions, and make
every effort to indicate that they are speaking or acting on behalf of the SUC when speaking or
acting as private persons.

H. FREEDOM OF EXPRESSION

Institutions of higher education exist for the common good. The common good depends upon an
uninhibited search for truth and its open expression. Therefore, it is essential that like Faculty
Members are free to pursue scholarly inquiry without undue restriction and voice individual
conclusions concerning issues that they consider relevant.

AY 2021-22 SUC Policies & procedures manual
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Within the boundaries of professional behavior, each Faculty Member is entitled full freedom to
express disagreement with other Members of SUC community. Although Faculty Members must
observe the regulations of SUC, they maintain the right to criticize and seek revision. Faculty
Members are also citizens or residents of a nation or community and should be free from
institutional censorship when speaking, writing or acting outside SUC. However it is important that
Faculty Members take cognizance of the moralities and sensibilities of the host culture. At no time
defaming of institution is acceptable and if for any reason SUC name is scrutinized the Faculty
Members contract will be subjected to immediate termination.

OUTSIDE EMPLOYMENT

A Faculty Member at any point of time during the contract period with SUC is not eligible for any
part time or full time job outside SUC. He may be employed at any other institution or in industry
off campus only with the prior written authorization from the Vice Chancellor.

PROHIBITION OF HARASSMENT

Harassment in any form be it gender, race, color, religion, age, nationality, disability or any other
factor prohibited by law is strictly prohibited at SUC both at the work place and off the premises,
including social activities conducted or sponsored by SUC.

Sexual Harassment

Sexual harassment is defined as unwelcome sexual advances, request for sexual favors, and
other verbal or physical conduct of a sexual nature when submissions to such conduct is either
explicitly or implicitly a term or condition of an individual’'s employment, submission or
rejection of such conduct by an individual is used as the basis for employment decisions
affecting such individual, or such conduct has a purpose or effect of unreasonably interfering
with an individual’s work performance or creating an intimidating, hostile or offensive work
environment.

Sexual harassment can occur between individuals of opposite sex or the same sex. Sexual

harassment may include, but is not limited to intentional physical conduct that is sexual in
nature, such as touching, pinching, patting, sexually oriented gestures, noises, remarks, jokes or
comments about a person’s sexuality or sexual experience, repeated unwelcome requests for
romantic relationship and displaying pictures, posters, calendars, graffiti, objects, promotional
materials, reading materials or other materials that are sexually suggestive, sexually demeaning
or pornographic. Basing an employment decision or implying that it will be based on an
employee’s submission to or rejection of sexual overtures is prohibited.

General Persecution
General Persecution is verbal or physical conduct that denigrates or shows hostility or aversion

to an individual because of gender, race, color, religion, age, national origin, disability or any
basis prohibited by law, when such conduct has the purpose or effect of unreasonably
interfering with an employee’s work performance, creating an intimidating, hostile or offensive
work environment or otherwise adversely affecting an individual’s employment opportunities.
Harassment may include but is not limited to verbal abuse, ridicule including slurs, epithets and
stereotyping, offensive jokes and comments, threatening, intimidating or hostile acts and
displaying or distributing offensive materials, writings, graffiti or pictures.

Procedure

When any employee believes that he/she has been subjected to prohibited harassment or has
questions concerning the policy, he/she must notify the Head HRD immediately.

Employees are encouraged to report potential harassment before it becomes severe or

pervasive. Reports will be investigated impartially and appropriate corrective action if any will

2021-22 SUC Policies & procedures manual
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be taken including discipline for inappropriate conduct. Complaints will be handled
confidentially, except as may be necessary for investigation and resolution. This policy
prohibits retaliation, harassment or other adverse action because of making a complaint,
assisting in an investigation, opposing harassment or otherwise exercising rights protected by
law.

K. CONFIDENTIAL INFORMATION

Unauthorized dissemination of information is considered to be both harmful to individuals as well
as to SUC.

L.

ii.

Employment Information

The details of an employee's terms of employment and compensation should be treated as
confidential matters and not disclosed to other employees, students, their spouses or parents,
except deemed necessary.

Employer Information

Faculty members may, by virtue of their employment with SUC, obtain access to sensitive,
confidential, restricted and proprietary information about SUC, including but not limited to
financial records, customer/student records and files, referral or mailing lists, credit card
numbers, and similar documents. Such confidential information shall be used solely by Faculty
members in the performance of their job duties for SUC. Faculty members shall not, without the
prior written consent of SUC, use, disclose, divulge, or publish to others any such confidential
information acquired in the course of their employment. Such confidential information is the
exclusive property of SUC and under no circumstances whatsoever shall employees have any
rights to use, disclose or publish to others such confidential information subsequent to the
termination of their employment.

Unauthorized use or disclosure of confidential information may result in discipline, up to and
including immediate termination, prosecution, or other available action.

Upon termination of employment, employees must return any and all confidential information,
including all copies of such documents prepared or produced in connection with their
employment at SUC pertaining to SUC’s business or the employee's services for SUC, whether
made or compiled by the employee or furnished to the employee in connection with such
services to SUC.

All information that:

a. Is or has been acquired by the employee during, or in the course of your employment, or
has otherwise been acquired by the employee in confidence,

b. Relates particularly with SUC business or that of the other person with whom employee
have dealing of any sort.

c. Hasnotbeen made public shall be confidential, and employee shall not at any time, whether
during the course of work or after separation with SUC, disclose such information to any
person without written consent of concern authority.

L. ACADEMIC SUPPORT STAFF RESPONSIBILITIES

Duties of Staff Members consist of responsibilities assigned by the Vice Chancellor and/or
appropriate administrative authority, such as Head HR, Heads of Departments, DYASS etc. as
prescribed in the Job Description. Normally, duties and responsibilities will be related to the
administrative area and Department where the Staff Member is assigned to work.

L.

AY 2021-22 SUC Policies & procedures manual

RESPONSIBILITIES AS STAFF:
a. The Staff member shall at all-time faithfully serves Skyline University College and uses his
utmost endeavors to promote its interests. He shall not directly enter or engage in any other
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employment service, business or speculation, whatsoever which is in direct competition to
the affairs of SUC.

b. The Staff member agrees to obey promptly all directions and lawful orders given to an
individual as per the organization schedule and activities.

c. The Staff member shall not at any time whether during or after the termination of the
contract impart or disclose any information as to the business or affairs of SUC to anyone
other than as directed by or with the consent of the Dean or his nominee in so far as may be
required by a court of competent jurisdiction. The Staff Member shall uphold the interest of
SUC to the best of his ability and shall do nothing to prejudice them at any time whether
during or termination of contract.

d. In case of termination or resignation before her contract period of her services, The Staff
member will not take up any employment with a competitor or start any business, which
would directly or indirectly affect the business of SUC for a minimum period of one year.

e. In case of Staff member is joining competitor after completion of her contract period, she
needs to give non-disclosure undertaking to SUC before the release is given to the employee.

f. To be familiar with the SUC Policies and Procedures and abide by them at all times.

g. All copyrights and/or design rights in any work created in the course of or under this
contract shall belong to SUC.

h. The Staff member agrees to obey promptly all directions and lawful orders as per SUC Policy
& Procedures.

Staff Members are expected to devote their energies in developing and improving their
administrative competence. All staff members must accept the obligations to exercise critical self-
discipline and judgment in using, extending, and transmitting information and practice
intellectual honesty.

As administrators, Academic Support Staff Members are responsible for the following:

To facilitate student’s pursuit of learning

To strive for best standards of the student services

To demonstrate respect for the student as an individual

To adhere to the proper role of guide and advisor

To respect students’ privacy

To notify promptly to the HRD or Head of Department or Vice Chancellor whenever

emergencies such as illness or accident prevent maintaining official work schedule.

g. Tobe committed in discharging their duties primarily on campus of SUC and other sites
when required by SUC

h. To facilitate students’ orientation as and when required.

i. To project positive image of SUC to community and stakeholders

o a0 o

ii. STAFF MEMBER RESPONSIBILITIES TOWARDS SUC
a. PROFESSIONAL CONDUCT

To ensure a professional and idealistic work environment, all Staff Members must adhere to
high standards of conduct, such as honesty, integrity and ethical behavior. The Staff Members
and administrators have an obligation to respect the dignity of others, free expression of
differing opinions and to inculcate and defend intellectual honesty, freedom of enquiry and
instruction. Staff Members must comply with the standards and principles of conduct set
forth in this Handbook. Complaint of unprofessional conduct is subject to investigation. The
Staff Member will be informed promptly by Head HR of any allegation of unprofessional
conduct carried out with a verbal warning to avoid any such incidence in future.
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b. PRESENCE AT WORK PLACE & ABSENCE
Except for approved leave, absence due to official assignments outside SUC or other official
exemptions, Staff Members are expected to participate in the administrative work of SUC
throughout the Academic Year. All the employees are expected to follow the official timings
and automated attendance system. If the same is not done without prior permission the
absence is considered as leave and is subject to deduction from the balance annual leaves of
the employee.
All Staff Members are required to be available on campus during official working hours of
SUC all year around. Staff Members may take leave of absence for professional
development with written authorization from Head of Departments or in an emergency,
but must inform their Head of Department and Human Resources Department or Vice
Chancellor. Absence or non-adherence to office hours will be subjected to disciplinary
action.

c. NON DISCRIMINATORY APPROACH

SUC strives to create a work environment free from discrimination and harassment.
Employees of SUC shall not discriminate against other because of race, color, religion,
nationality, age, non-disqualifying handicapped conditions, ethnic group or gender in any of
its programs, activities, contracts, human resources administration practices or any other
action it undertakes. SUC is obligated to maintain and implement best practices, processes
and circumstances that afford equal opportunity to all individuals. All employment policies,
systems and processes are designed to ensure that all employees are treated fairly and in
compliance with Sharjah and UAE laws.

PURPOSE

SUC is committed to providing equal employment opportunity to all persons regardless of
race, color, religion, sex, age, national origin or disability and prohibits discrimination on
these or another basis prohibited by law.

PROCEDURE

Employees subjected to prohibited discrimination or harassment should immediately report
the incident to the HOD. The HOD in turn must immediately inform the Human Resource
Department in writing about the incident for investigation. If one of the parties involved in
discrimination is HOD, the incidence may be reported in writing to Head HR or DYASS.

The Head HR or DYASS will immediately investigate the complaint and handle it as
confidentially as possible consistent with the policy & procedures of investigation and
resolution. Any proof discrimination will be addressed impartially and necessary corrective
action is initiated.

SUC prohibits any form of retaliation against the employee filing a complaint of
discrimination or harassment. The Head HR shall ensure full compliance during and
following the investigative process. If it is found that retaliation has occurred, appropriate
punitive action will be taken.

d. PROFESSIONAL ETHICS
SUC recognizes and supports the principle that Staff Members who speak or write as private
citizens must be free from institutional censorship or discipline. It must however be
understood that a Staff Member’s special place in the community imposes particular
obligations and serious responsibilities in conducting of behavior and activities in the best
interest of the profession and SUC. These issues are addressed in SUC’s policy on freedom of
expression, ethics and responsibilities and honesty and integrity in discharging day - to - day
administrative functions.
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FREEDOM OF EXPRESSION
Institutions of higher education exist for the common good. The common good depends upon
an uninhibited search for truth and its open expression. Therefore, it is essential that like
Staff Members are free to pursue scholarly inquiry without undue restriction and voice
individual conclusions concerning issues that they consider relevant.
Within the boundaries of professional behavior, each Staff Member is entitled full freedom
to express disagreement with other Members of SUC community. Although Staff Members
must observe the regulations of SUC, they maintain the right to criticize and seek revision.
Staff Members are also citizens or residents of a nation or community and should be free
from institutional censorship when speaking, writing or acting outside SUC. However, it is
important that Staff Members take cognizance of the moralities and sensibilities of the host
culture. At no time defaming of institution is acceptable and if for any reason SUC name is
scrutinized the Staff Members contract will be subjected to immediate termination.
ETHICS & RESPONSIBILITIES
For Staff Members the notion of freedom of expression is linked to the equally demanding
concept of ethics and responsibilities. As a Staff Member, a person inherits certain ethical
obligations and responsibilities to students, to the fellow Members, to SUC, to the
profession and to the society at large. Some of these are listed below:
a. Staff Member’s ethical obligations and responsibilities to students’ of SUC.

1 Staff Members must seek to induce high moral values in students, including honesty,
integrity and inculcate the free spirit of learning.

2 Staff Members must act professionally in their relationships with the student.

3 Staff Members must exercise critical self-discipline and judgment in using, extending
and transmitting information.

4 Staff Members must not engage in any exploitation, harassment or prohibited
discriminatory treatment of students.

5 Staff Members must not accept from students any gifts or advantages for in return
for discharging his/her responsibilities. No employee shall solicit or accept for
personal use, or for the use of others, any gift, favor, loan, gratuity, reward, promise
of future employment, or any other thing of monetary value that might influence or
appear to influence the judgment or conduct of the employee in the performance of
his/her job. VC can exempt an employee from the restrictions in this paragraph for a
specified gift or favor. The exemption must be in writing and include sufficient
justification.

b. Staff Member’s ethical obligations and responsibilities to other Members of SUC’s
community.

1 Staff Members must not engage in any exploitation, harassment or prohibited
discriminatory treatment of any Members of SUC community

2 Staff Members must respect and defend the free inquiry of their associates. In
the exchange of criticism and ideas, Staff Members must show due respect for
the opinion of others

3 Staff Members must acknowledge the contributions of others, strive to be
objective in their professional judgment of colleagues and accept their
responsibilities for contributing towards the governance of the institution.
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c. Staff Member’s ethical obligations and responsibilities to SUC as an institution.

1 Staff Members must recognize that their primary responsibilities are to SUC and
therefore are prohibited to work (even for free) during the official working
hours of SUC. Official approval from Dean or his nominee is required for
engaging in any work outside SUC. Such outside work must be consistent with
SUC regulations.

2 Staff Members must not reveal any information or data he/she might know as
part of the job.

3 Staff Members must not falsify, change - records, certifications, signatures which
they may be privy to.

4 Staff Members are prohibited to keep (take custody of) records of SUC for
personal use.

5 When considering termination of service, Staff Members must consider the
impact of their decision on SUC and must give at least 16 week notice in advance
of their intention.

d. Staff Member’s ethical obligations and responsibilities to the public.

The demonstration of professional integrity by Staff Members includes recognition that
the societies at large judge the profession and SUC by one’s statements and behavior.
Hence the fundamental responsibilities of Staff Members as administrators include
maintenance of professional competence in day-to-day administration of SUC and when
participation in professional organizations and meetings. Staff Members must strive to
be accurate, exercise appropriate restraint, be willing to listen and show respect to
Members of the society at large expressing different opinions, and make every effort to
indicate that they are not speaking or acting on behalf of SUC when speaking or acting
as private persons.

g. OUTSIDE EMPLOYMENT
A Staff Member at any point of time during the contract period with SUC is not eligible for
any part time or full time job outside SUC. He may be employed at any other institution or in
industry off campus only with the prior written authorization from the DYASS and the Vice
Chancellor.

h. PROHIBITION OF HARASSMENT
Harassment in any form be it gender, race, color, religion, age, nationality, disability or any
other factor prohibited by law is strictly prohibited at SUC both at the work place and off the
premises, including social activities conducted or sponsored by SUC.

1. Sexual Harassment

Sexual harassment is defined as unwelcome sexual advances, request for sexual favors,
and other verbal or physical conduct of a sexual nature when submissions to such
conduct is either explicitly or implicitly a term or condition of an individual’s
employment, submission or rejection of such conduct by an individual is used as the
basis for employment decisions affecting such individual, or such conduct has a purpose
or effect of unreasonably interfering with an individual’s work performance or creating
an intimidating, hostile or offensive work environment.

Sexual harassment can occur between individuals of opposite sex or the same sex. Sexual
harassment may include, but is not limited to intentional physical conduct that is sexual
in nature, such as touching, pinching, patting, sexually oriented gestures, noises,
remarks, jokes or comments about a person’s sexuality or sexual experience, repeated
unwelcome requests for romantic relationship and displaying pictures, posters,
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calendars, graffiti, objects, promotional materials, reading materials or other materials
that are sexually suggestive, sexually demeaning or pornographic. Basing an
employment decision or implying that it will be based on an employee’s submission to
or rejection of sexual overtures is prohibited.

2. General Persecution

General Persecution is verbal or physical conduct that denigrates or shows hostility or
aversion to an individual because of gender, race, color, religion, age, national origin,
disability or any basis prohibited by law, when such conduct has the purpose or effect of
unreasonably interfering with an employee’s work performance, creating an
intimidating, hostile or offensive work environment or otherwise adversely affecting an
individual’s employment opportunities.

Harassment may include but is not limited to verbal abuse, ridicule including slurs,
epithets and stereotyping, offensive jokes and comments, threatening, intimidating or
hostile acts and displaying or distributing offensive materials, writings, graffiti or
pictures.

Procedure

When any employee believes that he/she has been subjected to prohibited harassment
or has questions concerning the policy, he/she must notify the Head HR immediately.

Employees are encouraged to report potential harassment before it becomes severe or
pervasive. Reports will be investigated impartially and appropriate corrective action if
any will be taken including discipline for inappropriate conduct. Complaints will be
handled confidentially, except as may be necessary for investigation and resolution. This
policy prohibits retaliation, harassment or other adverse action because of making a
complaint, assisting in an investigation, opposing harassment or otherwise exercising
rights protected by law.

i. CONFLICT OF INTEREST

Each full-time Staff Member owes primary professional responsibility to SUC and must avoid
outside obligations, financial interests or employment that can affect the objectivity of their
decisions as a Member of SUC’s community.

Staff members must disclose actual or potential conflicts to their supervisor as soon as they
become aware of them. Failure to make required disclosures or resolve conflicts of interest
satisfactorily can result in discipline, up to and including termination of employment.

Staff members must not engage in any activities, transactions, or relationships that are
incompatible with the impartial, objective, and effective performance of their duties.
Examples of matters and relationships that could create a conflict of interest or a potential
conflict, include, but are not limited to, when an employee or a Member of the employee's
immediate family:

1 Accept or solicits a gift, favor, or service from an individual, business, or other party
involved, or potentially involved, in a contract or transaction with SUC.

2 Accept, agree to accept, or solicits money or other tangible or intangible benefit in
exchange for the exercise of official powers or the performance of official responsibilities

3 Accept employment or compensation or engage in any business or professional activity
that might require disclosure of the information to SUC.
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4 Accepts other employment or compensation that could reasonably be expected to impair
the individual's independence of judgment in the performance of official duties.
5 Makes personal investments that are contrary to SUC interests

j.  CONFIDENTIAL INFORMATION

Unauthorized dissemination of information is viewed to be both harmful to individuals as
well as to SUC.

a. Employment Information -The details of an employee's terms of employment and
compensation should be treated as confidential matters and not disclosed to other
employees, students, their spouses or parents, except as necessary.

b. Employer Information - Employees may, by virtue of their employment with SUC, obtain
access to sensitive, confidential, restricted and proprietary information about SUC,
including but not limited to financial records, customer/student records and files,
referral or mailing lists, credit card numbers, and similar documents. Such confidential
information shall be used solely by employees in the performance of their job duties for
SUC. Employees shall not, without the prior written consent of SUC, use, disclose, divulge,
or publish to others any such confidential information acquired in the course of their
employment. Such confidential information is the exclusive property of SUC and under
no circumstances whatsoever shall employees have any rights to use, disclose or publish
to others such confidential information subsequent to the termination of their
employment.

Unauthorized use or disclosure of confidential information may result in discipline, up
to and including immediate termination, prosecution, or other available action.

Upon termination of employment, employees must return any and all confidential
information, including all copies of such documents prepared or produced in
connection with their employment at SUC pertaining to SUC’s business or the
employee's services for SUC, whether made or compiled by the employee or furnished
to the employee in connection with such services to SUC.

All information that:

1. Is or has been acquired by the employee during, or in the course of your
employment, or has otherwise been acquired by the employee in confidence,

2. Relates particularly with SUC business or that of the other person with whom
employee have dealing of any sort.

3. Has not been made public shall be confidential, and employee shall not at any
time, whether during the course of work or after separation with SUC, disclose
such information to any person without written consent of concern authority.
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5.b EMPLOYMENT POLICY

Policy name EMPLOYMENT POLICY

Policy version Version 3

Standards applicable MOE Standard 5: Faculty and Professional Staff
Policy owner Human Resource Department

Date of recent
modification

Verified by DYASS

26 December 2021

HRD is committed to employing the best qualified candidates while engaging in recruitment and
selection practices that comply with all applicable employment laws. It is the policy of HRD to provide
equal employment opportunity to all applicants and employees without discrimination to meet the
objective. The recruitment process will include all levels.

A full time Staff/Faculty is the one who has approved/ recruited having professional or specialized
degree to work on permanent basis as the defined work timing and procedures, performs services and
receives a salaries for his/her work from SUC.

A part time Staff/Faculty: an individual having professional or specialized degree, employed on a
temporary or part-time basis, to provide related services like teaching or other Administrative or
technical works. Part timer will appointed for a specific period of time. Such appointment has no
significance for the achieving or holding of tenure.

A. SEARCH & APPOINTMENT
i. AAC:

The members of the Academic Affairs Council are appointed by virtue of their position in the
organization. These profiles are nominated based in their dedication, motivation and holds
administrative positions as per the organizations chart and are responsible for the day to day
operations of SUC. The AAC members are appointed, removed, renewed or terminated by Vice
Chancellor. AAC constitutes of Vice Chancellor, Dean (School of Business and Information
Technology), Dean - Student Affairs, Director - Institutional Research, Quality Assurance,
Outreach and Accreditation, Director - Marketing and Communication, Deputy Director -
Academic Support Services/University Registrar, Deputy Director- Government and Public
Relations. If the aptindividual is not available inside the organization, in that case recruitment
is recommended.

The Academic Affairs Council (AAC) is formed in order to achieve smooth functioning of the
institution. This council is responsible for managing the various academic and academic
support operations of the University.

The AAC is the operational body which executes all the Academic and Academic Support
Service activities of the organization within the framework of policies and procedures laid
down by the institution under the guidance of the (Chair) Vice Chancellor. The AAC reports at
regular interval the functioning of their respective units to the (Chair) Vice Chancellor and
(Vice Chair) DSA. This process becomes an important source of feedback about the operations
of the institution.
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All operational decisions are taken at this level by the Vice Chancellor along with the members
which will be implemented during the course of Academic Year. Any strategic issues brought
about in this forum will be referred to the VC for guidance and decisions.

Academics:

Vice Chancellor, DSA, Dean (School of Business and School of IT), Associate Deans,
DYASS/Registrar along with HRD in coordination with other committees engages in Strategic
Planning for Faculty positions which arise due to Resignation/Termination/ New Hiring
requirements. To have an effective recruitment policy and procedure, HRD Team is involved
in effective sourcing and shortlisting of candidates. The Faculty Search Committee (FSC) is in
place comprising of Vice Chancellor, DSA, Dean (School of Business and School of IT),
DYASS/Registrar, Associate Deans and Head HRD, who will interview and hire the faculty
along with a subject expert.

B. GUIDELINES FOR SEARCH & APPOINTMENTS

UNDERGRADUATE LEVEL (School of Business & School of IT)

SUC maintains a ratio of 75:25 Full Time Faculty Members to Adjunct Faculty Members along
with 30:1 Student to Faculty ratio at all levels of Academic programs offered of SUC. Refer to
the below Table I for Rank distribution percentage for Full Time Faculty Members-
Undergraduate Level (School of Business & School of IT) followed by SUC.

Table I

Grade % of Full-time Faculty Members
Professor 15%
Associate Professor 30%
Assistant Professor 30%
Lecturer 15%
Sr. Instructor 5%
Instructor 5%

GRADUATE LEVEL (School of Business)

SUC maintains a ratio of 75:25 Full Time Faculty Members to Adjunct Faculty Members along
with 30:1 Student to Faculty ratio at all levels of Academic programs offered of SUC. Refer to
the below Table I for Rank distribution percentage for Full Time Faculty Members- GRADUATE
LEVEL (SCHOOL OF BUSINESS) followed by SUC.

Grade % of Full-time Faculty Members
Professor 30%
Associate Professor 70%
AY 2021-22 SUC Policies & procedures manual Page
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a. ELIGIBILITY CRITERIA

As per Policy, Faculty members teaching in 100-200 level Undergraduate Program should hold
the rank of Lecturer and above with teaching experience as given in the below mentioned table.
To successfully continue teaching at Graduate Level (School of Business), required research and
scholarly activities have to be maintained as per the below table Il during SUC contract period.

Table I- AAC Faculty Eligibility Criteria
Grade / Level Academic Experience Research and Publication Administrativ
e Experience
15 years 15 10 years
Vice Chancellor (4_publications in A and B
category in last 4 years)
Dean (Student || 10 years 10 (3 publications in B 7 years
Affairs) category in last 4 years)
10 years 10 7 years
Dean (School of (3 publication in B category in
Business) last 4 years)
10 years 10 7 years
Dean (School of (3 publication in B category in
IT) last 4 years)
Director- 10 years 10 7 years
IRQAOA (3 publication in B category in
last 4 years)
Table II- A. Faculty Eligibility Criteria (Recommended)
Grade / Level Academic Research and Publication Post PhD Experience
Experience
10 years 15 7 years as Associate
Professor (4publications in A and B | Professor
category in last 4 years)
7 years 10 5 years as Assistant
Associate (3 publication in B category || Professor
Professor in last 4 years)
5 years 7 5 years as Lecturer
Assistant (3 publication in B & C
Professor category in last 4 years)
3 years 1 1 year as Lecturer
Lecturer (1 publication in B & C
category in last 4 years)
Sr. Instructor 3 years NA NA
Instructor 1 year NA NA
A Diploma with at least 3
Bachelors or | years of relevant experience
Diploma Degree or a Bachelor with 2 years of
LAB Instructor relevant
experience. Progressive
hands-on  experience in
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hardware and software
support will be relevant.

Visiting Faculty Will be recruited as per the above mentioned criteria for a period of one year
and will be given accommodation and visa facility. Taking on consideration to
be from top 400 Universities. SUC will take care of some required formalities
related to visa, ticket accommodation .... etc. as per the policy if required

Table II- B. Administrative Faculty Eligibility Criteria

Faculty with | 3 yrs. || As per respective ranks As per respective ranks

Administrative administrative

responsibilities experience in
addition to
experience in
respective rank

Head Of Research | 10 years 10 7 years

(3 publication in B category
in last 4 years)
Associate Dean 10 years 10 7 years
(3 publication in B category in
last 4 years)

Notes:

Low-grade vacancies can be filled in cases when shortlisted candidates are
meeting the eligibility criteria for higher-grades and there are no high-grade
vacant positions.

If in case candidate has some exceptional contribution to the Academic and has
earned some awards she/he may be considered for some higher positions even
if the criteria are not being met.

The selection panel must recommend for exemption based on such evidences of
exceptional performance.

Candidates are required to provide medical certificate at the time of selection.
Candidates are required to provide experience certificate from the previous
organization along with proof of publications etc.

1. Faculty teaching credit courses in Certificate, Associate Degree, or Diploma (not offered in

conjunction with Baccalaureate Degree programs) must have a minimum of a Master’s Degree
with a major in the discipline taught, and one of the below criteria(When applicable ):
i. 5 years teaching experience in the discipline

ii. A combination of 5 years teaching experience and other related employment

iii. An equivalent of 18 semester graduate credits beyond the Master’s Degree in the

discipline taught

iv. Internationally recognized professional credential (e.g. public accountant certificate).
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2. Faculty teaching general education courses offered in conjunction with a Baccalaureate Degree

curriculum must have a minimum of a Master’s Degree with a major in the discipline taught and
one of the below criteria:
i. 5 years teaching experience in the discipline
ii. A combination of 5 years teaching experience and other related employment
iii. An equivalent of 18 semester graduate credits beyond the Master’s Degree in the
discipline taught
iv. Internationally recognized professional credential (e.g. public accountant certificate).
3. Faculty must hold a terminal degree or equivalent in the relevant taught discipline if teaching
credit courses in the following:
i. Baccalaureate Degree programs
ii. Certificate, Associate Degree, or Diploma, offered in conjunction with a Baccalaureate
Degree program
iii. Higher Diploma programs requiring three years or more of study beyond secondary
school.

C. PROCESS FLOW
i.  VICE CHANCELLOR:

Step-1: Vice Chancellor’s position requirement has to be reviewed and approved by the
BOT. The requirement is based on Administrative and academic requirement. Since it’s
a leadership position, University’s Mission and vision should be considered in reviewing
the strategic requirement.

Step-2: Recruitment Committee nominates existing officials to BOT based on their
exceptional leadership and consensus building skills in development and

Implementation, demonstration of strong experience in advancement of the University
and managing its operations with commitment to its excellence in teaching and quality
of educational offerings.

Step -3: The shortlisted candidates will be invited to appear for an interview with BOT
for appointment.

Note: In case of Vice Chancellor’s recruitment from outside further steps will remain
same from Step-6 - Step -17 of Academic hiring process.

Step-18: BOT will review the probationary performance review report of the newly
appointed Vice Chancellor based on the evaluation and Feedback based on formal and
informal inputs.

Step-19: Based on the BOT report about the probationer, HRD issues letter of
confirmation signed by the one of BOT Member.

ii. ACADEMIC AFFAIRS COUNCIL:

Step-1: AAC positions requirement has to be recommended by the Vice Chancellor. The
requirement is based on Administrative and academic requirement. Since it's a
leadership position, University’s Mission and vision should be considered in reviewing
the strategic requirement

Step-2: Vice Chancellor recommendation based on based on their exceptional leadership
and consensus building skills in development and implementation, demonstration of
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strong experience in advancement of the University and managing its operations with
commitment to its excellence in teaching and quality of educational offerings.

Step -3: The shortlisted candidates will be invited to appear for an interview with the
Vice Chancellor.

Note: In case of AAC recruitment from outside further steps will remain same from Step-
6 - Step -17 of Academic hiring process.

Step-18: The VC will review the probationary performance review report of the newly
appointed AAC based on the evaluation and Feedback based on formal and informal
inputs received by the Committee.

Step-19: Based on the report about the probationer, HRD issues letter of confirmation.

ACADEMICS:

Step-1: HRD prepares the requirement of Full Time Faculty/ Faculty members with
administrative responsibilities/ Visiting / Adjunct Faculty based on Strategic plan,
Student enrollment, Faculty Vs student ratio Full time vs Part time faculty ratio before
the st