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Foreword

DearColleagues,

It is my great pleasure to welcome you to ECMIT. We are pleased that you have thbssome a part of
our community for academic, scientific and economic progress. Witlube working with other fellow
members to advance the quality ameission oECMIT.

| believe you will find the collegemore than just a placeto work. L (aplaceyouOl y o6dzAf R | OF NB
place you can make a difference. We offer a wealthaefits, programsand learning opportunities to help

you make the most of your time at the college. The real strength of a great institution lies in its people,

and we appreciate your commitment and dedication to making our great institution even better.
Congratulations on your new position, and please accept my best wiistyesir career witieCMIT.

The Faculty Handbookis intended to make faculty members of ECMITfamiliar with the existingfaculty
policies, regulations,and procedures.It has been ratified by the Academic Affairs Counehd approved by
the College Board of Governors. A faculty member who sggosntract to serve at the College thereby agrees
to be bound by these policiesd regulations.

You will find most of the policies, regulations, and proceduresof the College either contained here in
their entirety or referenced in Policy and Procedures Mandalademic Catalog Staff and Student Handbook.
Each member of the Faculty is urged to faeniliar with the contents of these documents and to keep them at
hand for readyeference.

¢tKS ClFOdzf Gé 1 yRo22]1 A& dzLJRF G SR | y yraes &ntl BEeguiat®ns Snd & dzNB
with the guidelines of the UAE Ministry of HigHeducation. Thereforethe programs, policies, statements,

and/or procedurescontained herein are subjectto changeby the Collegewithout prior notice. It is the
responsibility of the Division Chairs to maintain an updated copy to which faculty/academic stafiefieay

The responsibility for distributing information about changes resith the Office ofthe Dean of Academic
Affairs. However, questions regarding content should fisgt addressed to the Division Chairs. An electronic
version of this document is alsavailable on the College websiteww.ecmit.ac.ae

The Faculty Handbook, while dealing with employment policies and procedures, is not intended to
provide any assuranceof continued employmentand should in no way be construed as an employment
contract.

Prof. Nabeel A. Jurdi, Ph.D
President & CEO
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Introduction

The Emirates Collegefor Management& Information Technology(ECMIT)is a private,

non- federal, four -year institution of higher education which is located in Dubai,
United Arab Emirates. The College and all its academic programs are licensed and
accredited by thelJ.A.EMinistry of Higher Educationand ScientificResearclMOHESR).
The institution offers two Associate of Science degree programs in Business and
Information Technology, respectively, and a four year Bachelor of Business
Administration (BBA) program with concentrations in Management, Marketing and
Human Resources Management. In addition it offeasFoundation and a Remedial
Programs for students who doot qualify for direct admissiorio the O 2 f f &guRQ &
academicprograms.Furthermore,the Collegehas an elaborate EnglisHanguage program
that involves preparatory classes and training in TOEFL and IELTSianlieveel English
learningprogramthat is aimedto improve Englishproficiency,communicationand public
speakingskills.

ECMIT recognizes academic freedom as indispensable to the purposes of an academic
institution. Freedom of faculty members to study and to teach according to their best
judgment is necessary if an academic institution is to fulfill its nolsociety. However,
academic freedom carries with it the duty to use that freedom in a responsible way with
due regard to the policies of the college and the rights of others within the college
community and the community at large. It also carries witlan obligation to strive for
excellence in teaching, in research and scholarship, to devote time to students and to play
an effective role in the work of the college.

ECMIT further recognizes that the protection of academic freedom requires that decisions
affecting individual faculty members be made in a consistent manner according to
established principles and standards and reasonable procedures. The central goal of ECMIT
is to promote the advancement of learning and dissemination of knowledge through
teaching, research and scholarly activities. It is, therefore, imperative that ECMIT establishes
a welldefined and well structured Handbook for the faculty so that the stated goals and
objectives can be achieved in the most efficient manner possiblethieisesponsibility of

each faculty member and academic administrator to read this document and to abide by
the provisions and stipulations therein.

The main function of a faculty member is to prepare students for successful transfer to
baccalaureatdevel institutions by creating an atmosphere in which they are exposed to
intellectual challenges and where they learn to develop and fulfill themselves. Although
ECMIT stresses professional excellence, there are other qualities that the College also
embraces ad encourages such as stimulation of thought, development of personality,
character, and ethical conduct.
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Institutional Overview

Emirates College for Management and Information Technology (ECMIT) was originally
established and licensed by the UAE Mirnistf Education in 1998 as Emirates Center for
Management and Information Technology. In 2004, the Center became Emirates College for
Management and Information Technology, and a set of five mission driven goals was
developed which was to shape the futurewse of the College. In 2008he College
proposed to the Ministry of Higher Education (MOHESR) of the UAE its -g@ar AS
degree programs in inter disciplinary sciences with majors in business and IT which were
given initial accreditation in 2004.

ECMT's has developed its first-¥ear Strategic Plan in 2006, which identified seven
strategies for development. The Plan served as a foundation upon whicherhiee
planning assessment, and evaluation cycles of the college were built over the years. ECMIT
underwent a series of evaluation by the CAA that led to the full accreditation of all its
associate academic programs and initial accreditation of the 124 credit BBA program.

Over a period of 15 years, the college has graduated over 20 classes totalng0oge
students. Today these students occupy strategic positions in government, business, public
and private sectors making significant contributions to the national economy. The College
has nurtured this commitment in an academic environment responsivéhéochanging
needs of the workplace and by providing strong career planning support and attention to
the needs of each student. The constant emphasis at ECMIT has been to build a community
network through its connections with potential employers, and \iing a supportive
environment in which students can achieve their goals.

Philosophy of thdnstitution

Vision
Emirates College for Management and Information Technology will be a premier and
sustainable institution of higher education whichrézognized, respected and valued in

the region for its excellence.

Mission
ECMIT aims to develop competent and innovative graduates by offering high quality
degree programs in alignment with international Standards that are accessible and
affordable; expomg students to community services in order for them to value and
appreciate the community they belong; developing and maintaining highly qualified

faculty who deliver an excellent teaching and produce quality research.

ECMIT Page6 of 134



Faculty Handbook 20182019

Core Values

To value the welbeingof ECMIBtudents.
To value the welbeing of ECMIT faculty astaff.

To value the quality and integrity of academrograms.

= =4 =4 =

To value the personal and professional development of students to highest
standard.

T To value and recognize our responsibilitieslevelop well qualified
graduatesvhog A £ £  O2 y (I NA 0 dgibr®dmid ghd culturdlQ &
development.

ax
No

1 To value honesty and fairness, and not to tolerederuption.

1 To value collaboration and partnership with academic institutions,
businessind goverrment organizations with in the UAE and
abroad.

T To value open and honest communication, and transparent and
accountablelecisionmaking.

1 To value the reputation and integrity of institution within the UAE agrgiond.

1 To value human life and dignilyespective of their nationality, religion and
gender.
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Institutional Organization  Chart

Board of Governors

College Council e
e e s Academic Affairs Council
President’s Office
Office of Flanning &
Institutional Effectiveness Office of Dean of Academic Affairs
e Division of General Education &English
Financial Services Languagze Prosram
Public & Government Relations Divizion of Business Administration
Dffice of Marketing Divizion of Information Technology
. Divizion of Foundation and Bemedial
Office of Student Affairs B Program
Office of Computing £
Technolosy 5-&:?:; — Dffice of Admissions & Registration |
Happiness and Positivity Unit ‘
Library |
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Section 1: ECMIT Governance Structure

1.1. ECMIT Board dbovernors

The main purpose of the Board of Governors (BOGS) is to hold the Collegstifor the

LJdzof A0 2F GKS ! YyAGSR I N} o 9YANIrGSad wSLINBaS
mission on behalf of that public interest, the Board has as its purpose and responsibility the
formulation of the specifics of its mission, the dsiahment of the policies for its
fulfillment, and the accountability for seeing that those policies are carried out.

The Board of Governors has been created for the purposes of setting directions and policies
for the strategic development of ECMIT, enagriinancial viability, quality and integrity of
its academic programs and financial transactions. The Board of Governors has the power of
general supervision and control over the academic and business affairs of the institution.

The following are responsilities of the ECMIT Board of Governors:

1 To participate in setting the longterm vision, mission, and strategic
direction of the College in concert with the President and in consultation
with the Academic Affairs Coungil

1 To approve policy in areas wiandatedresponsibility;
1 To monitor the achievement of ECMI{j=als;

1 To advocate on behalf of the College to the external community and to
interpret the needs of society to th€ollege;

1 To provide the College Administration with the support, authorand
responsibilityrequired to lead and manage its affaggccessfully;

1 To appoint the Chief Executive Officer and evaluatgaiformance;

1 To ensure appropriate financial and administrative controls are in place to
overseethe management of the College'monetary, physical, and human
resources; to ensureghe allocation of resources is consistent with the
achievement of the Collegebjectives;and

1 To set policy for the conduct of the Board's affairs and to monitaffectiveness.

1.2. CollegeCouncil

The main purpose dfollegecouncil is to oversee day to day operations of
the institution and its sustainability.Collegecouncil meet frequently to
discussabout all administrative and academic issues which directly
contribute significant role in the college functions to achieve its
mission and goals, accreditation, budget and institutional audit.
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President oECMITis the chair of this council and consists of the following
members:

President and CEO

Dean of Academic Affairs (DAA)
ProgramDirectors

Registrar

AdministrationOfficer

Chief FinanciaDfficer

Manager ofOPIE

Manager ofl T

Manager ofLibrary

Govt. and Public Relatio@fficer
MarketingManager

=

=4 =4 =4 4 -4 A4 -4 A -—a A

1.3. Institutional Committees

1.3.1. Institutional Effectiveness Planning and Assessment Comn{l&&AC)

Institutional EffectivenessPlanning and AssessmentCommittee is primarily
responsiblgor

1 Coordinating, synchronizing and monitoring of planning and
effectiveness activitiesf the entireinstitution.

1 Developing policy, criteria and indicators Bssessing institutional
and unit effectivenesswithin the framework of Institutional
goals and objectives and set the guidelines for ensuring
institution widecompliance.

1.3.2. Program Effectiveness and Assessment Comm{B&AC)

Program Effectiveness andd aSaavyYSyid /2YYAGGSS Y2yAadzl
assuranceand effectiveness. Thisommittee

1 Plans,assessesand monitors program effectivenessagainstthe
indicatorsset in the Assessmen®lan.

1 Reviews and assesses delivery, curriculum, course syllabi,
textbooks, coverageof syllabus, and course file documentation
once in evergemester.

1 Discusses the findings based on various satisfaction surveys and
introduces measurego address problems angdeaknesses.

1 Studies and traces student success, graduataie, rattrition rate
and studentsuccess$n career advancement and credit transfers to
other institutions.
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1.4. Policymakingbodies

Academic policies are planned, developed and approved at three diffienesis:
1 58ty 2F | OFRSYAO Cotrkir ANEQ ! RYAYA &GN
1 ECMITAcademic Affairs Council
1 CollegeCouncil

1.4.1. Dean of Academic Affairs (DAA) Administra@aincil

The primary responsibility of this council is to coordinate the activities of the
AcademicAffairsand implement the policies and directives of t@ellegeCouncil
and Board ofGovernors It is chaired by the Dean of AcademicAffairs. This
Councilrecommendspolicy changesand new policiesthat have to be approved
by the Academic Affairs CouncilThe Council coordinates the activities of all
academic units, determine the academic strategic directions,daaelopstrategic
plan for the academic programs, academic standards, transfer of courses
make recommendation to theAcademic Affairs Counaidn academic matters,
deliver on the qualityassuranceand effectivenessof the academicprograms,
and considersthe faculty annual performance evaluation. The council makes
recommendations for the degrees and certificatestie conferredby the college.

It considersand deliverson all matters of the studentsand library services. The
Council approves the annual budget of the academic affairs anakes
recommendation to thd°resident.

This council meets once or twice a month or more frequentigéded.

Membersare:

Dean of Academic Affai(€hair)

Chair, Department of General Education & Endhsldies
Chair, Business Division/BBA Progiaimector

Chair, Information Technology Division

Registrar

Director, Research Services and Acadeksgessment

Chair ExanBoard

Manager Library

Manager, Institutional Planning and Effectivenessifmitation)

=

= =4 =4 -4 4 -4 A -1

1.4.2. ECMITAcademic Affairs Council

The final authority on academic matters is the ECME&demic Affairs Council
The Academic Affairs Councivorking with its standingcommittees,formulates
policies affecting the College'sacademic mission. The basic purpose of the
Academic Affairs Counag8 to promote the representatiorof the faculty in the
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governance of ECMIT and encourage active faculty participationthe
RSOSt2LIYSYyld 2F 9/ alL¢Qad leOFh&saddnr AtidRst A OA S 2
Council reviews all proposals recommended by Dean of Academic Affairs
AdministrationCouncil on academic progranstudy rulesand regulations,quality
assuranceand assessmenand researchaffairs. The Academic Affairs Counéilso

approves admission requiremerasdthe distribution of financial aid to students.

The Academic Affairs Coungitay also recommend to the President on resource
allocations and budgetary issues. Thé&cademic Affairs Councdlso approves
candidates for graduation (includinthe awarding of honorary degrees). The
Academic Affairs Counaileets once every month anore frequently ifneeded.

a. Composition of theCouncil
The AcademicAffairs Councilof ECMITis composedof all full time faculty
membersand the headsof auxiliary academic units such as library, IT services and
Registrar. The Dean of Acadeniffairs acts as the Chair. The President serves as
the ex officianember.

TheAcademic Affairs Coundikas seven standir@gpmmittees:

Program Effectiveness and Assessment Comm{B&AC)

Credit TransfeCommittee

Library Committee

Program Review, Curriculum Planning and Develop@enmmittee
Student Disciplinary and GrievanCemmittee

Exam Boar€Committee

Faculty Review, Retention and Professional Developi@enimittee
ResearclfCommittee

= =4 =4 4 -4 -4 -—a -

b. Role of theAcademic Affairs Council
The ECMITAcademic Affairs Councwill have the primary responsibility of
exercising academic superintendence and discipline through determining
academic policy ancurricula development. The Academic Affairs Councis
committed to servingasthe voice of the faculty asa whole by creating an open
and informed decisioimaking process and fosterirtgmocraticculture.

c. Functions and authority of thAcademic Affairs Council

The Academic Affairs Councibf ECMIT functions through five standing
committees. The functions afie Academic Affairs Counailclude:

1 approving academic policies andrricula

f approving coursehanges

1 approving policies and regulations governing admission,
probation, dismissandgraduation ofstudents

1 approving the academicalendar
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1 recommending to the President on criteria for appointments,
reappointmentsand promotion

1 NBO2YYSYRAYy3 (2 GKS t NBAARSYd ONAGSNA
appeal forgradechanges

1 approving graduatingandidates

d. Meetings

The Academic Affairs Counailill meet twice a year in the 16th week of the Fall
and the Spring semestersat a time and placedetermined by the Dean of
Academic Affairs. Written notices of theeetingsand their agendawill be given
to the membersof the Councilat least a week in advance.Specialmeetings
may be called at the discretionof the Deanof AcademicAffairs. Therewill have
to be a quorum of members who must be present for business toansacted.
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Section 2: Faculty Roles and Responsibilities

In consonance with its mission and goals, the College has antielllated policy and a
well- structured processto ensure faculty and staff involvement in academic and
institutional matters,which:

1 defines the role and responsibilities of the faculty in academic affairs: the
curriculum,teaching, student support, research and/or scholarship, management
andadministration;

1 outlines course management requirements, including maintaining officers,
providing a syllabus for each course on the first class day, and graditg
examinationduties;

defines the role and responsibilities of professional staff initistitution;
defines the role of faculty igovernance;

assures academfceedom:;

= =4 =4 =

definesthe organizationaland reporting relationshipsfor faculty and professional
staff;

1 Describes standards of professional ethics and cultural norms to which facaty
professional stafadhere.

Following is a summary description of these rolesrasgonsibilities.

2.1. Faculty Role in Academic and College Affairs

ECMITconsidersthe faculty membersasits best asset. The institutional and academic
organizationaktructures and academic policies have been developed to afford the faculty
the maximumacademic freedom to contribute to the institutional mission and goals. In
addition to teachingand curriculum development, the facultggularly takes part in
academic administration, college development projects, marketing,
promotion and student recruitment events, and Academic Affairs Council. In brief, the
central activities of the faculty members at ECMIT are: teaching, curriculumiptaand
development, research, faculty recruitment and appointment, academic advising,
governance: academic affairs council and its standing committees.

2.1.1Teaching

The primary responsibility of the faculty is teachiAgiaculty member on average teaches
12 credit hours per week; typically consisting of 3 to 4 different courses in each semester.
Facultymembersare paid overtime allowancefor teachingcoursesin accessof the limit

(if any).FRculty members are paid additional compensation for summer teaching.
Because ECMIT pays highest importarscel priority to & G dzR SsyicieSsafaculty
members are expected to remain updated in their areas of expertise through
innovations, pedagogical improvements askdlls.
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2.1.2Curriculum Planning and Development

An important role of the faculty is to plan and develop academic programs and curricula in
a collective manner. Becausethe ECMITis a small institution and its academic
programs are integrated, such collective process initiated by the Academic Affairs
Council thoughCurriculumPlanning and Development Committee. This committee is fully
composed of faculty members who have full freedom to make appropriate
recommendations to thécademic Affairs Council.

The Academicffairs Council, which is composed of faculty members from all divisions and
chaired by the Dean of Academic Affairs, has the full authority and autonomy to deliver
and take decisions on curriculum and program matters, study policy and regulations and
facuty welfare.

According to ECMIT Policy, any member of the ECMIT Community and the ECMIT student
body are free to propose new programs, modifications in the existing programs and
modifications in the study rules and regulations. Such proposals are firstiget o the
CurriculumPlanning and Development Committee of the Academic Affairs Council, who
considers, evaluates and delivers on the proposal. The recommendations together with an
action plan are submitted to the full body of the Academic Affairs Cibufoe
O2yaARSNIYGA2yd ¢KS ! OFRSYAO ! FFFANRB /[ 2dzy OAf
by the Dean of Academic Affairs for consideration in so far as the budget and financial
matters are concerned.

The Curriculum Planning and Development Conesitis responsible for monitoring the

integrity, quality and effectiveness of academic programs and their delivery. The main task

of this Committee is to ensure that the goals of the programs are being achieved and that

the students are learning what theyeasupposed to learn. The Committee, in tandem and
collaboration with the OIPE office, regularly studies the survey results, course syllabi,

f AN NBE K2fRAy3a FtyR OflaaNR2yY RSftAQDGSNER STF
its efforts to maintain he standard of learning at the college. The Committee discusses its
findings and observations in the Academic Affairs Council where an action plan is
undertaken to address weaknesses and deficiencies in the system.

2.1.3Faculty Recruitment and appointment

Facuty plays a significantrole in faculty planning, need assessmentand hiring. Such
planning usually begins in November and completed by December. Thedd@aademic
Affairs discusses the plan and need assessments in the full body of the Academic Affairs
Council,after which the Dean of Academic Affairs sends the plan to the President together
with anestimated budget for onwardonsideration.

Thet NB & A RdbntildiScasseshe plan mainly to ensurethat the hiring plan meets

the academicgoal of the collegeand that appropriate funding is availableto supportthe

plan. The hiring process starts after placing public advertisement in national and
international newsmedia.
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The Curriculum Planning and Development Committee determine the section criteria
under the oversight of the Dean of Academic Affairs. This Committee evaluates the
incomingapplications and makes recommendation to the Dean of Acadaffags.

2.1.4Student Academic Advising

An effective student advising system is a-pequisite to the cred-based education at
ECMIT. Full time faculty members will be required to advise a group of students who will
remain with him/her until they graduate. The time spent in such academic advising will
depend on the number of students assigned, and must besidened as part of the overall
workload of a faculty member. Instructors are required to post a schedule on their office
door clearly indicating advising, research and teaching hours.

2.1.5Governance: The Academic Affairs Council and its standing committees

The Academic Affairs Council is composed of all full time faculty members and is chaired by
the Dean of Academic Affairs. The council meets once a month under normal
circumstance, and on frequent basis under emergency situations. As per the policy of
ECMITthe academic affairs council has the autonomy and authority to debate, discuss and
approve academic programs, curricula, admission, study rules and regulations, faculty
hiring plan, faculty promotion, academic budget and graduation list. The acaderairs aff
council is also the voice of the faculty where issues affecting faculty welfare and interests
are openly discussed. This council also serves as a collective bargaining body for and on
behalf of the faculty. The academic affairs council functions thhatlne following standing
committees:

1 Program Effectiveness and Assessment Committee (PEAC)

Credit Transfer Committee

Library Committee

Curriculum Planning & Development Committee

Student Disciplinary & Grievance Committee

Exam Board Committee

FacultyReview, Retention and Professional Development Committee
1 Research Committee

=4 =4 -4 -5 5

The responsibilities and memberships of these committees are outlined in detttle
Policies and Procedures Manual. Faculty participation and input in matters of appointment;
retention & promotion of faculty; assessment of faculty performance; faculty
development; resolution of faculty grievances; admission and registration policies;
curriculum development and approvals; instructional support services (Library and IT); and
other related matters of academic policy and procedure are ensured through the workings
of these standing committees.
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2.2. AcademicFreedom

A faculty member has full freedom in discussing his or her subject in the classroom, subject

to adherence to the coursedst f  6dza | & LINBaSyGdSRed ¢kKS FI Od
member of a learned profession and as a member of this institution imposes an obligation

that his or her public utterances be made with restraint and good taste and in no way may

be interpretedasCollegeolicy.

Academic freedom is the freedom to teach and do research in any area without constraint,
to discover and promulgate new ideas no matter how controversial. Academic freedom
requires individuals and authorities allow to work without restraartd to prevent any
interference with this freedom.

The exercise of academic freedom depends on resources that are not available to
everyone. Teaching requires access to students; research requires libraries and other
facilities. Faculty needs access te@heology resources, colleagues to consult, journal and
book editors willing to publish their work.

The institution primarily provides all scholarly resources. The freedom to develop and
teach new ideas can be encouraged or discouraged in many ways. Tégeaahcourages
academic freedom by granting tenure which provides job security for faculty members.

ECMIT has the right to foster academic freedom in many ways besides tenure, by reducing
teaching loads, granting travel funds and sabbatical leaves sofdlcatty members can
develop new ideas and exchange ideas with colleagues at other institutions.

2.3. Academic Integrity

9/ alL¢ KFa OK2aSy |a Ada LINAYFENE 2062SO0A¢
Commitmentto this objective must include an obligation b}t members of the College
community to promote and protect the highest standards of integrity in study,
instruction, and evaluation. Dishonesty or unethical behavior does not belong at an
institution dedicated to the promotion of knowledge and learningntegrity of the
academic process requires faand impartial evaluation by faculty and honest academic
conduct by students. To thisnd, studentsare expectedto conductthemselvesat a high
level of responsibility while fulfilling requirements of theircourse of study. It is the
corresponding responsibility of faculty tnakeclear to students the standards by which
students will be evaluated and theesourcespermissible for use by students in a given
course.

Academic integrity presumes that all workisnitted as part of academic requirements is
the product of the student submitting it unless credit is given with proper footnotamgl
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bibliographic techniques, or as prescribed by the course instructor. When a student makes
useof concepts or words fromraoutside source, whether in the form of a direct quotation

or of paraphrase credit must be givento the original sourcefor eachidea by footnote

or other technique acceptable to the instructor. Failure to make such an acknowledgment
constitutesplagiarism.

Instructors are responsible for providing students with an explanation of the freedom they
may exercise in collaborating with other students or in use of outside sources, including
the student's own work prepared and submitted for another cayrduring group study
sessions, and in takeome examinations. Any doubts, on the part of students, about what
constitutes academic dishonesty should be discussed with and will be resolved by the
course instructor. See Section 9, Appendix 1: A FacultyeGaoielagiarism Detection and
Prevention for more details.

Violations of academic integrity are causes for disciplinary actions imposed by the
appropriate faculty member and/or department Chair. Any instance of flagrant academic
dishonesty, as determinedy the instructor of the course in compliance with the
established policy of the department through which the course is offered, can result in the
a0dzRSyi4a RAaYA&aalf FTNRY GKS Oflaa |yR GKS
or even expul®n from the College.

A faculty member accepts an obligation, in relation to his or her students, to discharge his

or her duties in a fair and conscientious manner in accordance with the ethical standards
generally recognized within the academic commuaty well as those of the profession).

Without limiting the application of the above principle, members of the faculty are also
expected to conduct themselves in a professional manner, including the following:

1 To meet their classes whetheduled.

1 To be avdable at reasonable times for appointments with students, and to keep
suchappointments.

1 To make appropriate preparation for classes and other meetings.

1 To perform their grading duties and other academic evaluations in a timely
manner.

1 To base all academevaluations upon goefhith professional judgment.

1 Not to consider, in academic evaluation, such factors as race, color, religion, sex,
sexual orientation, age, national origin, and political or cultural affiliation, and life
style, activities, or behaor outside the classroom unrelated to academic
achievement.

1 To respect the confidentiality of information regarding a student contained in
ECMIT records; and to refrain from releasing such information, except in
connection with intraCollege business, arith student consent, or as may be
permitted by law.
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T Not to exploit his or her professional relationship with students for private
advantage; and to refrain from soliciting the assistance of students for private
purposes in a manner that infringes uporchustudents' freedom of choice.

1 To give appropriate recognition to contributions made by students to research,
publication, service, or other activities.

1 To respect the dignity of students individually and collectively in the classroom and
other academic antexts.

2.4. Professional Ethics for Facultgembers

Disciplinary action against a faculty member can be taken for various reasons as outlined
below:

2.4.1. Professional misconduct, incompetence or neglectdaty Professional
misconduct,incompetenceor neglect of R dz{iigckudes,but is not limited to,
actions suclas:

a) Refusal to fulfill contractual obligations such as: teaching, grading,
advising proctoring, and committeavork.

b) Refusal to abide by the academic policies of the College and ECMIT.

c) Absence fromclasses without approval of the line supervisor, without
proper notification to the students, and without arranging malke classes
(except for emergency situations)

d) Falsifying grade records or reporting unsubstantiated grades.

e) A chronic pattern of arrivig late to classes, that disrupts the educational
process

f) Falsification of academic and professional credentials
g) Plagiarism
h) Falsification of research information

i) Abuse of internet privileges (e.g. sending inappropriate or libeloosis
to faculty elists).

Theseissuesare first dealt with through the establishedacademic hierarchy (e.g. the
[/ K| afficE) and finally through the ECMIT Grievance and Discipl@@nmittee.

2.4.2. Personamisconduct
Gt SNBE2Y Il f YA&AO02YRdzOG éo: Ay Of dzRSasx odzi Aa y
a) Criminal acts such as assault of an employee or a student
b) Fighting while on ECMIT premises
c) Willful destruction or stealing of ECMIT property or facilities

d) Persistent harassment (verbal, physical, racial, religious or sexual)
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e) Acts while under the influencef alcohol that threatens the integrity and
image of the institution.

f) Distribution of confidential, slanderous or libelous information that
tarnishes the image of the institution and disturbs peace and harmony
within the ECMIT community.

g) Sale of grades
h) Saé of examination papers
i) Other unethical behavior as stated in the Labor Law of UAE

Personal misconduct is handled administratively. Depending upon the severity of the
violation, the violation is normally handled by the Chair, and may result in a letter of
gFNYyAYy3d GKFEG 060S02YSa LINL 2F (GKS FI Odz G& Y8
or repeated violations, are referred to the Dean of Academic Affairs Severe violations may

lead to termination of the teaching contract.

2.5. Copyrightand Intellectual Property

Course and course file materials, and any other related materials prepared and/or

LINR RdZOSR & LI NI 2F F FFOdA Gé& YSYoSNRa (St C
faculty member. However, copies of the course file material must be iiietie Course

File so as to ensure continuity in the continued offering of the course. The file has to be

adzo YAGGUSR G GKS SyR 2F SOSNER aSySaidSN) G2 o
Research, publications, books and other scholarly article/works/maseniatiertaken by a

faculty member during his/her tenure at ECMIT, either in paper or electronic form, shall be

the property of the faculty member.

Any intellectual work including patented inventions, IT software, consulting reports, etc., which
is undertaka by a faculty member at the behest of ECMIT on an additional payment basis
through a separate contract with ECMIT shall be the property of ECMIT.
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Section 3: Conditions for Employment

3.1. Faculty work loadpolicies

It is recognizedthat in the teachingprofession,classpreparation and researchactivities
can be conducted in their offices at any time they wish. Thus, a faculty member is
required to maintain working hours and post those on his/her office dodiodsws:

1 Teachingchedule

1 Officehours (at least two hour per week for each coutaeght)

T Advising hours (at least two hoursxeeek)

1 Study/Research hours (when a faculty member does not want wisiarbed)

In general, the workload of a faculty member comprises the following five major
components:
1 Teaching and teaching related activities such as proct@iog
Research
Studentadvising
Curriculum planning andevelopment
Committee work and academadministration

= =4 =4 =4

In addition, the faculty members are expected to participate infilowing activities

1 Consultancyvork
1 CommunityService

As ECMITis a studentcentered institution, teaching and research (which enhances
teaching effectiveness)should be the central activities of a faculty member. Thus, a
higher proportion of a faculty Y S Y 6 S NidRldad ghould be allocated to these two
activities.

3.1.1. Teaching Load, Overtime and IncentR@icy
At ECMIT there two categories of facuttgmbers:
a) Faculty members holding less than termidabree

b) Faculty members holding termindégree

Faculty members holding less than termindg¢gree
In general,non-terminal degree holding full time faculty membersare required
to teach atotal of 12 coursesduring the period of an academicyear spread
over fall, spring and summer semesters. This will consist of 3 to 4 different
courses and 2 to hdditional section totaling a maximum of 15 credit hours per
week in fall and springsemestersrespectively, and two courses in summer
consisting of 6 creditours.
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Teachingload reduction by three credit hours per week will be allowed for
those facultymembers

17 Who show interest and evidence of actirasearch

1 Who are involved in academic administration such as program coordination
anddepartmental chair shigtc.

1 Involved in majorctivities such as coordinating and conducting
examinations, quality assurance, assessment and effectiveness activities,
and development of new programs

1 Part time faculty members are assigned to teach not more than 6 credit
hours per week.

Facultymembers holding terminal degree
Faculty members holding terminal degrees in the ranks of assistant to full
professors are required to teach a total of 10 courses during the period of an
academic year spread over fall, spring and summer semesters. Thisengiist of 3
to 4 different courses and 1 to 0 additional sections totaling a maximum of 12
credit hours per week in fall and spring semesters, respectively, and two different
courses in summer consisting of 6 credit hours.

Normal teaching load for fadyl members in this category is 12 hrs per week per
semester. Teaching load reduction by three to 9 credit hours will be allowed in the
following major circumstances:

1 Academic Dean : reduction by 9 credit hours per week

1 Director of Research and Academiceésssnent: reduction by 3 credit
hours per week.

1 Academic Division Chairs and Program Directors: reduction by 3 credit
hours per week.

As ECMIT expands and graduate programs are offered, following teaching load
(out of amaximum of 12 credit hours per weegbdlicy will befollowed:

1 Full professors who are exclusively involved in graduate teaching, research
and curriculum development: reduction by 6 credit hours

1 Full Associate and Assistant professors who are involved in a mix of
undergraduate and graduate aehing, research and curriculum
development: reduction by 3 credit hours.

Part time faculty members in this category are not allowed to teach more than 6
credit hoursperweek.
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3.1.2.

3.1.3.

3.2

Teaching load for a visiting faculty or a faculty member on spagpadintment

Visiting faculty in professorial ranks @r faculty on special appointments is
required to take a full teaching load of 12 credit hours/week. Exception can be
made for visiting faculty who will be involved in research, mentoring, program,
curriculum and course development, etc. Such exceptions must be carefully
considered by the Chair and approved by the Dean of Academic Affairs. In such
cases up to a maximum of 3 credit hours per week can be reduced.

Overload policy

In order to maintain the qality and integrity of teaching, ECMIT does not
encourage its faculty members to engage in overload teaching. Normally faculty
members teaching load should follow the norms. However, if and when needs
arise to deviate from the norms, efforts should be madeadjust the load in the
following semesters. Therefore, overload will be considered at the end of the
summer semester of an academic year after completion of full teaching load. The
Division Chairs must consider the matter carefully, and forward their
recommendations to the Dean of Academic Affairs for approval. The Dean of
Academic Affairs may recommend overload payment according to the
compensation rate.

There may be circumstancesin which a lighter or heavier teaching load is

necessaryfor an individualinstructor. In sucha situation, the K | A difi&eawill

work with the faculty member to ensure a fair and mutually agreeable
schedule. The Chair may offer a one course load reduction in a subsequent
semester,if the faculty member is teachingan overload on anunpaidbasis.

WorkingHours

3.3.

Fultime faculty members are required to work a minimum oftgur week. Full
time and Partime faculty members are to schedule office hours (two hours per
week per class section taught) in addition to teeheduled teaching loads. All
faculty members are required to post their weekly schedule outside their
individual offices, clearly mentioning therein available hours for counseling,
academic advising schedules, class times and any other information tghat be
pertinent to his/her work schedule.

CrossTeaching

A crossteaching assignment reflects the active involvement of a faculty member in
teaching and research in more than one department. Gteashing assignments

or appointments are usually made maximize the use of human resources to the
best benefit of ECMIT. A faculty member can be asked to teach courses in his/her

ECMIT
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field of specialization offered by another department. Such assignments must be
GASHESR Fa I LI NI 27 IstoECMTithiethe¥¥d hoorS NI a
per week workload frame, and do not attract extra financial compensation.

For interdepartmental crosteaching, the assignment is discussed by the
respective chairs and the faculty member. A written request for cteashingis

made to the Chair, who approves or disapproves of the requested -teashing
assignment. A written request is made by the Chair to the Dean of Academic
Affairs who approves or disapproves of the requested cteashing assignment.

3.4. FacultyAbsences

Faculty members are expected to be present during their allotted class hours. If a
faculty member expects to be or is absent for any reason they must secure
approval from the appropriate Division Chair. It is his/her responsibility to make up
for the hous lost due to such absences. The Division Chair has to be notified of
any such arrangements made.

3.5. MissedClasses

The faculty must strictly adhere to classattendance guidelineswith regard to
absencedrom their classes. All classes will be takerhat scheduled time by the
faculty member assigned the course.

It is the responsibility of the faculty to attend all scheduled classes along with
other commitments however there may occasions when it may be necessary to
miss a class.

Faculty members should have prior approval from their Chair before
missing/reschedulingclasseswith the exception of emergencies. Whenever the
faculty has to miss a class, either becaakédlness or because of any emergency
condition s/he must file a leave request amiust make up the class at a later
date. The students need to be informed well in time abth# cancellation and
rescheduling. It is essential for the faculty to abide bypbkcy.

The 'missed classes' records will be maintained by the Department becdibke
seriousnessvith which the administration is taking this issue. The records can be
audited any time bythe Dean of Academic Affairs and hence will need to be
readily available in onfde. Below mentioned are the guidelines for procedures to
be followed for missed classes:

1 Minimum 24 hour notice has to be given for missing a class.

1 Each faculty member to submit a class list with the phone numbers and
email Id of the students.
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1 A makeup claswill be considered as 'makeup class' only if the class
attendance is 70% and above

1 Every third Saturday of the month will be scheduled for makeup classes.

1 Faculty to inform the Chair for approval, announce on ECMIT notice board
and then notify the receptin for informing the students.

T / KFANR G2 aSyR ¢gSSifteée wyiaaSR OflaaqQ
classes. A copy pertaining to the same to be mailed to Dean of Academic
Affairs.

3.6. StudentAdvising

An effective student advising system is pae-requisite to the credibased
education atECMITFull time faculty members will be required to advise a group
of students who will remairwith him/her until they graduate.The time spentin
such advisingwill depend on the number of students assignedand must be
considered as part of the overall workload ofaaulty member. Instructors are
required to post a schedule on their office door clearly indicating advising,
research and teachingpurs.

Student advising by faculty may involve any offtilewing:

1 A general discussion with student about his/her career plan: cgpagr
counseling

Registration procedures
Academic rules & regulations of ECMIT
Semester by semester course requirements and student academic progress

Examination rules & regulatns

Academic & noracademic disciplinary measures of ECMIT
Extracurricular activities

1

1

1

1

1 Graduation requirements
l

l

1 Personal problems: counseling and guidance
l

lye 20KSNI YFGOSNI NStFGSR 2 + aiddzRSy

Academic advising is an ongoing process, whielquires advisestudent
AYGSNYI OGlA2y G(GKNRdzZAK2dzi (GKS &aGdzRSyiQa SRd
become familiar with the ECMIT academic catalog, and be aware of any changes to

it that may affect the students being advised. During the registratieniogl,

advisors are expected to remain on campus.
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3.7. Academic Ranks anQualifications

The faculty ranks at ECMIT comprises of lecturer, assistant professor, associate
professor and professor.

a. Lecturer
¢2 0SS FLIWRAYGSR (G2 GKA&a LRaAdArAzyzaly AYyR
recognized accredited or attested university in the field of specialization. Prior
teaching or professionalexperienceis preferred but not necessaryto be hired
in this rank. The main professional endeavors comprise a combination of
teachingand other academicservicesasYl @8 6S RSGSNXYAYSR o0&
supervisor. Resach is encouraged, but nogquired.

b. AssistantProfessor
To be appointed or promoted to thigosition, a candidate must have a PhD or an

equivalent terminal degree from a recognized accredited institution of higher
learning in anappropriatefield of specialization Assistantprofessoris the entry
level rank for terminal degreeholders.While prior teaching experience will be an
advantage, it is not a requirement. bddition, evidence of scholarly research and
a research thesis arequired.

c. AssociateProfessor
To be appointed to this position, a candidate must have a Ph.D. or an
equivalent terminal degree from a recognized accredited university in an
appropriate field of specializatioand must be current in research appropriate to
the field of specialization. In additiothe candidate mushave:

1 A minimum of four years of poserminal degree teaching experience at
undergraduate levels at institutions of higher education.

1 Evidence of at least 4 (at least three in the last three years) research papers
published in refereed journals of international repute (or the equivalent in
books, boolchapters, consulting, etc.)

1 Evidence of other scholarly activities such as conference papers, working
papers case studies and thesis supervision.

1 Experience in curriculum and program planning and development,
accreditation and academic administration.

Membership in relevant professional organizations is optional, entouraged.
The requirements for promotion to this rank are similar, but require evidence of
ECMITservice and above average teaching evaluations while EEMIT.An
individual without a terminal degree cannot be appointed or promoted to this
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rank,excepton speciahppointment.

d. Professor

To be appointed to this position, a candidate must hold a Ph.D. or an
equivalentterminal degree from a recognized accredited aitested university in
an appropriate fieldof specialization. To be appointed to this rank, the candidate
musthave:

1 At least eight years of posérminal degree teaching experience, with at
least three years of teaching at the graduate level at indting of higher
education

1 Evidence of at least 4 research publications (at least three in the last three
years) in refereed journals of international repute (or the equivalent in
books, book chapters, refereed working papers, consulting, etc.) since
promotion or appointment to the rank of an associate professor which
should show high quality of research and scholarship as judged by experts
Ay GKS FTLILRAYGESSQa FASER 2F aLISOALfAId
1 Experience and evidence of graduate and/or undergraduate thesis
supervision

1 Experience of leadership in academic policy, planning and development,
accreditation, and academic administration.

1 Experience of other scholarly activities such as conference papers, working
papers and case studies

1 Experience of curriculum and program ptémg and development

Membership in relevant professional organizations is optional, but encouraged.
Therequirements for promotion to this rank are similar, but require evidence of
ECMIT serviceand acceptable teaching evaluations while at ECMIT. An
individual without a terminal degreecannot be appointed or promoted to this
rank, except on speciappointment.

3.7.1. Exceptions

Exceptions to the above requirements may be considered at the
recommendation of the faculty Promotion and Retention Committee. The
committee shall make a recommendaticl® the Dean of Academic Affairs.
Simultaneous approval of the Presidentaquired.

3.7.2. LineSupervisors

The line supervisor for faculty members is the chair of the relevant
department. The Linesupervisor of alacademic Chairs is the Dean of Academic
Affairs.
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3.8.  Minimum Qualifications

In compliance with the UAE Ministry of Higher Education requirements, all full
time and part- time faculty teaching general education courses included as part of
baccalaureatedegree curriculum must have a minimum of a Y I a (i Gelydea
with a major or specializationn the area(s) of teaching supplemented by at least
five years of teaching experiencd-aculty teaching core, concentration and
elective courses in an undergraduategree program ofin an associate degree
program offered in conjunction with a baccalaureate degpgegrammust have a
terminal degree in the teachirgjscipline.

Coursesat ECMIT are taught in English. Therefore, faculty members are
expectedto be proficient in written & spokernglish.

3.8.1. FacultyCredentials

ECMIT adheres to the faculty qualification requirements for various

faculty ranks asstipulated in the 2011 MOHESBAA Standards 4.4,

stipulations 8 and 9. In specifierminal qualifications such as a Ph.D. or a

DBA from recognized institutions of higher education with

specializationsin areas of teaching is necessary for teaching at

undergraduate and graduatef S@Sf & @ I YAYAYdzY al aiSNI
required for teaching aassociate degrelevel.

However, exceptions to the above requirements can be made for
faculty on specialappointment at the simultaneous approval of the
academic head and thgresident.

3.9. FacultyContracts

Faculty contracts are classified based on sevaitdria: These criteria
are:

1 The legal status of the appointee in UAE (which affects work permits, labor
laws, and appointee rights and obligations).

1 The terms of the appointment (which affect benefits, work load, and
duration of the contract).

1 The asginment of faculty rank (which affects the teaching load and salary
range).

3.9.1. Contractconditions

All faculty appointments at ECMIT are date specific. The length of a specific full
time contract may vary between one academic year to three academic years.
Cortracts are renewable depending on financial conditions, needs of a

department/unit and individual performance.

The contractual agreement shall specify such items as rank, status, contract
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3.10. Types ofAppointments

The following types of appointment shall beance:

1 Time specific regular full timeppointment
1 Time specific part time appointment

1 Visitingappointment

1 Speciabppointments

3.10.1. Full time regulaappointment

All full time faculty employment contracts at ECMIT are time specific. The
appointment must be held in an academic unit, and must be for one to three
academic years with contracts renewable for a maximaim2 years for each
renewal. There is no limit on the number of contract renewals. The first semester
of the initial contract is probationary. In this semester a faculty member is
evaluated in terms of performance, relevance and unit needs.

In case a onsemester period is not enough for the evaluation, the probationary
period may be extended for one more semester, and the faculty member shall be
informed in writing. Depending on the evaluation, one of the following decisions is
taken:

1 To continue with tle contract
1 to extend the probationary period for one mosemester

1 To provide a timely notice eérmination

Full time regular appointees are entitled to all fringe benefits as per ECMIT policy.
This includes the probationary perio&alaries are proratedver the period of
employment and paid monthly.

3.10.2. Parttime/Adjunct appointment

A parttime and or an adjunct appointment is semester specific contract for
specific courses. The maximum teaching load allowed for a part time/adjunct
faculty in a semester idwo courses (six credit hours/per semester). The
appointment terminates at the end of a specific semester. No number of renewals
of a parttime appointment creates a right to a fillme appointment. Partime

and adjunct faculty members are paid on hourbsis, and therefore, they are not
entitled to other benefits such as paid vacation, air passages, gratuity, and medical
insurance. In addition to teaching hours, they are required to allocate two hours
per courses per week as office hours for studentstdtation. Part time or adjunct
faculty members must meet the same qualification conditions for appointment to
regular faculty ranks as their regular counter parts do.
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3.10.3.

3.10.4.

3.11.

VisitingAppointments

A visiting appointment is a full time temporary appointment uspaéserved for
distinguished teaching and/or research scholars either from UAE or from overseas.
The duration of such appointment will be from a minimum of one semester to a
maximum of one academic year. As a matter of policy such faculty members will
be given full teaching load and other developmental activities as their regular
colleagues. However, the teaching load can be lowered by three to six hours per
week if such faculty members are involved in research, research management, and
curriculum planningand development. Faculty members appointed for one full
academic year are entitled for all usual benefits as the regular full time faculty
members.

Speciabppointment

ECMIT may designate special faculty appointments to those who possess unusual
qualifications in teaching, research, academic administration or public service, but
for whom none of the regular faculty ranks is appropriate. Such appointments may
be fulttime, part time, adjunct, or visiting.

Hiring Process

1 ECMIT is committed to policy and program of equal opportunity for all
people without regard to race, color, religion, national origin, sex, age,
disability.

1 When a teaching position becomes available it is advertised through
appropriate media. Applications from suitabtandidates are invited. The
basic qualifications, experience and any other criteria specific to the job are
clearly outlined in the advertisement.

T Applicants are required to send along with their résumés copies of all
appropriate credentials, including atlanscripts of grades and diplomas
earned. The degrees and the diplomas should be attested by the respective
authorities as per UAE ministry of higher education requirements.

1 Each prospective faculty is interviewed by one or more of the following
individuals: the appropriate Division Chair, the Dean of Academic Affairs, or
any other individual deemed appropriate by the Dean of Academic Affairs.
Shortlisted candidates may be invited to give a demo lecture.

1 Additional contact between the candidate and theviSion Chair may be
necessary by phone, fax, orniail. The Dean/President makes the final
decision on hiring upon recommendation from the Division Chair, and this
recommendation is sent to the Dean of Academic Affairs. No individual may
begin teaching biere this final approval has been given. The Dean of
Academic Affairs informs each candidate of the final decision. The same
standards in the hiring procedure apply for full & pdnne positions.

ECMIT
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1 The appointment will be on probation for a period of sienths. This period
may be extended to a maximum of one year at the discretion of the Dean of
Academic Affairs/President. The conditions of appointments will be in line
with UAE labor law.

3.12. Faculty OrientationProgram

College Faculty Orientation Prograsndesigned to facilitate successful integration

of new faculty into the academic, cultural and campus life of the institution. During
the orientation seminar, presented by key academic and administrative officers,
the faculty members are given an overvieivthe institution, introduced to fellow
colleagues, college organizational structure, key administrative officers, academic
programs, and college policies and procedures that govern their work at the
institution. Further, the program covers soggonomig visa, resident permits and
cultural issues that affect the lives of new faculty members while residing in the
UAE.

The orientation program is held in the week before the beginning of a semester.
During the presentation, the faculty members are provideith an orientation
package that contains important institutional documents such as academic
catalog, policy manual, faculty handbook, institutional effectiveness manual,
student advising manual and staff Handbook etc. In addition, faculty members are
continually mentored by peer mentors on all aspects of academic and institutional
operations.

In particular, the faculty members are introduced to, and given a fair
understanding of the following:

1 Institutional mission, purpose, goals aobjectives.

1 Keyacademic and administrative units and officers, and feilwstructors
Institutional resources that support and enhance teaching and learning,
activities
Policy and Procedures of thmstitution
Academic programs, study rules aregjulations
Academiacommittee structure andunctions
Academiadvising
Quality assurance and assessmschiemes
Importance of developing and maintaining coufges
Grading policy
Importance of research and other scholaalgtivities

= =4 =4 4 -8 A -8 -

The academic programs are presented diyision chairs, and academic policies,
study rules, regulations, attendance and assessment policies etc. are presented by
the Dean of Academic Affairs.

The Chief Financial and HR officers Officer present the policies on finance, payroll
and general admistration and introduce he faculty members to staff handbook

ECMIT Page31of 134



Faculty Handbook 20182019

and policy manual.

The Head of institutional planning and effectiveness discusses ECMIT and CAA
policies on quality assurance, academic assessment and integrity of academic
programs, and present he faculty members with copies of Institutional
Effectiveness Manual.

3.13. ProbationaryPeriods

Generally, the employment of a staff member is subject to a probationary period
of three months from the date of commencement. This may vary dependent upon
the position occupied and agreement covering terms of employment. Probation
periods may also be determined by a combination of the appropriate clause of the
agreement governing employment and the employment contract. According to the
labor law, an employmentgaeement may establish a probation period which may
not exceed three months.

Upon signing an employment contract an Employee shall complete the probation
period. For newly joined employees the probation period shall be one academic
semester.

The purpose ofhe probation period is to provide a structured process in order to

1 establish whether an appropriate match has been made between the
person, the position and the work environment, and whether the person is
able to perform the duties of the position as ngced;

T ensure individual staff are clear about the roles and responsibilities of the
position they hold;

f ensure supervisors are aware of their roles and responsibilities in relation
to the development and performance of staff;

1 develop open and effective camunication between supervisors and their
staff;

identify training needs;

build the commitment of new staff to the Mission and Goals of the
Institute.

3.13.2. Probation Evaluation

On commencement of employment, the Human Resources Department provides
the employe® & & dzLISNIIA &2NJ gAGK AYAGALFE LINBOL G
forms and the suggested dates of required probation review meetings.

On receipt of the above information the supervisor shall meet with the staff
member as part of an induction processdarify:

1 Duties and responsibilities of the position;

1 An agreed set of tasks/objectives and performance standards for a
successful probation period;

1 The process of formal and informal review during the probation period.
The employee on probation is evated by their immediate supervisor, using the
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Evaluation Form supplied by Human Resources. The evaluation should take place
towards the end of the third month of employment. The employee receives a

written copy of the completed Evaluation Form and a copgeist to HR to be

AyOf dzZRSR Ay GKS SyLX2eS8SQa FTA{Sd® t NRol i
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record of punctuality and attendance, level of cooperation and teamwork and

geneal aptitude for successful performance of the job.

A newly hired employee who does not meet position requirements and who has

been notified accordingly is terminated and given one week prior notice at the end

of the probation period, and pay in lieu.

In case evaluations and recommendations are not completed and not submitted to

the HR within the required time frame, the employee will automatically enter

regular status.

¢CKS adzLISNIBA&2NI YIFe Ffaz2 -wdékers told@laadted A 2 y I |
his/her perbrmance. Supervisor should inform HR about additional evaluators in

the form.

The process provides the supervisor with the opportunity to:

1 Review progress. (performance issues should be dealt with at the time of
occurrence, so there should be no surprisg¢she review meeting);

T t NPOARS O2yaidNMzOGAGS FSSRol O]l 2y (GKS
Discuss problems and concerns, taking into account any mitigating
circumstances;

Provide assistance and advice;
Identify any training needs;
Clarify the requirements of #position.

3.14. PerformanceReviews

3.14.1. AnnualReviews
All ECMIT faculty members participate in an annual review process. The purpose
of the reviewss:

1 To document the quality of teaching, based on student evaluations, course
management assessments, peer ews, and other measures of teaching
quality;

1 To document continuing research efforts needed for effective teaching and
academic development; including efforts at professional development.

To document service to ECMIT and the wider academic community;

To document exceptional contributions to the continued development of

ECMIT as a quality academic institution.
Annual reviews are initiated at the end of spring semester of each year, covering
the previous calendar year (spring, summer, and fall semesteegh Eaculty
member prepares a selfevaluation based on the Academic Affairs guidelines.
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These selbvaluations are reviewed by the line supervisor, who makes an
independent evaluation. The evaluation of the hrmupervisor must be shared
with the facultymember. The evaluation of the lirupervisor must be signed by
the faculty member, and the faculty member may attach an explanatory note and
or supporting documents.

The independent evaluation of the lirmipervisor will make one of thillowing
recommendations:
1 The performance of the faculty member is grossly unsatisfactory, and the
FlL OdzE G YSYOSNNAE O2y (NI Ol akKz2dzZ R 0S5
1 The performance of the faculty member is not satisfactory, and the faculty
member should be demoted in rank and/or @g|.
1 The performance of the faculty member is satisfactory, but with some
weaknesses. The faculty member should correct these weaknesses during a
probationary period.

The performance of the faculty member is satisfactory.
The performance of the faculty mdyar is more than satisfactory.
The performance of the faculty member is exceptionally satisfactory

3.14.2. DisciplinaryActions
Cl Odzf 1@ YSYoSNIDa O2y (NI OG area¥oh® 6S GSNXAY

3.14.3. Restructuring

There may be occasions where budgetary stress pmyse a general
restructuring,includingdownsizing, of théaculty.

3.14.4. Faculty Appraisals arRromotions

A consolidated yearly appraisal will be made for every faculty member at ECMIT
which will incorporate all of the information received for evesgmester in the

year from peer faculty observation reports by the Division Chairs, student
feedback forms and general approach toward duties. The results of this appraisal
form will form only the basis for extension of contract, promotion in rank, salary
increments, etc.

3.14.5. FacultyEvaluation

The purpose of evaluation is both developmental and evaluative. The system
providesinstructors with information about their performance that is consistent
with effective teachingand other non-teachingresponsibilitiesas outlined in this
Faculty Handbook. An analysis of the data can provide the basis for an
individualized development program and fpersonneldecisions. The faculty is
evaluated in the followinghanner:
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Classroom Evaluation Report (PEgaluation)

Eachnew faculty member will be observed in his/her first semester of teaching by
two faculty members, one from the same discipline as the instructor who is being
evaluated, andanotherfrom a different discipline. The peer faculty will complete
the Peer Facty Observation Report form (this form can be found in the
appendices).The completed form will be givento the appropriate Division Chair
who will meet the faculty member shortly thereafter to revietie contents of

the form. Tabulatedresultsandthe / K | ketbld@endationswill be sentto the

Cl Odzft 18 wS@ASS yR 5S@St2LISyd /2YYAGGHSS
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The Division Chair must observe every instructor in class at least once every
semester afterthe initial observationreport. In addition, the Deanof Academic
Affairs will visit the classof any faculty member who requestsa visit or whom

the Deanfor AcademicAffairsor the DivisionChair feels should babserved.

Student EvaluatioReport

Student evaluationswill be administeredin every A y & ( NJitas§n2adIDe
end of eachsemester.

A copy of the Faculty Evaluation Questionna{fgppendix 1l)used for this
evaluation process is founih the appendices.The faculty member will absent
himself or herself from the classroomwhile the students are filling out the
questionnaire. The Survey Administrator or appointed representative will
collect the forms and deliver them to the office of the DeanAcademidAffairs.

The forms will beabulated and the results will be sent to the appropriate Division

Chair who will meet with the faculty member after the end of the semester to

share the tabulatedresults and student comments regarding the cours. The
resultsand the / K I xebld@endationswill be sentto the FacultyReviewand
DevelopmentCommittee.The/ 2 Y Y A (rép&rtSMll &hen be filed in the faculty
YSYOSNR&a LISNXYIFIYySyld FAtSo /b2 Kept Shdile farf (G K S
three subsequent semesters foeference by the Division Chair and thigeanof
Academidffairs

In general, professorial promotions follow a procedure similar to retention. A
candidate for promotion informs the Dean of Academic Affairs in writing of the
desire to be promoted. The Deari Academic Affairs meets with the candidate to
determine if the promotion request is likely to be approved. If so, the Dean of
Academic Affairs determines if there is sufficient budgetary support for the desired
position. If not, the Dean of Academic Affainforms the candidate in writing that

no promotion is possible at that time, and indicates when a promotion might be
considered. If so, the Dean of Academic Affairs informs the candidate in writing
that ECMIT is willing to consider promotion.

The deadhe for promotion requests is the first day of November. Promotions, if
approved, normally become effective the next academic year (September 1).
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3.15. Professional Developmerschemes

3.15.1. Faculty Profession&levelopment

ECMIT is keen on providing its faculbyembers with opportunities that aim at
increasing their overall effectiveness in delivering the curricula of academic
programs.

Therefore, ECMIT encourages its faculty members to play an active role in all

aspects of the academic process. This involvel aativities as attending seminar,

workshops, and conferences in and outside the College. The College recognizes the

need to support the efforts of its faculty members to grow in their professional
careers utilizing the available resources. This polity e implemented in light of
the following assumptions:

1 Professional development of ECMIT faculty is based on the Standards for

Academic Accreditation.

The institutional budget reflects the amount of funds allocated for the
purposes of faculty developmén

OFF2NIia 2F FIFOdz G YSYOSNBR Ay (KAaA
mission and the overall effectiveness of the individual programs.

Academic programs set the priorities for professional development in light
of the academic interests of falty members.

Faculty members' professional development activities are included in the
annual evaluation of faculty.

Faculty members are required to:

1

Participate in local & international conferences, symposiums and seminars
(at least once a year).

Contribute in research by conducting at least one activity a year.

Subscribe to international professional associations and/or organizations
(at least one).

Attend training courses (at least one course per year) to update knowledge
in scientific and techrlogical advances.

Participate in community services such as training and consultation
through organizing training courses (twice a year).

Participate in institutional research by conducting at least one research
paper per year for developing one of the gk functions.

Participate, within his/her Division in organizing conferences, seminars and
/or workshops yearly.

3.15.2. ECMIT role in Professional Faculty Development:

il

Setting a plan using the budget allocated for the professional faculty
development.

Providirg funds for organizing/attending seminars, conferences, workshops
and conducting research in addition to providing release time required.

Providing community service opportunities to faculty members

ECMIT

Page36 of 134

N

S



Faculty Handbook 20182019

1 Providing training opportunities for both faculty and 8teo improve their
performance and work skills.

1 Making IT infrastructure available for professional Faculty development.
This includes:

PCs with multimedia with high speed Internet.

Online Database(s).

Subscribe to periodical (hard and electronic capie

Acquire recent editions of textbooks and references.

Smart classrooms.

Providing training to support faculty members in carrying out research.

= =4 =4 4 A -4

3.15.3. Procedure ofApplication

ECMIT has a Professional Development Committee comprising the Divisional
Chairs,one faculty member from each department and the Dean of Academic
Affairs. A faculty member intending to participate in any of the above programs
will have to send in a written application to the Committee not less than 6 months
ahead of the date of the pgram. He/she should specify the nature of assistance
sought. The Committee will examine the program, evaluate ideas and scrutinize
potentials for improving the pedagogical skills or enhancing the efficiency of the
faculty. It will then forward the recommefations to the President for the
disbursement of the funds. A faculty member can apply for funds only once in two
years.

3.15.4. Funds

ECMIT has set aside funds specifically for Faculty Professional Development in its
annual budget. All requests for funds will hocessed in accordance with
available funds. This may mean that a typical decision on a request could be:

1 Full disbursement of requested funds

1 Partial disbursement of requested funds with the remaining costs to be
borne by the concerned faculty member

1 Rgection or deferral of the request due to lack of funds.

All such decisions are made by the President and are finddiadohg.

3.16. InLeave ofAbsence

There are two types of leave of absence. Short term leaves are granted for no
more than a week (five working days) to attend conferences, go on student
recruiting trips, handle family emergencies, or conduct specialized research than
cannot be postponed tadhe semester breaks. A short term leave of absence
should be requested from the Chair at least two weeks prior to the leave period
(except for emergencies, e.g. death of a family member). The request for the leave
should specify how any missed classestaree made up, the reason for the leave,
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3.16.1.

and any documentation substantiating the requested leave (e.g. conference
invitation). A leave of absence is required even if on ECMIT business (e.g.
recruiting) so that faculty members may receive their per didifowances and
travel expenses.

Approval of a leave of absence is not automatic. If, after consultation with
department chairs or program managers, the Chair believes that the leave of
absence will interfere with normal academic progress, the Chair may theny
leave of absence.

Longer term leave of absence may be granted for extended sickness, study,
research, etc. Such leaves of absence are not automatic. Normally, an extended
leave of absence will not be granted unless the faculty member has servedsht lea
two full-time academic years at ECMIT, and then only if there are compelling
reasons for the leave. Requests for extended leaves require approval at least three
months before the leave begins. Leaves cannot be finally approved until all grades
for the £mester have been completed and the appeals procesdban satisfied.
Extended leave of absence must be approved by both the Chair and the Dean of
Academic Affairs. Maternity leaves are granted according to the labor laws of UAE.
ECMIT is not responsiblfevisas are denied by the immigration.

AnnualLeave

All fulttime regular employees shall be eligible for annual leave with pay on the
following basis, for every year of service; an employee is entitled to annual leave
of not less than the following:

1 Two and half day leave for every month if his/her service is more than six
months and less than one year.

1 Thirty days annually, if his/her service exceeds one year. At the end of his
service the employee is entitled to annual leave for the fraction ofldse
year he/she spent in service.

1 Annual leave is calculated on the basis of a calendar month rather than by
working days. If an employee however fails to report back to work after the
expiry of his leave period, his remuneration will automatically béefted
for the days he is absent.

1 During the leave period, an employee is paid his basic wage plus the
housing allowance, if applicable, and any other allowances which he
receives in the normal working month excluding the transport allowance.

1 ECMIT has theght to determine when an employee is allowed to take his
annual leave and whether (if required) he is entitled to divide the leave into
two parts. If however, work circumstances require keeping the employee at
work during the whole or part of his annulgave and the leave has not
been carried over for the following year, ECMIT will pay the employee his
wage in addition to a leave allowance for the days he worked equal to his
basic wage.

1 In all cases, no employee will be required to work during his anieaae
more than once during two consecutive years. In other words, ECMIT will
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3.16.2.

3.16.3.

3.16.4.

only defer the annual leave once in two consecutive years and at the same
time pay the employee the annual leave wages.

1 The employee will be paid his full wage before takirgdrinual leave, plus
the wage of the leave days he/she has accrued. The employee is entitled to
payment of his wages for the annual leave period not taken if his
employment is terminated, or he resigns after serving the period of notice
determined by lawSuch payment is calculated on the basic wage received
at the time the leave was due including any housing or accommodation
allowance where applicable.

1 An employee may only claim remuneration for the annual leave not taken
for the last two years of employnmé at the rate of the wages paid during
that time.

1 Leave not availed during a year will be carried forward to the next year. As
much as thirty days of unused leave may be accrued and carried forward,
but for no more than one (1) year.

1 An employee is not ditled to any leave during his/her probation period.

Casualeave

Three days of casual leave can be availed in a year with the condition that, no
more than two consecutive days cannot be availed at a time.

SemesteBreak

There are two miesemester breaksan be availed in an academic year according
to the schedule released by the Ministry of Higher Education and Scientific
Research, UAE.

1 Fall semester: 2 week

1  Spring semester: Week

An employee can avail semester breaks only if he/ shenwaiked throughout the
semester. Casual leave and semester breaks cannot be clubbed together.

SickLeave

The employee must report to the Unit Manager any injuries or illnesses preventing
him/her from working, within a maximum period of two days.

The emplgee is not entitled to any paid sick leave during the probation period.
However, after a period of three months continuous service following the
probation period, the employee is entitled to sick leave wages as follows:

1 Full wage for the first 18ays.
1 HaF wage for the next 3days.

1 Any following period will be withoutvage.

However, if the employee's illness is directly caused by misconduct, s/he is not
entitled to any wages during the sick leave. It should be noted that the employee
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3.16.5.

3.16.6.

3.16.7.

should provide evidere of his illnessvarranting sick leave by an official medical
certificate (certified by a government physician). The management reserves the
right to make all decisions on such matters.

The employee may resign from employment during the sick leave penmt
before the completion of 45 days specified by law, provided the reason of
resignation is approved by a certified government physician. In this situation, the
college will pay the employee all the wages he is entitled to, until the end of the 45
days rderred to above.

The management may not dismiss an employee from service during his sick leave
or annual leave. During this period any notice for termination will be considered
null and void. However, the College is entitled to terminate the employment
corntract if the employee has exhausted his full sick leave and is not fit to return to
work. In such cases, the employee will be entitled to his full gratuity and end of
service entitlement in accordance with the UAE Labor Law. Furthermore, the
employee willnot be entitled to wages for the days that he has not reported to
work after the end of his leave (whether sick leave or annual leave). This will not
prejudice the rights of the College to terminate the employee's contract if the
employee fails to report &ick to work within seven consecutive days from the date
he was due back.

Maternity Leave

A working woman is entitled to 45 days maternity leave with full pay which
includesthe period before and after the delivery, provided she has served
continuouslyfor not lessthan one year. The maternity leaveis granted with half

pay if the woman has not completed one year of service.At the end of the
maternity leave, a working woman has the right to extend her maternity leave

for a maximum period of 100 days without pay. This unpaid leave can be
continuous or interrupted, if the interruption is caused by illness which prevents
her from coming to work. The illness must be confirmed by a certified
government physician licensed by the competent health authorityMaternity
leave in either of the above casesnst deducted from any other leave that a
female employee is entitleid.

Employee Leave of Absence withday

A full-time regular employee, upon application in writing and with written
approvalby the College President, may be granted a continuous leave of absence
without pay for amaximumperiod of threemonths.

Hajj leave

All fulltime regular employees shall be eligible for hajj leave of ten days upon
completion one year of service in thestitution. This shall be availed only once in
the entire tenure of Employment.
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3.17. ResearclExpectations

ECMIT encourages and expected each faculty members to engaged in research and
scholarlyactivities and publish their work. These are embodied in appoent
criteria, faculty performance evaluations and criteria for promotion. The
institution regularly evaluatesthe output of its researchand scholarly activity

and reports the data to the CAAas and whenrequested.

3.18. Consultancy outsid&Employment

ECMITfaculty memberswishingto get involved in or initiate gainful activities
(asteaching/research/consultancy work) with other organizations or institutions
must obtain permission of the Dean of Academic Affairs. A faculty may be
permitted to take upmaximumthree hours of teaching per week, at an external
institution. Such permission is nautomatic.Outside involvement cannot excuse
unsatisfactory performance in a faculty Y S Y 6 S ¢are Zesponsibilities of
teaching researchadministration,and ECMIT/communitgervice.

Failureto obtain proper approvalfor outside activities can result in disciplinary
action, andmay result in termination of the ECMi®ntract.

3.19. Resignations

Voluntary resignations are accepted prior to the expiration of fdogulty contract,
provided the resignation is at least three months prior to the start of the next
semester and the faculty member agrees to complete the current semester.
Resignations during the teaching term that are effective prior to the end of the
teaching term are not acceptable, and can result in implementation of labor law
regulations against the faculty member for damages done to students and the
costs of replacing the faculty member in the middle of a term.

For planning purposes, there may be cagéhere a resignation is not offered until
the faculty member has completed the hiring process at another institution. The
faculty member should inform the Chair of the possibility of a late resignation, and
keep the Chair informed of progress. This iseaial so that hiring needs can be
predicted, and replacements can be found if the faculty member resigns.

In cases of extended sickness or other causes that prevent the faculty member
from continuing with his teaching assignment, each case is handledidodily
with the Chair and Dean of Academic Affairs.

3.20. FinalClearance

Final clearance, including payment of salary and compensation for unused
vacation, shall be paid on the last day before termination of the contract upon
NEOSAGAYI { SANE PASAT2NIFAYFYROO2YLX SAZ2Y
relating to the termination. In case the faculty member has an outstanding debt to
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3.21.

ECMIT, the respective amount shall be deducted from the final salary payment.

Violations andPenalties

3.22.

In case of violation of the conditions of termination stated in this section,
ECMITmay take appropriate legal action against the faculty member. In particular,

if a faculty memberresignsin the middle of a semester and puts his/her
students and ECMITat risk, or if the faculty member attempts to leave ECMIT
with2 dzii & dzo YAGGOAY 3 &0 dzRifes/ECMIT reSeN@sRhS dghtltoy R
take appropriate legaction.

Reductionin-Force

3.23.

Emirates College for Management and Information Technology must remain a
viable, responsive, and effective institution. The College may undergo significant
programmatic changes or may face financial exigency which could require
reduction in force. The appointment of any faculty member at ECMIT may be
terminated under any of théollowingconditions.

1 A state of financial exigency as declared by the Board of Governors

1 Changes to the program offerings and / or curriculum which may render
some faculty positions redundant

ECMIT will minimally provide three months written terminatiootice to the
concernedfacultymember.

FacultyContracts

3.23.1.

All faculty selected to teach at ECMIT receive labor contracts which are in line with
the labor laws of the U.A.E. Any information regarding the contract clauses and
remuneration can be had fronthe Business and Administration Office. Faculty
contracts state the contract duration (minimally a period of two years), probation
period, salary, benefits and allowances eligible for and job responsibilities. The
contract must be approved by the Dean afaélemic Affairs and the President.

Renewal ofContracts

All contracts are subject to review midway through the academic year (April) for
subsequent renewal for the next Academic year or for termination, on the faculty
member submitting an applicatiooutlining his/her performance and achievement

in the previous year. Contract renewal applications are reviewed by the Division
Chairs who send their recommendations to the Dean of Academic Affairs for
consideration. Final approval must be obtained from fresident. If a faculty
member does not wish to renew his/her contract, the intention must be
communicated in writing to the Dean of Academic Affairs at least three months
prior to the renewal of his / her contract.
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3.23.2.

FacultyFiles

The Office of the Deanfcademic Affairs as well as the Office of Business and
Administrative Services will maintain the official faculty appointment files for all
full-time and parttime faculty members at ECMIT. Those files will contain
selection and appointment correspondexc employment contracts, official
transcripts of degrees earned, copies of passports and other documents required
by the Ministry of Labor and Social Affairs of the UAE, a vita or resume, and copies
of all performance evaluations.

ECMIT
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Section 4General Administrative Policies

4.1. Accidents andDeath

9/alL¢ LINPGPARSE SYLX28SNR& fAIFIOAtAGE INRdzZLI )
faculty member while performing faculty duties. In the case of death (for any reason),

9/ alL¢ LI &3& sdabyAnetoRoyitstdading debts) to the immediate family and

F NNJ y3ISa GNFYyaLRNIFdA2y FT2NJ 6KS NBYFAya
following action plan taken:

N3y

1 All members of the Presidents Council will be notified immediately about the
loss and College officials will respond to the college for a group briefing and
planningsession.

1 Arrangements will be made for representatives of the college to visit with the
family to assist in any way necessary, i.e. funeral arrangements, counseling,
travel gans, visitation, food, etc.

1  Determine if the family wishes for the college to be active in the funeral service,
i.e.: escorting family members, poll bearers.

1 An interim replacement will be decided

1 Counseling should be made available for faculty, staffi&iaistration.

4.2. Procedures folPromotions

For professorial ranks, the candidate is requested to prepare a promotion portfolio
consistingof:

1 A detailed current academic resume

1 Evidence of scholarly activity (e.g. conference presentations, seminarking
papers, etc.), for the last three years

1 Course Evaluation forms for the last three years, which include syllabi, evidence
of curricula development, and grade distributions.

1 Student evaluations for courses taught in the last three years

1 Evidence oECMIT and/or community service

The completed portfolio, along with a cover letter explaining any items, must be
received by the Faculty and Program curriculum review Committee by the last day of the
fall semester.

In January, the Faculty Promotion and Reien Committee review the promotion
portfolio to determine if the portfolio is complete and accurate. The Committee
determines if the portfolio is sufficient for the rank desired.

If the portfolio is sufficient, the committee informs the candidate and De&Academic
Affairs in writing that the portfolio is satisfactory, and will be considered in February for
GKS O02YYAGGSSQa NBO2YYSYRIOAZ2Y O

The committee makes its recommendation to the Dean of Academic Affairs If he Dean
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of Academic Affairs is satisfiedtiwthe recommendation, the case is forwarded to the
Presidentfor final approval. If the President is satisfied, the case is referred back to the

Dean of Academic Affairsg A G K t NSAARSY (1 Qa theldhdMi@a@list | Fa S
informed by the Deawf Academic Affaira Y gNAGAY 3 2F (GKBcopy2 YYA U
of the letter is sent tothe HR for record and onwaraktion.

In cases of adverse decisions, a candidate can file an appeal to the President within two
weeksof the receipt of the letter. Theappealletter must clearlyoutline the reasonsof

the decisionand support the arguments with appropriate documentary evidence where
needed. The Appeal committee makesits recommendationsto the Presidentthat is

final and that cannotbe overturned byany other officer ocommittee.

4.2.1. Minimum Expected Criteria fétromotion

Englishproficiency is required for all positions that require teachingin the
Englishlanguage These are minimal criteria. ECMIT may require more than the
minimum.

1 Instructor to Lecturer: a I & (i Hégreéfrom an accredited academic
institution, which is relevantto the academicteachingof the candidate.
Above average student evaluations for courses taught at ECMIT.
Demonstratedproficiencyin spokenandwritten English.

1 Lecturerto Assistant ProfessorCompleted doctoral degree cappropriate
professionalqualifications.As this is an entry level professorialposition,
there is no minimum time in the senior lecturer rank. Satisfactory student
evaluations forcoursestaught at ECMIT. Demonstrated proficiency in
spoken and writterEnglish.

1 Assistant Professor to Associate Profess@ompleted doctoral degree.
Fouryearsteaching at the rank of assistantprofessor (and normally, a
minimum of 3 yearsteaching at ECMIT sinaeceiving the terminal
degree). [Candidates lacking dinctoral degree cannot be promoted to
associate professor]. Thresignificant publications in refereed journals,
Evidence of scholarly activiti€gsonferencepresentations, seminars, etc.),
for the lastthree years. Evidence of ECMb&F community service for the
last three years. Satisfactory student teachiagaluationsfor the last
three years. Demonstrated proficiency in spoken and written English.
Acceptable research proposal for the next thyesrs.

1 Associate Professor to Professdgight years teaching since receiving the
terminal degree, four years teaching at the rank of associate professor (
normally, a minimum of 3 years teaching at ECMIT since receiving the
terminal degree). Fousignificantpublications in refereed journals since
appointed or promoted from associate professor rank. Evidence of
scholarly activities (conference presentatiosgminars,etc.) for the last
three years.Evidenceof ECMITor community servicefor the last three
years, including curriculum development and strategic planning.
Satisfactoryteaching evaluations for the last three years. Demonstrated
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proficiency in spokerandwritten English.

4.3. Job Description of Facultylembers

Teach all classes assigneiaas of his or hetompetence.

Meet all classes as scheduled and conduct those classes in a professional
manner.

Stay abreast of current trends and developments in areas of teaching and
makeeveryeffort to incorporate these in his/her own pedagogisstle.

Attend scheduled staff and exam board committeeetings.

Maintain class, office and advising hours and post them for student
information.

Attend facultymeetings.

Serve as student advisors and on college egtnaicular committees as
assigned.

Become familiar with and abide by all College regulations regarding
students & faculty as published in the Student & Faculty handbooks,
CollegeCatalogfaculty contract, etc.

Make suggestions in identifying textbooks and reference material specific
to the course(s) they are assignedt&ach.

Maintain complete course files for every course taught esenyester.
Wherever possible, incorporate the use of technologteaching.

Be famiJiar Wit[] @II,acaQe[nic program rAeqvui,rements, pqlicie§ gnd gdvise all
yourN5a LJISOUAQBS adzoeSOuaQ audzRRSyuao
Be available for proctoring midterm and fire{aminations.

Be familiar with Missed Class Policy andnitglementation.

Reschedule missed classes in consultation with the Department Chair and
the Registrar.

Cancellatiornof classesshouldbe informed to the Chairand the Registrar,
minimum 24 hours iradvance.

Submit the final grade within the 72 hours of the completion of the final
examination.

Ensure that the requisite textbooks are available for students on the first
dayof class.

Prepare a written syllabus for each course taught and at the beginning of
eachsemester:

Submit copies of each syllabus to the Division Chair one week prior to the
first dayof class.

Ensure syllabi copies are ready and collated to be distribta@estudents
on thefirst day ofclass.

Keepaccurateattendancerecordsfor all classeon the ERPalongwith the
documentation.

ECMIT
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1 Offer and provide assistance to students having academic difficulty
including referral to the ECMIT petitoring program.

4.3.1. Dean of Academic Affairs/Provost

The role and responsibility of the Dean of Academic Affairs /Provost includes

T

provide leadership toward the achievement of the highest possible level of excellence in
the teaching, research and service activitiesdlbmacademic departments of ECMIT
Provides progressive academic andcooricular leadership, research, and the academic
direction to meet the mission of the ECMIT

Being responsible for the implementation, management, supervision and evaluation of
allaspects of the academic departments

directs the development and implementation of ECMIT academic plans and policies
across all academic departments

Leads recruitment, development, retention, and advancement of department faculty in
the areas of teachingesearch and service

Delegates academic department level roles and responsibility to the Head of the
Academic Departments

Authorizes all academic appointments, salaries and leaves, and reviews faculty
grievances

Ensures the coordination of various jointagemic level committees formed with

various academic department faculty members and its overall functioning

Coordinate accreditation, program review, or assessment activities required for the
various academic departments of ECMIT

develops the academic analibudget and longerm financial plans

Recommends and approves all promotions, retentions and new appointments of faculty
members

Provides leadership to the conduct of admissions and registrations of students
Oversees the administrative practices assamiawith enroliment, course offerings and
policies and values which guide these endeavors

Oversees the a administrative practices associated with the library and its procurements
of teaching and learning resources

Report to the President on a periodic basis

Head of Department

The role and responsibility of the Head of the Department includes

T

provide leadership toward the achievement of the highest possible level of excellence in
the teaching, research and service activities of the department

Delegate progra level roles and responsibility to the program directors or program
coordinators
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l

Being responsible for the implementation, management, supervision and evaluation of
all aspects of the department

Conduct department meetings and the appointment of apprafgicommittees

relevant for the department

Develop the annual budget for the Department

seeks the advice of departmental faculty systematically to conduct departmental affairs
in an orderly manner

Assess and maintain resources and facilities of the Depgart including equipment,
supplies, and space

keep department members informed of his or her actions in a timely fashion

seek student feedback on matters of concern to those enrolled in the department's
programs

responsible for informing the department failly members of the perspectives and
actions of the program Director and Dean and other administrators that might affect the
department

Ensure proper administration of faculty workloads as based on abilities of faculty
member ranks and needs of student,pgtment and college needs

responsible for aiding in curriculum development and ensuring that curriculum review
process with the curriculum committee is regular and aligned with program learning
outcomes

Ensures the coordination of various department les@inmittees and its functioning
Report to the Dean of Academic Affairs/Provost on a periodic basis

Program Director

The role and responsibility of the Program Director includes

1

1

=

Serve as a liaison among the faculty and students of the Program, the faculty, and the
ECMIT administration

Conduct progranmeetings and the appointment of appropriate committeesevant for the
department

Being responsible for the implementation, management, supervision and evaluation of all
aspects of the program

Assess and maintain resources and facilities of the Program, including equipment, supplies,
and space

Develop the annual budget for the Program

Adheres to the principles of academic governance, especially the collaborative development of
appropriate procedures for governae within theprogram

communicate to the Department Chair on various recommendations for hiring, retention,
promotion, tenure, evaluation, merit pay, or discipline of Program faculty

Ensures the coordination of various program level committees and its functioning

Report to the Head of Department on a periodic basis
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4.4.

External Exam policies

4.4.1.

Reqistration Policies & Procedures fRxternal ExanTest Takers at ECMIT

T

4.4.2.

Students who wish to take any English proficiency exam at ECMIT whether they
are registered ECMIT students or external test takers should register at the
ECMIT registration office.

The required documents for candidates who wish to take any kind of English
proficiency exam at ECMIT are as following:

0 The original Emirates ID

o A form including comprehensive information about the tésker which
should be filled by the candidate himself/herself at least three days prior
to the exam date.

Test takers should pyafor their exam and submit the receipt to the registration
department at least three days prior to the exam date.

On the day of the exam, examinees can enter the exam venue using only their
valid Emirates ID. The verification of the ID is the respongiloifithe external
examiner party.

In case of any exam date cancellation, ECMIT is required to announce it at least
five working days in advance and refund the exam fee to the-twadrs
according to the refund policy.

Financial Policies foExternal Exam Test Takers at ECMIT

Fee Collection Policy:

T

)l

All students registering for the external examination should pay the exam
fees 3 days before appearing for the Erglish proficiency exam at ECMIT

The fee for each English proficiency exam is avdable on the ECMIT
Catalog and the ECMIT Financial Department.

Fee for City and Guilds English Proficiency Test : AED 1,250

Refund Policies of external exam

The refund policies are as follow:

T

Exam fee will be refunded only if student withdraws 3 days prior to the
exam through a notification to the exam coordinator. .

ECMIT will not refund if student fails to attend the exam.

ECMIT is liable to refund or adjust the fee for next exam, if ECMIT fails to
conduct the exam.

ECMIT
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1 Refund advice to be authorized by concerned officials of ECMIT.

4.4.3. Security Measures for External Exam T-dstkers at ECMIT
The physical security measures on the external examination day shall include:

1 All students taking any English proficiency exam at ECMIT should submit
their original Emirates ID to be verified by the ECMIT Registration Officer.

1 The Emirates ID of the candidate is used by the ECMIT Emirates ID Card
reader to verify all candidate information.

1 The identity verification of the candidate shall be done by the ECMIT

Registration officer using the Emirates ID Card information in the presence
of the examination candidate.

1 For further identity scrutiny, the candidate should abide by the external
examination identity verification under the supervision of the external
examiner.

The IT security measures on the external examination day shall include:

1 The candidate should abide by the camera, sound, and photo verification
mechanisms deemed necessary for the external examination as supervised
by the external examiner.

1 Only the external examiner can unlock and monitor the computer for
candidates in case a candidate is appearing for a computerized English
proficiency exam.

1 The external exam provider can record and monitor the examination
process as deemed necessary for theexternal examination as supervised
by the external examiner.

4.4.4. Test Integrity and Student misconduct Policies for External Exams

The external exam should be conducted with the highest integrity. Any student
behavior that is against ECMITregulations and policies is termed as misconduct.
A student misconduct constitutes of:

1 Disruption of the external exam due to violent, offensive, indecent or
threatening behavior during the exam to any of the invigilators, student,
employee, faculty member or proctors

1 Dishonesty acts that includes deceit, falsification, fraud, or misuse of
personal identity

1 Damage or defacement of ECMIT property and facilities

1 Unauthorized or misuse of ECMIT infrastructure that includes IT, facility or
safetyequi pment 0s
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1 Harassment of any other test taker, student, employee or faculty member
at ECMIT during the exam or after the external exam.

1 Intentionally or unintentionally failing to do or doing anything that causes
harm to the external exam or ECMIT

Any External test taker involved in the misconduct stated above, should be
immediately removed from the exam hall and the matter should be reported to
the Dean of Academic Affairs and ECMIT President. Based on the criminal offence
conducted, the matter should be reported to the police by the ECMIT President.

4.4.5. External Exam Result Communication Policy

The external exam vendor releases the result withtd5working days after the exam.
Once the exam certificates are received by the External Exam coordinator, the
Admissions and Registration Department informs the test taker to formally
receive the external result certificate.

The test taker must present the Original Emirates ID to collect his/her original
external exam certificate from ECMIT.

ECMIT Pageblof 134



Faculty Handbook 20182019

Section 5 Compensation and Benefits

5.1. Remuneration

Salary ranges for full time faculty positions vary according to ranks, and are determined
by the Budgetary Committee and approved by the President. Within these ranges,
Chairsnegotiatebeginning salaries for new appointments. Salaries are paid monthly, in
equalinstallments.

Salary range per month for 204& academic year shall be as below structure:

Rank From To
1 Lecturer ; 11,000/~ AED 13,000+ AED
1 AssistanProfessor:  15,000-AED 18,000~ AED
1 AssociatéProfessor: 18,000+ AED 21,000+ AED
T FullProfessor : 21,000~ AED 24,000~ AED

5.1.1. AnnualAdjustments
Depending upon budgetary constraints, salaries are adjusted 8apitember to
reflectinflation and merit. Merit raisesare basedon annual faculty evaluations
for the previousacademigyear.

5.1.2. Promotion Adjustment
If a faculty member receives a promotion in spring, effective September, there is
an automatic adjustment, which is used for the salary base for any annual
adjustment. The new basgalaryis the minimum salary for the new rank, or a 5%
increase, whichever ggeater.

5.1.3. EquityAdjustments

If a Chair believes that the current salary structureneqquitable for some faculty
member, the Chair may request a salary review by the DEAN. If recommended by
the DEAN an@pprovedby the President, the salary adjustment is effective from
the beginning of theurrent semester.

5.2. Benefits

All fulktime faculty and Visiting faculty on annual contracts are entitled to ECMIT
benefits.
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5.2.1. RelocatiomAllowance
For new international hires, ECMIT provides a one way air ticket. The amount is
payable when a new professor arrives in Dubai and begins the semester.

5.2.2. VisaCosts
Visacostsfor full-time faculty are coveredby the collegeaccordingto the UAE
labor law. Extensionsof visasare paid by ECMITfor the faculty member.The
ECMITPROoffice will arrange visa extensions ftaculty.

5.2.3. MedicalBenefits
ECMIT provides a basic packadehealth insurance, which may be upgraded at
the expenseof a faculty member. The medical, required for visas is paid by
ECMIT.

5.2.4. SickLeave
A fulktime faculty member accrues sick leave according to the labor laws of the
UAE

5.2.5. Accidents andeath
9/alL¢ LINPGARSE SYLX28SNnRa fAFoAfAGE 3INE
health of a faculty member while performing faculty duties. In the case of death
GF2NJ yed NBFaz2yox 9/alL¢ LI ea Goedthr2y 1 KaQ
immediate family and arranges transportation for the remains to the faculty
YSYOSNRa K2YStl yR®

5.2.6. Transportation
Full time Faculty is provided with a transportation allowance on moiiduys.

5.3. Summer Teaching
Faculty members are required to teach either during summerl and/or summer 2
depending on their total designated course load remaining after Fall and Spring
semesters. Full time Faculty taking extra loads in Summer 2 is paid extra for that
course and hencevould have to adjust it with their annual leave. Summer
teaching as extra load will not be taken as an excuse for not reporting to duty two
weeks before the start of Fall semester.
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Section 6 Disciplinary Procedures Grievances

6.1. Faculty Grievanc®rocedues
The following are the stagesinvolved in addressingECMITfaculty grievances.
Grievances include but are not limited to the following. Student
discipline/misbehavior issues in class, academic support systems, salary
hikes/deductions, teaching loadsstudent advising loads, extracurricular
committee workloads, promotions and rank determination, salary revistns

1 Submit a written complaint to the Dean for Academic Affairs detailing the
iIssuerelated to thegrievance.

1 The Dean for Academic Affawsll then schedule a personal appointment
after discussing the grievance issue with any other party/person who may
be directly involved in the issue at hand.

1 If the grievances are not settled in the meeting, the concerned faculty
member may appeal to theppropriate committee in theAcademic Affairs
Council

1 If the issue remains unresolved, the matter will be referred to the President
whose decision will be final and binding upon all parties involved.

6.2. Disciplinary Actions and Contradterminations
While infrequent, disciplinary actions are taken as the result of professional or
personal misconduct. As disciplinary actions may be considered in the annual
performance review, itis important to understand what ECMIT considers to be
inappropriate.

6.3. Professional Misconduct, Incompetence, or Neglectfty
a t NB T Smaiscdn@uytinéompetenceor neglectof dutyé includes,but is not
limited to, actions suclas:

1 Refusal to fulfill contractual obligations such as: teaching, grading, advising,
proctoring, and committee work.

1 Refusal to abide by the academic policies of the College and ECMIT

1 Absence from classes without approval of the line supervisor, without
proper notification to the students, and without arranging malke classes
(except foremergency situations)

T A chronic pattern of arriving late to classes, that disrupts the educational
process

1 Falsification of academic and professional credentials
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1 Plagiarism
1 Falsification of research information

1 Abuse of internet privileges (e.g. sendingppropriate or libelous Hnails
to faculty elists)

These issues are first dealt with through the established academic hierarchy (e.qg.
G0KS / KFANRa 2FFAOS:E FyR TFAylLFffe (KNRdAA
Committee.

6.3.1. PersonaMisconduct

Gt SNEAWIOR y RdzO (i 4is doylidifediaR S & > 6 dz
Criminal acts such as assault of an employeestu@ent
Fighting while on ECMIT premises
Willful destruction or stealing of ECMIT property or facilities

Persistent harassment (verbal, physical, racial, relgjior sexual)

= == =4 -4 =

Acts while under the influence of alcohol that threaten the integrity and
image of the institution

¢ Distribution of confidential, slanderous or libelous information that
tarnishes the image of the institution and disturbs peace and harmony
within the ECMIT community

1 Sale of grades
1 Sale of examination papers

1 Other unethical behavior as stated in the Labor Law of UAE .

Personal misconduct is handled administratively. Depending upon the severity of
the violation, the violation is normally handldry the Chair, and may result in a

f SGOGSNI 2F o6 NYyAy3a OGKIFIG 0S02YSa LINI 27
Severe violations, or repeated violations, are referred to the Dean of Academic
Affairs. Severe violations may lead to termination of the teéagltontract.

6.3.2. Disciplinary Actions for Persoridisconduct
a! TFIrOdzZ e YSYoSNRna O2yaGdNX Od OFry 068
month advance written notice at any time during academic year under one
or more of the following conditions and circumstances:

T Inthe event ECMIT ceases or suspendadtsvities;

1 If the faculty member proves to be unsuitable for the position due to
insufficient qualifications, or due to a health condition which does not
permit the faculty member to carry out the responsibilitief the
position (after the normal sick leave period);

T ECMIT shall have the right to immediately terminate the faculty
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YSYoSNRa O2y NI OdG Ay OFrasSa 2F aSgSh
stipulations given in the Faculty Handbook

T Service is terminated durinthe probation period on grounds of
unsatisfactory performance. No notice is required

1 Service is terminated for professional incompetence, dereliction of
duty, any behavior involving moral depravity. No notice is required

1 Any other ground specified in tHeolicy and Procedures Handbook

b. 9/ aL¢ KFa GKS NARIKG G2 GSNYAYLFGS | FI
budgetary conditions, or shifts in student demand, that force a
restructuring of the faculty. In such cases, as required by UAE Labor Law,
ECMIT wilattempt to provide alternative employment.
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Section 7 : Academic Responsibilities

7.1. Proctoring

1 Students must have a valid Hall Ticket with the Office Seal to enter the exam hall.
Forgetfulness is not an acceptable excuse. A hall ticket lost neduisreplaced by a
duplicate signed by the Registrar.

1 The students need to submit all written work sheets and question papers with Name
and Student ID mentioned to the lead proctor and sign the attendance sheet before
leaving.

1 Students are not permitted to reéer the exam hall if they arrive more than 30
minutes after the advertised time. Students are not permitted to leave within the
first 40 minutes of exam time.

1 Students answering mobile phones or sending and receiving text messages are
considered as cheatg during an examination.

1 It is the responsibility of the students to check the date, time and venue of the
examinations by checking examination schedules posted on the College notice board
and the website respectively.

1 Unauthorized communication betweentuslents during an examination either
through voice, written, electronic, or any other form of transmission is not allowed.

1 Students are reminded that cheating in any examination is considered a serious
offence which could lead to expulsion from the Unsigr. Attempt to cheat is
considered equal to dishonesty and is punishable.

1 The invigilator is authorized to verbally warn/move/or confiscate students answer
sheet if cheating occurs.

1 Students who may require special assistance for examinations shouldlternth
the Dean of Academic Affairs. The Dean of Academic Affairs will notify the Registrar
if needed.

1 The bags, books and mobile phones need to be deposited at the designated areas as
instructed by the Lead Proctor.

1 The proctors are advised to read otlte instruction before handout of answer
scripts during each examination.

7.2. Continuous Assessment and Final ExamsSardents

I addzRSyidQa I OFRSYAO LI SNF2NXIFyOS |yR LN
YF22N) (SadGa 2N SEL YA yshaild gayfier de cprilinietys y i & Q
monitored through a series of quizzes, assignments, midterm exams, final
examinations, etc.

The methods of continuous assessment used should be clearly explained in the
course description. Faculty members are expected to gifireah exam during the

final exam period. If a final examination is not appropriate for a course, the faculty
member may write to the Dean of Academic Affairs explaining how a final
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assessment will be made, and asking for approval to waive the final exam.
Approval for waiving the final exam must be given prior to starting the course, and
the alternative method for final assessment must be clearly explained in the
syllabus.

The composition of the final assessment must be clearly explained in the course
desciption.

7.3. Grade Submission Procedures and Grajgpeal

LG A& GKS NBaLRyaAoAftAGe 2F SIOK FI OdzZf G
completion of the course. Grades for a course are entered electronically by each
instructor, within 72 hours after copietion of the final exam or final assessment.

The instructor should then provide a copy of the grades, together with the course
FTAES 2 GKS wSIAAGNI NR& 2FFAOSO®

Faculty members are allowed to change grades under the conditions. Grade
changes are acceptaby f @ AF (KS y20AFAOFGAZ2Y A& 3
C2NXé¢ GgAGKAY H 6SS1a FNRBRY GKS RIFEGS (GKS
with supporting evidence. Appropriate reason(s) must be given for the change.

This form must be signed by the instructord the Dean of Academic Affairs.

LT G4KS 3INIRS Aa y20 FAYILTtAIT SR 0SOlFdzasS 2
Ydzad 6S NBLR2NISR dzy RSN §KS O2yRAGAZ2Y adl
replaced with normal letter grade after the completionf ¢he resit final
examination. Maximum allowable period is the following one semester after which

GKS 3INIRS A& Fdzi2YlFIGAOFtt& OKIYy3ISR (2 a
approval of the Dean of Academic Affairs. There is a two weeks appeal period
following submission of grades. Faculty should make time available for any student
wishing to appeal a grade.

In cases where there are apparent irregularities in the grading procedures,
especially if the instructor is no longer employed at ECMIT, instrigtades may

be reviewed by the Program Effectiveness Committee. This Committee may
recommend grade changes to the Dean of Academic Affairs who makes the final
decision.

Following is the revised operational guidelines for some of these policies.

7.4. Revisedstudy policy andguidelines

ECMIThas revised the following study policy aguidelines:
7.4.1. Attendancepolicy
7.4.2. Resit Exam policy
7.4.3. Independent Study Policy
7.4.4. Academic Dishonesty policy

7.4.5. Summer Semester policy
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7.4.6. Submission of Assignments policy

7.4.7. Grade Change policy

7.4.8. Incomplete grade policy

7.4.9. Moderation policy

7.4.10.Provisionally admitted students without TOEFL

7.4.11.Class participation Policy

For the last one decade since the inception of ECMIT,the college has been
following certain study policy and procedures that are published Academic
Catalog and othecollegepublications. Most of these policies have undergone
revision and changesin the last three yearswith the knowledge,guidanceand
approval of the CAA.The operational procedureswere developed giving certain
academicfreedom to the faculty members. However, weave noticed certain
gaps andincertainty.

In the light of above, ECMIT has-visited the relevant policies and have
introduced decisivecriteria, operational guidelines and safeguards that should
protect the irtegrity of the academigrograms.

7.4.1. Attendance Policy

Regular attendance is compulsory for all students in every course of their
study. Facultymembers should record course attendance online in class using
their usernamesand passwordsin the / 2 f f §RPSy&@m as per timetable.

The relevant Program Directors are responsible for monitoring that the
attendance policy is implemented properly aatfectively, through the use of
online ERPsystem at the college. Following actions will be taken if a student
failed to comply with the attendangaolicies:

a. If student's absence exceeds 10% of the total hours of the course, the
Course Faculty member issues a FIRSTwarning to the student in
consultationwith the &  dzR BcAdefidAdvisorand Program Director,

a copy of which should be sent to the registration for filing and to the
a0dzRSy i Qadvsodl RSYA O

b. If student's absence exceeds 20% of the total hours of the course, the
course faculty member issues a SECOND warning to the student in
consultation with thed 0 dzZRSYy 6§ Q& ! OF RSYAO ! ROA&2NJ |
copy of which should be sent to the registration for filing and to the
a0dzRSyiQa ! OFRSYAO ! ROA&2ND

c. If student's absence reaches 30% of the total hours of the course, the
course faculty member issues a FINAvarning to the student in
O2yadzZ GlFrGA2y 6AGK (GKS addzRSyidQa

d. Academic Advisor, Program Director, and with the approval of Dean of
Academic Affairs. A copy of which should be sent to the registration for
FAEAYI YR (2 GKS adGddzRSyidiQa ! OFRSYAO
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7.4.2.

e.

If student's absence exceeds 30% of the total hours of the course, he/she,
based on the Dean of Academic Affairs decision, will be academically
dismissed (Failure due to attendance). A letter to the student should be
signed by the Dean of Academic Affairs assgmim/her a FA grade as a

final course grade in the relevant course. A copy of which should be sent to
GKS NBIAAGNIGAZ2Y F2NJI FA{AYy3I YR G2

If a student absence exceeds 30% of the total hours of the course due to
compelling rasons acceptable to the Dean of Academic Affairs, he/she will
be considered withdrawn from that course and assigning him/her a W
grade as a final course grade in the relevant course. Documents proving
compelling reasons of absence should be submitted te ean of
Academic Affairs not later than one week after the circumstances cease to
exist. In case of illness, medical reports should be certified by the official
medical authority in the Emirate.

ReSit Examination Policy

Student who failed in one course his/her graduation semester may be allowed

to re-sit elements of post milerm assessments, including Final exam, of that
course in the semester when a student is expected to graduate according to the
following conditions:

a.

There should not be any otheron-achieved graduation requirements i.e.
passing the course will lead to graduation.

His/her failing is not a disciplinary decision.

Student has to submit a Rat Form, listing assessments elements to be re
sit, signed by his/her academic advisor, ceuirsstructor and approved by
the Dean ofAcademic Affairs.

The resit of the relevant elements of assessment should be within the
following two weeks of the final results announcement.

Any assessment component in which the student has attained 70% or
higher marks cannot be rsit.

The Final marks obtained by a student througksiteassessment should be
recalibrated to 75% of the total marks of that assessment i.e. if a student
gets 10 marks, it will be entered as 7.5 in the record.

The marks should be remted in the student record using Grade Change
Form as resit.

The student should pay the 1mt fee for the relevant elements of
assessment as below:

1 Any other elements of Assessments AED 3pérelement
T Final Exam AEDDOO/-

ECMIT

Page60of 134

i K



Faculty Handbook 20182019

7.4.3. Independent Study Policy

The college does not offer Independent Study option to student any more for the
time being. However, it will be reconsidered once the MBA program gets
accreditation from CAA.

7.4.4. Academic Dishonesty Policy

Faculty members are expected to maintain the goodutagion and the integrity

of Emirates College for Management & Information Technology and of their own
profession by guarding against scholastic dishonesty in students. Students are
expected to maintain the integrity of the College by avoiding dishonesthair

own and by expecting honest behavior from their fellow students. One of the
requirements for passing the courses students take at ECMIT is that students do
their own work. Meeting this requirement means avoiding plagiarism, collusion,
and cheatingin home work, assignments, quizzes, presentations, examinations,
admission and diagnostic tests, etc.

It is an offence for a studemd:

a. Infringe willfully, or attempt to infringe, the regulations connected with
examinations.

b. Engage willfully, or attemptio engage, in conduct for the purpose of gaining
for himself/herself, or for another student, an unfaidvantage.
Examples of such miscondace:
1 copying illegally in any form in an exam, class tests, quieies,
1 copying work undertaken for assessméaytanother studentand
T collusion

c. Steal and use the ideas and works of someone else's and present as own.
Examples include:

T {dzoYAGOAY3 62N] 6AGK KAIK AAYATIFNRGE
the work ofsomeoneelse, or changing some words and kiggpthe same
structure and the same meaning without acknowledging the source(s), and
submitting it as your own work.

1 Copying texts from different sources and pasting them as one document
and submitting it as your own work, without acknowledging the sowce(

1 Downloading information, pictures or charts from the Internet, inserting
that material into your own document and submitting it as your own work
without acknowledging the source(s).

Penalties for Academidishonesty:

One of the following penalties mde imposed in case of Academic Dishonesty by
any student in coordination with his/her academic advisor. If a student is found in
violation of Academic Honesty Policy:
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FirstOffence A 50% deduction in the marks obtained by the student in
therelevantassessmentomponent.
Second A zero mark will be given for the relevant assessmentponent.

ThirdOffence F grade will be assigned to the relevaatirse.
Fourth Fgradeswill be assignedo all coursegegisteredby him/her in that
FifthOffence = He/shewill be suspendedrom the collegefor subsequensemester.

Procedures

a. When an incident of academic dishonesty occurs, the faculty or staff member
should respond to the situation immediately upon becoming aware of the
dishonesty. The Proctor or the concerned Instructor has to submit an Incident
Report to the chair of Academic Disciplinary Committee (ADC).

b. Upon receiving the incident report, the chair of the ADC schedules a meeting.
The Committee evaluates the evidendetermines whether or not
academically dishonest actions have occurred and determines an appropriate
penalty. If further investigation is necessary the committee may meet several
times in order to determine the outcome of a case. The committee may call
the accused student to appear before the committee.

c. tKS O2YYAGGSS &aK2dz R SEFYAYS (KS &0GdzRS)
(whether first time offender or repeater) to determine an appropriate penalty.
Once a decision has been reached, the Discipli@ammittee must report the
findings to the Dean of Academic Affairs and the concerned Faculty member
within 3 working days (excluding holiday and break periods).

d. A student will have right to file an appeal to the Dean of Academic Affairs

within the next 5 warking days. The appeal will be dealt with as follows:

1 For a first, second and third offenses, the Dean of Academic Affairs decide
uponthe recommendation of theeommittee.

1 For a fourth offense type, the Dean of Academic Affairs makes his
recommendationsi 2 G KS 5SFyQa [/ 2dzyOAf F2NJ I LILJ

1 For a fifth offense type (Academic Suspension for subsequent semester),
GKS 5SIHyQa /2dzyOAf &aKz2dzZ R NBLRNI AGa
approval.

Otheroffences

The following summary of offences is not exhaustnor is it limited to the
description and/or examples provided. All students involved will be subject to the
penalties indicated in the policy.

a. Giving students answers to exam questions during the exam or while leaving
the examination room.

b. Having unautbrized material or electronic devices, including Mobile Phones &
Smart Watches, during a quiz, test or exam.

ECMIT Page62 of 134



Faculty Handbook 20182019

7.4.5.

c. Using, giving, receiving or attempting to use, give or receive unauthorized
information during any form of evaluation.

d. Knowingly helping another stlent to commit an act of cheating, or by working
together on a project or assignment not specifically assigned and/or approved
as a group effort.

e. Submitting as their own any material done, in a whole or part, by someone
else.

f.  Submitting any work copiedniwhole or in part, from another source, such as
the Internet, journal articles or books, without reference to the original author
or source.

g 1ff26Ay3 2ySQa Saaleéezr NBLRNIZI [Faarayys

another student.

h. Submitting work wilh misleading references or data that do not reflect the
sources used by student.

i. Falsifying, misrepresenting or forging an academic record or any other
supporting documentation, medical or otherwise, for the purpose of gaining
any type of academic advantag

j. Deliberately changing or damaging an academic work of another student.

k. Impersonation, for self or others, for any assessment component including
Quizzes, Tests, Examinations.

I.  Obtaining an exam or test, in whole or in part, in advance of its adminisirati
without the permission of the Instructor.

Summer Session Policy

An academic year means two normal semesters. Only one Summer
session may be addei them. The summer session should comply with
thefollowing:
m. The total number of weeks for the summsession is not less than
8 weeks, ensuringthat 45 hours of instructions @ovided.
n. A student may be allowed to enroll up to 3 courses or a total of 9 credit
hours.
o. Studentsmay add and drop courseswithin two days from the
beginningof the summersession.
Summer session is not counted as part of the sitahation.

Studentswho wish to withdraw from coursesafter the end of

the Add/Drop period may still do so up to two weeksbefore the

commencementof the Final Exams.The transcript will show a
a 2 €sign beside the name of the course whicmeans
"withdrawal". In this case, no tuition fees will befunded.

ECMIT
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7.4.6. Submission of Assignments Policy
LG A& GKS / 2dzNBES LyaidNHzOfoowityga NBALIZY AA0A

a. All assignmentsshould be submitted by its due date as scheduledby
the Coursdnstructor.

b. A ZERO mark will be given for the relevant assignment, unless evidence for
mitigatingcircumstancess provided.

c. After the deadline, a student with mitigatiegcumstances may
submit his/herassignment subject to thiollowing:

1 Within 2days of original deadline, without any deductiormiarks.

T Within 1-week of the original deadline with 20% reduction from
the total marks of theassignment.

T No Assignmentwill be accepted after 1-week of its due date,
and a ZEROnark has to beiven.
. Faculty must strictly implement this policy without any exception.
e. Faculty should announce this policy to the students at the first class in
beginning of the semester.
f. Faculty members are requested to include thdicy in the course outline
as a part of ECMIT continuous assessment policy.

g. Upon the accreditation of the Postgraduate programs alternative
assessment regimes should be considered taking into consideration the
nature of the course.

7.4.7. Grade Change Policy
Grade changes can ONLY occur owing to the one or combination of the following
reasons:
¢ Correction of human errors
1 Resit outcomes of the assessmeglements
1 Gradeappeal

For a grade change necessitated by one of the above, the following must be
ensured:
1 The reason or the rationale must be clearly explained in the Grade
Change Formwith supportingevidence.
1 The Dean of Academic Affairs must check the evidence befypeval.
1 The Registrar must not accept any grade change request without the
5S | gpPravd.
1 Any nonrcompliance or exception must be reported to the President by the
Registrar.
1 Grade change due f&it must be recalibrated to 75% of the
marks, as outlined ithe Resit Policy.

748. LyO2YLX SGS DNIRS aLé¢ t2ftAle
ClOdzt i@ YSYOSNB KI @S OSNIFAY FTNBSR2Y (2
of passing a course provided that such practice will not compromises the academic 3
AYUSINRUE D 9/ aL¢ o0StASOS UKFO aLéE 3IANFR
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other assessmnt instruments are dealt with during the course as it is illustrated in
the following two categories:

a. FinalExam

T If a student miss a scheduledFINALExamonly due to compellingand
convincingreasons (in cases such as accident, lliness, or Death of close
relative) accepted bythe Dean of Academic Affairs, the term
aGLb/ hat ¢ @igade) is written beside the student's name in the
grade records of thatourse.

1 The reasons must be clearly explained in a legible manner when
reporting the & L grade with documents attested by the relevant
authorities.

1 Students will have only one chance to sit the missed FINAL exam. There is
no secondchance for a misseexam.

1 The missed exam must be conducted within the first month of the
following semesteras per the acaeimiccalendar.

1 58LSYRAY3 2y G(KS 2dz2id2YSa 2F GKS SEI
letter grade with a clear justification together with the evidence of the
exampaper.

b. Other Assessments

1 The missed milerm exam may be rsited if a student has a genuine
excuse such as accident, illness, or Death of close relative. It can be
arranged with the instructor so long as the reason is approved by the dean
of academic affairs, and must be condwtteithin two weeks of the
originally scheduled exam otherwise zero mark is assigned.

1 Any other assessment component not submitted on time can be
considered separately and its submission time may be changed according
to an arrangement with the instructoroslong as the instructor accepts the
reason of not submitting the assessment-tbme. The instructor may
extend the submission date to an extra week, otherwise Zero mark is
assigned.

1 All assessment components apart from Final Examinations must be graded
before commencement of Final Examinations.

7.4.9. Moderation Policy and Procedures

a. History of Moderation at ECMIT

In its effort to constantly improve the quality of course delivery which will lead to
overall program delivery enhancement in additiongerformance of students in
terms of Course learning outcomes , ECMIT introduced the new forms and policy
for moderation in Summer Il as pilot only for Midterm and Final exams.
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e.

Realizing the positive outcome of the process and taking into corsidarthe
ERT suggestion, ECMIT decided to introduce the moderation process to all
assessment components from Fall 15 semester.

. Introduction and Need for Moderation

| 3aSaaySyada FNB dzyRSNIIF 1Sy G2 |aasSaa
process duringvhich the reliability, correctness and validity of the assessment, the
marking process and the assessments of a course are checked and verified.

Assessment instruments are formulated so that they adhere to the outcomes of
the Course, and therefore evallsat au dzRSyuaQ f SFENYyAy3a |
course.

Planning of Moderairs for each semester

In the beginning of each semester, the program Director in consultation with the
Dean, prepares a list of moderators matching the faculty specialization and the
courses to be moderated. This prepared list provides enough scope idtyféo

give their best to maximize the positive outcome of the moderation process

l 34SaaySyida FNB dzyRSNIF{1 Sy (2 lFaaSaa
are formulated so that they adhere to the outcomes of the module, and therefore

OK A

aiad

evaluatestuby 12 Q € SINYAYy3 I OKASOSR RdzZNAy 3 (KS

. Policy

All assessment papers will be subject to a peer moderation process to guarantee
that they achieve the expected learning outcomes and ensure the quality of
delivery. This can be met by having all assesssnéarmulated clearly and
unambiguously including the use of language and mark allocation, and can be
completed within the allotted time.

Moderation Procedures

1 The moderation forms ae attached in SectionAppendix 6, Appendix 7
and Appendix 8

T A Moderation Form has to be filled by the instructor, attached to the
Assessment Paper and handed over to the assigned Moderator.

1 The Moderator must write his/her comments in the specified column of
the Form based on the course syllabus and return itnglavith the
Assessment Paper to the Instructor.

1T ¢KS LyadNHzOG2N aK2dz R F2ftft2g GKS
Form with the original and revised Assessment Papers to the Moderator for
final approval.

1 The Moderator must check the implementation oftikomments, clarify it
in the designated column and approve it when fulfilled, or return the form
with the Assessment paper to the instructor for reconsideration, if his/her
suggestions and comments were not duly and fully implemented.

az2R

1 The Instructor shdzf R AY O2NL1LJI2 NI S a2RSNI {2NDa
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1 The Moderator must sign the Form and pass it on to the Program Director
for final approval.

1 The Assessment Paper is not accepted unless itpsogpd by both the
Moderator and the Program Director.

1 Finally, the Assessment Paper along with the Moderation Form must be
included in the Course File.

f. Program Director review process of Moderation Forms during the semester

The Program director reviewthe moderation forms for its completion. Any
omissions or error is brought to the notice of the respective faculty for necessary
correction. Finally the program Director acknowledges the completion of the
process by signing the form

g. Academic Dean Reviem@ Approval of Moderation done at Program level

The Dean reviews the moderation forms for its completion. Any assessment
component not with appropriate moderation forms or not signed is brought to
the notice of the respective faculty or program direcfor necessary correction
before the Dean signs the Final Course File completion form

7.4.10. Provisionally admitted students without TOEFL

Students without TOEFL must be required to follow the program curriculum that
has incorporated Basic English and mathemat@msses as mandatory courses. In
addition, students must not be allowed to enroll for more than 3 basic level
General Education courses. Exceptions to the above stipulations will require
concurrent approval of the President, Dean and the Registrar.

7.4.11. Classarticipation Policy
LyadNuzOi2NAR NB SELISOGSR (2 FraasSaa G(KS a
semester. Class participation is applicable for all courses. The assessment of class
participation covers qualitative contribution of the studerdsiring class session
for each course during the whole semester.

The Class Participation Rubrics helps assessors to mark the Level of Engagement
and active participation, Listening Skills, Relevance of Contribution to topic under
discussion and Preparatiai students for each course they registered for.

The rubric rates the student participation on the above aspects over four ratings
namely exemplary, accomplished, developing and inadequate.

Clas<ParticipationProcedures:

The below mentioned steps are lolved to assess the Class Participation of
students;

1 The instructors, at the beginning of the semester, must inform the students
about the assessment of student Class Participation using an approved
rubric.

T ¢KS AyadNHzOG2NRBR Ydza (i patioa i $Slasa and dtasle a G dzR
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them, with the marks entered in an approved grade sheet bearing the
name and student Id along with the aspects to be assessed based on the
Class Participation Rubrietached in Appendi® ¢ Gradesheet for Class
Participation

1 The Class Participation grade sheet is to be used in all classes of all courses
by an instructor during a semester.

1 The final grades for the student class participation for each course, is
entered at the end of each semester in the Class Participation Rubric
based of the grade sheet entries made throughout the semedtee. class
participation Rubric is explained in Appendix-1Rubric for Evaluation of
Class Participation

1 The final grades for Class Participation is then entered and recorded in the
ERP.

1 A saample, ideally one each in good, moderate and bad category related to
Class Participation is incorporated in the Electronic Course File for
documentation and evidencing purpose.

7.5. Early WarningSystem

Faculty provides miterm grades during the ninthveek. These grades alert the
students to their poor progressin the course, and lead to discussionson
improvementwith the facultymember.

7.6. StudentAdvising

All full time faculty members must serve as academic advisors. Faculty advisors are
responsiblefor knowing requirements for graduation in the degree programs for
which they are advising. Similarly, faculty advisors are responsible for knowing
course descriptions, course prerequisite requirements, and similar information.

A key issue is the availabyl of faculty to students when necessary. Advisors must
be available in their offices during the registration period during the week before
the start of classes. Therefore, faculty must be on campus for the fall semester 2
weeks before the beginning oemester and remain available to students in their
offices until the end of registration. The faculty advisor must have a posted
schedule, which clearly indicates availability, and must strictly adhere to that
schedule.

The main component of academic admgsiis guidance of the student through the

study process to ensure that the student meets the degree requirements for
graduation from the selected degree program. However, advisors may offer
guidance on aariety of academicand noracademic affairs. Fther, the advisor

must offer advice concerning course choices to fulfill degree requirements which is
ddZA SR (2 GKS AYRAQGARdzZ f &a0dzZRSyidQa LISNF?2
poor academic performance might be recommended to register for a emall

course load, etc.

7.7. Externalactivities

ECMIT faculty members wishing to get involved in or initiate gainful activities (as
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teaching/research/consultancy work) with other organizations or institutions must
obtain permission of the Dean of Academic &HaA faculty may be permitted to

take up maximum three hours of teaching per week, at an external institution.
Such permission is not automatic. Outside involvement cannot excuse
dzyal GA&ATIFOG2NE LISNF2NXIFyOS Ay leachingOdz (&
research, administration, and ECMIT/community service.

Failure to obtain proper approval for outside activities can result in disciplinary
action, and may result in termination of the ECMIT contract.

7.8. ClassSchedules

It is the responsibility oRegistrar to plan the class schedules for each semester.
The scheduling process is coordinated by the Office of Academic Affairs.

7.9. Student Classroom Behaviétolicy

ECMIT supports the principle of freedom of expression for both instructors and
students. The college respects the rights of instructors to teach and students to
learn. Maintenance of these rights requires classroom conditions that do not
impede their exernse. Student classroom behavior that seriously interferes with
either

T 6KS AyadNHzOG2NRa FoAftAGe G2 O2yRdzO0

1 the ability of other students to profit from the instructional program will

not betolerated

An individual engaging in disruptive dasom behavior will be subject to:
a) First offense warning frominstructor
b) Second offenseremoval fronclass

c) Third offense sanctions imposed by the College Disciplinary and

GrievanceCommittee.

Disruptive behavior, as applied in an academic setting, meanisal and other

behavior in the classroom that a reasonable faculty member judges as contrary to

normal academic functions.

Examples include, but are not limited to, speaking persistently without being

recognized, persistently interrupting other speakex®rbal and other behavior

that distracts the class from the subject, intimidation, physical threats, harassing

behavior, use of mobile telephones, personal insults, physical contact, and refusal

to comply with faculty directions.

While the above guideles cover nearly all disruptive situations, a few specific
examples deserve mention.

a) Studentsare required to be on time for all classes.If students arrive
later than 10 minutes after the start of class, instructors have the right to
refuse entry. Thisncludesattendance at finaéxams.

b) Studentsleaving the classroombefore the end of class must get the
Ay a (i NpemisgoNdn arder tdeave.
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c) Mobile phonesand other electronicdevicesthat could disrupt classmust
be turned off upon entering the classroom.Instructors have the right
to confiscate mobile phones (that have not been turned off) for the
remainder of the clasgeriod.

d) Unauthorized talking by students during class is not permitted. If such
talking occurs,it is recommended that instruots give one verbal warning
to the offending student or students. If a second instance occurs,
instructors have the right to directoffending students to leave the
classroom.
ECMIT respects and supports the notion of academic freedom for instructors in the
classroom. As a class management aid, the above set of guidelines is designed as a
suggestion for instructors in formulating their own classroom behavior policy. This
policy should be included in the course description and reviewed with students
during the first class period.

Racist and sexist language is not acceptable, by either students or faculty, and may
result in disciplinary action.

7.10. Guidelines on developing Question Papers for Mid Term &inthlExams

Development of the question papers examinasgds a reflective process that requires
continuous improvement. This process, while being faculty driven, is kept under the
review of Dean of Academic Affairs, and the Program Effectiveness and Assessment
Committee (PEAC). The following are the guidslifer the faculty to develop the
guestion papers:

The question paper should be developed according to the level of hierarch and difficulty
of a course. For example, while some QPs of basic level GE courses could be simplistic or
descriptive in nature, theadvanced core and concentration course QPs would be
NBIljdzA NBR G2 GSad addzRSyidiQa FROFYOSR (y2gf S
reasoning power, competence and skills. Accordingly, QPs of the 2000 to 4000 level
courses should be grouped inrée sections:

1 SectionA: questions in this section should test student knowledge of the course

1 SectiorgB: questions in this section should test analytical and critical reasoning

ability
1 SectionC: questions in this section should test competence and skill

The sections when combined should test if the students have learned what they are
supposed to learn. Detailed guidelines are given below:

a) Midterm and Final exams papers should use the common relevant assessment cover
page format.

b) A table of aligning quéiens with the CLOs must be given in the exam cover page.

c) All exam papers must go through the moderation process.
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d)

f)

g9)

h)

)

K)

The coverage of the topics in the question paper should be consistent with the
contents described in the course outline. Each question papeould be
accompanied by a detailed marking/grading scheme.

The quality of the questions should be able to test the intended learning outcomes
of the course/topics covered in the exam. The intended learning outcomes are
broadly aligned with the Quality &meworkEmirates (QE) consisting of Knowledge,
Skill, Autonomy & Responsibility, SBEvelopment, and Role in Context.

The examiner should have clarity about the concepts that they wish the students to
present in their answers. Thus, the wording of tipgestions should be such that it
elicits the appropriate response.

The questions should be phrased in a way that it is free of grammatical or
typographical errors

While setting numerical questions or quantitative problems, care should be taken to
ensure that all necessary data and resources are provided to the student, and the
guestion has a unique solution

For advanced courses, care should be taken that the questions test the analytical
skills, and critical reasoning ability of the candidate predominantijher than
testing memory power or simple understanding of the concepts

Unless specified, all questions in the question paper should carry equal weightage of
marks.

Marks for individual sections in the question paper should be clearly specified.

Clearinstructions should be given to the students if they will need to answer some
or all of the questions in that particular section.

m) All question papers should be submitted to the Exam Committee after moderation.

n)

Strict confidentiality should be maintained amg the staff and the faculty in the
process of question paper development and archiving.

7.11. Guidelines onGrading

Each examination answer script must be graded according to-dgisFmined marking
scheme within 72 hours of the date of the exam. The nmaylscheme must clearly show
marks allocated for each section of a question. In specific the grading should be done
according to the following norm:

a)
b)

Use a red ball point pen for grading

For each paper/question, develop a marking scheme showing marks fdr ea
component of a question. For example, if the question has 10 marks distributed over
three clear components, you may allocate 2 marks for one component, and 5 and 3
marks for the other two components. Each component is marked showing the score
out of thetotal for that component i.e. 1/2, 3/ 5 and so on.
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c) For each component, if you are deducting any mark, indicate this clearly with a
reason (for example,l for component 1 for not being coherent) etc.

d) At the end of each question, add the total mark, sag®/and circle it with a red
pen.

e) Transfer the mark for each question to the front page, and compute a grand total for
the whole paper, for example 20/30 and circle it.

f) Submit your marks to the PEAC for moderation together with the exam script. Do
not disdose any mark or grade to the student until the moderation is completed and
the dean has approved it.

g ¢KS NBadzZ G6a F2N) 0KS aSYSaidSNI gAftt o6S Lz
date of the final examination.

Grading of assessmentss subject to peer evaluation based on certain criteria as
detailed in the moderation policy and procedures starting from Eall5.

7.12. Course and Curriculudevelopment

Academicplanning and development activities are an important and integral part

of the overall workloadof teaching faculty members. Such work will be initiated and
completedthrough working committeesappointed by the CollegesA faculty member
canclaimcreditfor such activities while applying for promotion or contreariewal.

7.13. CourseSyllabus

Every semester, the instructor must prepare a syllabus for each class and a copy should
be given to the Division Chair 14 days prior to the first class meeting to be kept on file.
Suggested syllabi for each course are on file in the office of the DeafcBiemic
Affairs. A copy of the course syllabus must also be given to each student on the first day
of class.

The syllabus must contain, but is not limited to, the following information:

Course Number andlitle
FacultyName

Semester Beginning and Endibagtes
Officehours

Class Number anidocation
CourseDescription
Courseobjectives

Courseoutcomes:

Course Calendar consisting of weekly outline of topical coverage
with outcomesandassessments

Modes of assessment with assessmanirics
1 Mapping of learningbjectives and courseutcomes

=A =4 =4 -4 -4 -4 -—a -8 -2
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Mapping of assessments with tloeitcomes

Grade Calculation (sdelow)

Course methodology

Textbooks

Attendancerequirement

LYF2NYIGAZ2Y 2y Gdzi2NAyYy3a yR SEGNI KSf¢
phone numbersande-mail address.

Additional resources beyonéxtbooks

1 Other coursaequirements

=a =4 =4 -4 -—a -4

=

7.14. FinalExams

As a part of the student learning assessment, each course must havetarmigxam
(weight 20%) and final examination (weight 30%), where a final examination may not be
appropriate for a certain course, the instructor must take written permission from the
Dean suggesting an alternative option for final assessment.

1 Correctedexamsor assignmentsare retained and archived by the college for
future references. The exams assignments should not be given to anyone other
than the student without prior written permission of thstudent.

1 Final grades must be submitted to the academic office no later than 72 hours after
the final exam is given. Each student must receive a Igjtade at that time as
explained in the preceding sections.

1 All tests and exams must be delivered (Word processed and ready to be
photocopied) to the ECMIT photocopy facility 14 days prior to the exam dates. The
instructor is responsible for editing thegeor exam for accuracy.

7.15. Procedures for Establishing New Academic ProgramRestructuring Existing Ones

a) Preamble

New programs or modification to existing programs may be introduced for many
reasonsThegrowth of new knowledgemay makeit necessaryto introduce new
sequencesof coursesto facilitate the dissemination of that knowledge. New
LISNE LISOUA @SA |y ReedsthdyeScouadeithe RestiudiuGinglios/ 3
existing curricula or course offerings. On the otland,increased resources may
make it possible to introduce programs previouslynavailable. Decreased
resources may dictate the elimination of some courses or programs,tland
restructuring ofothers.

The criteria for assessing proposals for new programs slemisiare:

1 That the progam is consistent with the principles, mission and priorities of
ECMIT.

1 That the program is of high acadenajigality.
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b)

<)

d)

1 That there is demonstrated market demand for ghegram.
1 That sufficient resourcean be made available to support theogram.

Procedures

While the initiative, impetus and planning of an academicprogram normally is

the primary responsibility of the department/unit that will implement it, the
conceptualization of program may come from any of a number of sources: for
instance, from the PresidentDeanof Academic Affairs, Chairs, faculty members,
or from some agency external FCMIT.

Planning

Whateverthe origin of the idea, the detailed planningprocessmust usuallytake
placein the department/unit. This does not, of course, preclude consultation
with and assistancefrom other sources, including Chairs and members of the
administration. Offices of the Chairghe Dean of Academic Affairs or the
Presidentmay suggesta new or modified programof their own. In this case, the
proposal must be forwarded to the department/unit withvritten instructions for
consideration.

Approval Process

In general, any plan for a proposed new program or for restructuringxasting
program must first be approved by the department/unit that will have
responsibility for its administration. The proposal after review by the Program and
Curriculum Committee must then be submitted to the Dean of Academic Affairs
Council for approal.

After a consensus is reached at the Dean of Academic Affairs Council level, the
Dean of Academic Affairs will discuss the plan with the President. Two options may
be followed:

1 In the event that no objections are raised, and that resources are available
to support the program, the plan will be submitted to the ECMIT Academic
Council. TheAcademic Affairs Counathakes its recommendation to the
President for final approval or denial.

1 In the event that serious concerns are raised about the importance,
suitability and viability of the program, the plan will be returned to the
Academic Affairs to address the concerns raised. If financial concerns are
raised, the Dean of Academic Affairs may request that the proposed
changes are reviewed by the Program andriCulum Review Committee.

ECMIT
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Section 8 Academic year, Breaks and Vacations

8.1. AcademicYear

9/ aL¢Qa | OFRSYAO &SI NJ NHzya FNRBY {SLIISYo ¢
It is divided into three semesters: Fall (SeptembefJanuary), Spring (January

May), and Summer (June August). The duration of the Fall and Spring
Semestersare 16 weeks, each. The summersemester is 8 weeks in duration.

The Foundation Program follows a slightly differsettedule.

8.2. BreakPeriods

ECMIT follows the UAEaws, and observes national holidays. However, if classes
are missed,they must be made up. Faculty members can avail two days leave at
the end of Fall an8pringsemester and one day break after Sumrsemester.

8.2.1. Early Departures and Latarivals

In somecases, a faculty member may wish to extend a break period by early
departure or a late arrival. Such cases require approval of the DEAN. If classes are
to be missed, the faculty member must satisfy the DEAN that appropriate
arrangements have been made tower the missed classes, or to make the
classes at a later date.

In some cases, a late arrival may be due to unforeseen circumstances (e.g. a
medical emergency, missed flight connection). Faculty members should make
every attempt to notify the DEAN ofush unforeseen arrivals, so that
arrangements can be made to cover or classes that will be missed. Upon arrival,
the faculty member should write a letter efplanation tothe DEAN including any
documentation (e.g. medical certificates, flight schedules). A copy of the
explanation is attached to the arrival form, and sent to HR.

Unexplained late arrivals are reported by the Chair to the DEAN, and will result in
pay being whheld for days missed when the faculty member is required to be on
campus and resume normal duties.

8.3. AnnualVacation

8.3.1. Full time facultynembers

Full time faculty members are entitled to paid annual vacation of 30 calendar days
to be taken over summer, pferably from August 1 to August 31. However, a

faculty vacation can be staggered and can be taken at other times during an
academic year at the simultaneous approval of the DEAN/Dean and the President.

8.3.2. Part time, adjunct and visiting facultyembers

Parttime, adjunct and visiting faculty members are not entitled to paid or unpaid
annual vacation. Such faculty members are compensated on a monthly basis
within the contractual period.
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8.4. Emergencies

In case of emergency situations, it may be impossible téoviothe normal
procedures. The faculty member should explain the situation to the Chair. The
Chair may give verbal approval for the leave of absence. The Chair then provides a
written explanation of the situation to the Dean and the Human Resources
Deparment.

Normally, paid emergency leaves for personal reasons are approved for no more
than one week (five working days). Extended leaves are approved without pay,
and otherfaculty isassigned to cover missed classes on an overload basis.
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Section 9: Faculty Professional Development

9.1 Faculty Members

ECMIT is keen on providing its faculty members with opportunities that aim at increasing
their overall effectiveness in delivering the curricula of academic programs.

Therefore, ECMIT eaarages its faculty members to play an active role in all
aspects of the academic process. This involves such activities as attending seminar,
workshops, and conferences in and outside the College. The College recognizes the
need to support the efforts oits faculty members to grow in their professional
careers utilizing the available resources. This policy is to be implemented in light of
the following assumptions:

1) Professional development of ECMIT faculty is based on the Standards for
Academic Accreditaon.

2) The institutional budget reflects the amount of funds allocated for the
purposes of faculty development.

3) 9FF2NIA 2F FI1 Odzf & YSYOSNBR Ay GKAA&A NB:Z
mission and the overall effectiveness of the individual programs.

4) Academic programs set the priorities for professional development in light of
the academic interests of faculty members.

5) Faculty members' professional development activities are included in the
annual evaluation of faculty.

Faculty members are required:t

1) Participate in local & international conferences, symposiums and seminars (at
least once a year).

2) Contribute in research by conducting at least one activity a year.

3) Subscribe to international professional associations and/or organizations (at
least one)

4) Attend training courses (at least one course per year) to update knowledge in
scientific and technological advances.

5) Participate in community services such as training and consultation through
organizing training courses (twice a year).

6) Participate ininstitutional research by conducting at least one research paper
per year for developing one of the College functions.

7) Participate, within his/her Division in organizing conferences, seminars and /or
workshops yearly.

ECMIT role in Professional Faculgvelopment:
1) Setting a plan using the budget allocated for the professional faculty

development.

2) Providing funds for organizing/attending seminars, conferences,

workshops and conducting research in addition to providing release time
required.

3) Providing coxmunity service opportunities to faculty members

ECMIT
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4) Providing training opportunities for both faculty to improve their
performance and work skills.
5) Making IT infrastructure available for professional Faculty development. This
includes:
1. PCs with multimedia ith high speed Internet.
2. Online Database(s).
3. Subscribe to periodical (hard and electronic copies).
4. Acquire recent editions of textbooks and references.
5. Smart classrooms.
6) Providing training to support faculty members in carrying out research.

9.2 Faculty Financiabupport
9.2.1 Financial Support for Professional Activities and Research
ECMIT seeks to support attendance of conferences that help achieve its mission for
professional development purposes according to the following procedure:
1. Requests for conference attendance must be submitted at least four weeks
before the date of the event.
2. Faculty members are encouraged to apply early in the academic year to secure
adequate funding.
3. Requests for conference attendance must be made by félm@pplication Form
designed specifically for this purpose.
4. Funding will be based on the potential benefit of the conference to both the
individual faculty member and the College.
5. Upon approval of the request by Dean of Academic Affairs and the President
faculty member is eligible for the following:
a. Registration fee.
b. AED 1000.0 for each night spent (Conference period + 1 night) provided that
the maximum nights to be paid are less than 5.
c. AED 100.0 transportation per day.
d. Air ticket¢ economy class fdfaculty members, and business class ticket for
the President and his deputies (if any).
6. Upon returning from the conference, the faculty member/instructor must submit
a written report on the impact of the experience on his/her professional
development tothe Research Director through the proper channel.
7. The faculty member/instructor who has attended a conference funded by the
College must deliver a seminar/workshop for other faculty members/instructors.

9.2.2 Procedures for Applying for Financi8upport
Faculty members seeking financial support are advised to follow the following procedures:

1 ATTENDING A CONFEREN@Ru are planning to attend a conference or other
professional development activities, please fill tigoplication Form for Finanei
Support-A" form
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1 CONDUCTING OTHER PROFESSIONAL DEVELOPMENT AtydvIdi&Seeking
funding support for a research or creative project, please fill #yeplication for
Financial SupportB" form.

The procedure for Application:
91 Develop a plamo conduct or get involved in professional development
activities.
1 Submit the plan along with the application (s) to Program Director for
approval.
1 Plan and application should be submitted at least four weeks before the

activity starts.
THE APPLICATIONR®@S ARE ATTACHEDTINE APPENDIR.

9.3 Faculty Appraisals and Promotions

A consolidated yearly appraisal will be made for every faculty member at ECMIT which
will incorporate all of the information received for every semester in the year from peer
faculty observation reports by the Division Chairs, student feedback forms and general
approach toward duties. The results of this appraisal form will form only the basis for
extension of contract, promotion in rank, salary increments, etc.

9.3.1 Faculty Kaluation

The purpose of evaluation is both developmental and evaluative. The system provides
instructors with information about their performance that is consistent with effective
teaching and other noteaching responsibilities as outlined in this Faguttandbook.

An analysis of the data can provide the basis for an individualized development program
and for personnel decisions. The faculty is evaluated in the following manner:

a. Classroom Evaluation Report (Peer Evaluation)

Each new faculty member will be observed in his/her first semester of teaching by two
faculty members, one from the same discipline as the instructor who is being evaluated,

and another from a different discipline. The peer faculty will complete the Paeulty
Observation Report form (this form can be found in the appendices). The completed

form will be given to the appropriate Division Chair who will meet the faculty member
shortly thereafter to review the contents of the form. Tabulated results and/theé I A NX2 &
recommendations will be sent to the Faculty Review and Development Committee. The

/ 2YYAGGSSQa NBLR2NI gAftf 0S FAESR Ay GUKS FI

The Division Chair must observe every instructor in class at least once every semester
after the initial observation report. In addition, thBean ofAcademic Affairs will visit

the class of any faculty member who requests a visit or whomObhan ofAcademic
Affairs or the Division Chair feels should be observed.
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b. Student Evaluation Report
{GdzRSy 0 S@lfdzr GA2ya oAff 06S I RYAYAAGSNBR A
semester. A copy of the Faculty Evaluation Questionnaire used for this evaluation
process is found in the appendices. The faculty member will absent himself orfhersel
from the classroom while the students are filling out the questionnaire. The Survey
Administrator or an appointed representative will collect the forms and deliver them to
the office of the Dean of Academic Affairs.

The forms will be tabulated and thesults will be sent to the appropriate Division Chair

who will meet with the faculty member after the end of the semester to share the
tabulated results and student comments regarding the course. The results and the

/| KI ANRa NBO2YYSyYRLI (the? Fadulty Revielv and Pevelopment 2
I 2YYAGGSS® ¢KS /2YYAUGGSSQa NBLR2NG oAttt
permanent file. Copies of the student comments will be kept on file for three
subsequent semesters for reference by the Division Chair andD#an of Academic

Affairs.

In general, professorial promotions follow a procedure similar to retention. A candidate
for promotion informs the DAA in writing of the desire to be promoted. The DAA meets
with the candidate to determine if the promotion reques likely to be approved. If so,
the DAA determines if there is sufficient budgetary support for the desired position. If
not, the DAA informs the candidate in writing that no promotion is possible at that time,
and indicates when a promotion might beonsidered. If so, the DAA informs the
candidate in writing that ECMIT is willing to consider promotion.

The deadline for promotion requests is the first day of November. Promotions, if
approved, normally become effective the next academic year (Septefr)be

c. Faculty evaluations relevant criteria:

Category/Activity Weight
1. | Teaching 60-80%
2. | Research & Scholarship 10-40%

2.1 Research

2.2 Conferences, Symposia &
Seminars

2.3 Professional activities

3. | Committees & Administration 05-20%
3.1 Committee Work:

3.2 Other Administrative Duties
4. | Community Services 05-20%
Total 100%
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9.3.2 Policy andProcedures for Faculty Promotion

1. POLICY STATEMENT

ECMIT faculty members are promoted from one rank to the next in accordaitbe
specified policies regarding the promotion criteria and the weighting of the criteria.
Procedures for applying for promotion as well as procedures for considering and
awarding promotions have also been clearly described by the College. This document
explains the policies and procedures for academic promotion of faculty members.

2. PURPOSEF THE POLICY

1 Encouraging eligible faculty members to apply for promotion to next academic
rank.

1 Rewarding the faculty member who consistently performs effectively faaty
member/scholar.

1 Recognizing services of faculty members rendered to the College and the
community through their endeavors and research activities.

1 Motivating faculty members to consistently render greater efforts.

3. DETAILED POLICY STATEMENT

A ECMlITacademic rankings are as follows:
9 Full Professor
9 Associate Professor
9 Assistant Professor

A Promotion and assigning academic ranks to ECMIT faculty members shall be
confined to the following two cases:

A Promotion from assistant professor to associate professo

Promotionfrom associate professor to full professor

\ >\

A TheCommittee for Promotion formed by a decree from The President of ECMIT
shall study and take decisions concerning the promotion applications submitted
by ECMIT faculty members

3.1. PROMOTIONKCONDITIONS

3.1.1Promotion conditions for Associate Professor or Full Professor ranks are as
follows:

a) Before applying for higher promotion, the applicant shall spend at least five
calendar years in his/her first academic rank.

b) The applicant shall have workdadr at least two academic years at ECMIT.
The period in which he/she is a visiting professor shall be considered.
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c) The applicant may apply six months before the end of the&r period as
specified above provided that the conditions of the required researc
papers (as given below) are observed.

d¢KS I OFRSYAO RAGA&AAZ2Y O2dzy OAf &aKz2dz R
the College. This assessment should be approved by the Academic Affairs
Council. The applicant should score no less than 50% for associate
professor and 60% for Professor in each of the following fields: Teaching,
Scientific Research and ECMIT development and Community Services
through an assessment made by his/her Division. The total percentage
must be 60% or higher for associate professod amust be 70% or higher
for professor. Table 1 gives a clear picture of the criteria and their scoring:

Table 1
Fields of Assessments Percentage
Teaching 40%
Scientific Research 40%
ECMIT development and community 20%
services

3.1.2The requirements foresearch papers submitted for promotion consideration
are as follows:

a) ¢KS TFIOdz & YSYOSNRBR (2 0SS LINRPY2GSR A
submit no less than five research papers. Those applying for a promotion for
GKS W aa20AF (S t N®MmitSa fessNdan tiNde yegearéhl @S
papers. These papers must have been published in refereed academic
journals

b) The academic published book shall be treated as a research work after being
evaluated academically. Only one book can be eligible for this pearpos

c) The translated and published book, in the respective field, shall be treated as
a research work after being evaluated academically. Only one translated
book can be eligible for this purpose.

d) All research papers submitted for promotion should fall withihe
specialization area of the applicant.

e) The research papers published in the refereed proceedings of scientific
conferences shall be treated as a research work provided that only two
research papers are eligible for this purpose.

f) The research papers Bmitted for promotion may include one research
paper accepted for publication in a recognized journal provided that all other
papers have already been published.

g) Research papers published in electronic periodicals are accepted provided
that they are refered and approved by the concerned division Council.

hy wS&aSI NOK LJ LISNA Llzof AaKSR LINA2NJ (G2 K¢
would be considered provided that these papers should not exceed 50% of
the total number of papers.

ECMIT Page82 of 134



Faculty Handbook 20182019

3.2.

i) The research papesubmitted for promotion should have at least one paper
written by the applicant him/herself. In case this is not possible due to
Ydzf GALIX S &aLISOAIFEATIGAZ2Y &Y GKS | LILIX A O
in the list of concerned researchers. See table 2.

Table 2
Type of submitted research Percentage
Single author research paper | 100%
Coauthor research paper 50%
Coauthor with two other 35%
researchers
Coauthor with three other 25%
researchers

j) The applicant must submit a written confirmatiaimat he/she has not
directly cited any research article submitted for promotion from his/her
Masters or PhD, or already used in his/her previous promotion.

k) The respective division council should certify that the research papers
proposed are within the areeequired for promotion.

[) All correspondences, special reports on promotions, deliberations in the
division, academic affairs, the College Promotion Committee, together with
the selected names of the referees must all be kept confidential.

REFEREES

When the Promotion Committee approves to proceed with the promotion
procedures, it should request from the Academic Affairs Council to provide
names, addresses and telephones of ten referees from different countries

The referees should be specialized in g@me field as that of the promotion
applicant.

lff NBFSNBESa S@OlfdzrGAy3a GKS LINBY2(GAZ2Y
professors at the time of judging the promotion concerned. Only one associate
professor might evaluate the research work presenbgdan assistant professor
applying for the associate professor rank.

When necessary and under certain conditions set by the Committee, one of the
referees can be a faculty member from the College. Other referees must be from
other accredited universitieBom inside or outside the UAE.

Any of the referees committed to evaluate the promotion applicant should not
have ceworked with the applicant in any of his/her research papers presented

for promotion.

wSaSI NOK LI LISNE &adzoYAOG(G 2
NI}y|l &dK2dzZ R 0S @I fdzsSR o¢@

~

RNJ T3 NJA IRINDR Y 31 (BA 3
GKS NBFSNBSa |
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Table 3

Overall evaluation of submitted Assigned | %

research papers Score

Excellent 5 points 90
100

Very Good 4 points 80-89

Good 3 points 70-79

Satisfactory 2 points 60-69

Weak 1 point 50-59

4. PROMOTION PROCEDURES
4.1 If the applicant is a faculty member or a chair of division, he/she should present
his/her documents to the Dean of Academic Affairs. If the applicant is the Dean of
Academid FFFANBRX KSkaKS Aad SyadAaidtSR G2 I LLX @&
with the approval of the division council to which he/she belongs. In both cases, the
required documents are as follows:
1. ¢KS LI AOFyidiQa NBaSIF NOK | EIaLISNME KLIAZKISA 52K
names and dates of publication.
2. A list of books or research papers which he/she presented in international
conferences, if any.
Abstracts of his/her Master and PhD theses.
4. Titles of the research papers presented for the promotiorassociate professor
if the applicant applies to be promoted to full professor.
5. 1 O2YLINBKSYaA@S NBLRNI O2yOSNyAy3a GKS |
he/she taught and all other services for the College, the College and Community
besides the constdtions he/she offered.These may include in particular the

following elements

w

a) Teaching loads and efforts of the applicant and the diversity of the courses
taught by him/her.

b) The development and updating of the scientific materials.

c) The development of mgrams, study plans, and courses

d) The supervision of internship and graduation projects

e) The use of modern methodologies and technologies in teaching (if available)

6. The Counselling and interaction with students in the development of their skills,
goals, andheir abilities in seHearning.

7. ECMIT development should be considered, particularly in his/her participation and
contribution in the following fields:

a) Committees at both Institutional and departmental levels.

b) Work groups or evaluation teams.

c) Creating/managing/or developing any of the academic units, such as
departments, programs, centers or any of special units at the college.
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8.

9.

10.
11.

12.
13.

d) Planning and implementation of professional development activities or
improving the academic performance of faculty members.

e) Acalemic advising to the students and other student services

f) Non-class students activities

g) Applying the Academic Standards of the MOE in the UAE and committed to it.

h) Academic and professional exchange of experience with universities,
associations and pro$sional bodies.

i) Providing his/her academic and professional experience to those who request
it from the College.

ECMIT community services should hmnsidered, particularly in his/her

participation and contribution in the following fields:

a) { U dzR Sy ingivithiniti¢JCdllghad, governmental agencies or specialized
authorities.

b) Training of community members through organizing specialized courses for
workers in government, independent bodies or delivering courses to improve
G0KS LISNF2NXYIFyOS 2F /2tfS3SQa adl Ff¥o

c) Providing excellent professional services to the society through conducting
research in his/her academic specialization inside and outside the College, as
approved by the College.

d) The work of associations and professional organizations: local, regional, o
international related to his/her specialty.

The applicant consultation should beonsidered, particularly in his/her
participation and contribution in the following fields:

a) Scientific and professional consultation related to his/her field
b) Professional@ammittees outside the College
c) Workshops and seminars outside the College
d) Membership of Editorial Board of scientific journals and magazines, refereed
professional publications, and the advisory bodies.
e) Evaluation of scientific research papers submitfed publication in  scientific
journals or applied for promotion and Conference proceedings
f) Evaluation of books and scientific materids publishing purposes.
g) The discussion committees of graduate theses.
Copies of the theses he/she supervised befand during his work at ECMIT.
Any official letters from other universities he/she used to work for, whether inside
or outside the UAE, highlighting his/her contributions in teaching and other fields in
those universities.
¢CKS LI AOFIyidiQa /o
All the abovementioned documents should be reported to the Promotion
Committee by the Chair of the Academic Affairs Council.

4.2 The Chair of the Promotion Committee shall choose three referees to evaluate the
research papers presented for promotion frdhre.

4.3 The researchpapers shall be sent to the three chosen referees. Each referee gives
his/her judgment about each research paper separately according to one of the
following evaluations (excellent/very good/good/fair/poor) accompanied by a general
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result for evaluatingtie academic work as a whole, stating either (deserving promotion)
or (not deserving promotion).

4.4 When a referee is late in sending his/her promotion reports for six weeks, the

Committee should contact him/her through any of the communication means. In case
the reports are late again for further two weeks after the last contact, then the chair of
the Promotions Committee should choose another referee instead of him/her from the
referee list available with the Committee.

5. THE DECISION

5.1

5.2.

5.3.

5.4.

5.5.

5.6.

. The Promotion Committee shall review the evaluation of the referees and accordingly

make recommendation to the President of the College who reports it to the College
Council for Final approval.

The College Council takes the decision regarding- thadLJt A OF Y1 Q& LINBPY2 (A 2
of the recommendations proposed by the College Promotion Committee. Once the
promotion is approved, the applicant would be appointed according to the rank
LINEY2GSR da FNRY GKS RIS 2r@motibk Br afteNdia A RSy
months of the date of applying for promotion (the one which is nearer).

LT GKS FLIWIX AOFIyiQa LINRY2(GA2y Aa NB2SOGSR>
provided that he/she should present a testimony of achieving progress to thel le

required to remove the reasons behind not promoting him/her in the preceding process

of evaluation. The applicant may submit other published research papers or make major
changes in his/her former research work. It is worth noting that he/she cannmingu

Fye NBAaASIFENOK LI LISN gK2asS S@lFtdz A2y A& €S
promotion again after one full year from the date of rejection of his/her first promotion
application.

CKS LINRPY2UGA2y Qa | LILJX AOI yi Klident ofitkeSColdde I K G
within one month of notifying him/her of the decision of rejecting of his promotion.

He/she should request reconsidering the decision of rejecting his/her promotion.

If the faculty member fails two consecutive times in his/her promofior a higher rank,

the Promotions Committee may consider his/her application for the third, but last time
provided that he/she should pay all the expenses connected with the promotion.

A promotion decree in English/Arabic would be issued in two origiogies, one to the

applicant and the other to be filed in the College.

9.3.3 Procedures for Applying for Financial Support

Faculty members seeking financial support are advised to follow the following
procedures:

1 ATTENDING A CONFERENCE:

If you are planing to attend a conference or other professional development
activities, please fill theApplication Form for Financial Suppo\" form

1 CONDUCTING OTHER PROFESSIONAL DEVELOPMENT ACTIVITIES:
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If you are seeking funding support for a research or creatregpt, please fill the"
Application forFinancial SupportB" form.

The procedure for Application:
1 Develop a plan to conduct or get involved in professional development
activities.
1 Submit the plan along with the application (s) to Program Director for
approval.
1 Plan and application should be submitted at least four weeks before the

activity starts.

9.3.4 Faculty Professional Development - Financial Support Details
Financial SuppdrA

ATTENDING A CONFERENCE:

The financial support for attending a conference as set in the Faculty Handbook covers:

a) Registration fee
b) Airfares

c) Accommodation
d) Transportation

Financial SupporB

CONDUCTING OTHER PROFESSIONAL DEVELOPMENT ACTIVITIES:
1. Research and development

ECMIT follows other private universities models, where limited funds are allocated for
research from its own resources, in helping faculty to obtain external funds. Further, the
College adjusts the workloads of teaching and otlesponsibilities.

2. Training courses for faculty
ECMIT provides financial supports to avail training opportunities for its faculty
development as follows:

1 Course registration fee
1 Travel allowances
1 Hospitality.
3. Involvement in professional bodies
ECMIT povides financial supports for membership dues in one professional body.

Sectionl10: Appendices
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Appendix 1: A Faculty Guide to Plagiarism Detection and Prevention

INTRODUCTION:

The purpose of this document is to provide Emirates College for Management &
Information Technology (ECMIT) faculty members with information about
plagiarism. This guide covelee topics of plagiarism detection and confirmation,
and preventing student plagiarism. A&2r9/ aL ¢ Q& ! OF RSYAO 5AaK2)
course instructors, qu are the responsible tensured 2 (d€adamic integrity&
honesty ® LG FthdahIi KSNJ adl dSa
GClI Odzf 6@ YSYOSNE |INB SELISOGSR dte YI Ay
integrity of ECMITand of their own profession by guarding against scholastic
dishonesty i (i dzZRSy (1 & ® ¢

DETECTINAB.AGIARISM:

When reading a plagiarizedassessmenturned in by a student, the signs of
plagiarism may not always be obvious. However, instructors can pay special
attention to thefollowing:

a. Observecitations throughout the paper: Thiswill help determine whether
or not the required citation style was used. For example, if the citations in the
paper conform to Turabian style when the MLA (Modern Language
Association) style was required for thmaper, you may be looking at a
plagiarized paper. Also, you may find more than one citation style used
throughout the paper. Robert Harris, the author of the web pdgeti-
PlagiarismStrategiesfor ResearchPapers",has stated "if some paragraphs
are cited in MLA style, while other references are in APA (American
PsychologicalAssociation)and perhaps one or two are in CBE (Council of
BiologyEditors)or Chicago, you arprobablylooking at a pastep.”

b. Changes in formatting, including mixtures of straight quote marks and curly
(Smart Quote) marks.Sometimes, you may notice that some of the writing
used in a papedoesnot "sound like" something the student would write. The
unusual words or wordingnayinclude "jargon or advanced 2 O 6 dzf | NB ¢ &

c. Lookfor signsthat the paper is outdated: Sometimes,instructors can find
signsthat the paper being read may be outdated. For example,the paper
may contain statementswhich are no longer true such as "Al Gore, the vice
LINBAARSY G 27T G KIBallof the souscRslistediin réfeenoesbrd b &
works cited are severalyears old, then the paper may be an example of
plagiarism.

d. Observethe font usedin the paper: A paper may contain more than one
"font style or size." For example,you may find that Times New Romanis
used in one section of the paper while Courier New is used in another.
Different fonts throughout a paper would indicate that a student may have
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copied and pasted various portions of Web pagestogether into a word
processor.

e. Look for signsthat the paper veers away from the topic: The paper may
not covercertain points that needto be coveredor it may be completelyor
partially irrelevantto the originaltopic.

CONFIRMINBLAGIARISM:

Using one or more search engine®©ne way to confirm that a paper has been
plagiarizedis to use a Web search engine, suchGmsogleL y G KS &SI NOK
search box, you catype in an unusualword or phraseand find documentson the

Web containingthe searchterm. If the paper was taken from a paper mill on

the Web, the search engine can find the site containing the original paper.
When performing a phrase search in a search engine,mpaywant to enclose it

in quotationmarks.

Using anti-plagiarism software or an online service: One way to confirm that

a paper contains plagiarismis to use plagiarism detection software. Another
way is to let an online service search for plagiarism for you. Two examples of
online plagiarism detection servicase Turnitinand Glatt Plagiarisn®ervices

As faculty member of ECMIT, you have acces&utaitin. You may contact thél
Administrator (Ground Floor, Office 110, Ext 121) for your login ID & Password,
andrefer to the Faculty Manual for using Turnitin BCMIT

Interpreting OriginalityReports

When a paper is evaluated, Turnitin provides originality reports whiclyaelthat
text in the evaluated project or paper is similar to or identical to text Turnitin has
in its database. It isup to the instructor to whether the parts identified by
Turnitin that are similar or identical are actually plagiarizedtext. Note that all
matchesare shown, eventhose where studentscited properly.

Similarly, if a paper is reported as "original® by Turnitin, that is not
necessarilyairtight evidencethat the paperis original. Instead,it may meanthat
the student plagiarized from a work that is not available in the Turnitin
database.If a faculty member has a concern,and strongly suspectsplagiarism,
it is best to check further and/or check the student's paper referencesin
addition to digital sources.No databaseis entirely comprehensiveand many
sources are not digitally available. Therefore, plagiarism can occur and be
undetectableby services such aaurnitin.

A lower similarity indexmay also be due to student defeating the detection
system usingimage files, quotes in white color, etc. (please refePtagiarism or
Similarityhttp://turnitin.com/en_us/resources/blog/422training/1686plagiarism
or-similarity __or How to Interpret Turnitin  Originality  Report
www.salford.ac.uk/library
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TIPS FOR PREVENTING STUREAGTIARISM:

Edwate Students on the Topic of Plagiarisiducating students on this topic can
includeteaching them what is and what not plagiarism is. More specifically, faculty
members needto cover the issues of paraphrasing, using quotation marks with
quotes, providing citations, and any other relevant topics ("Preventing
Plagiarism™).

Warn Students of the Penaltiesfor Plagiarizingand Let Them Know You Can
Detect It: One way to discourage plagiarism is to let students know that there is a
penalty for plagiarizing. To make them aware of the penalty, you may wish
to include the ECMIT Academic Dishonesty policy against plagiarism in your
syllabus. According to Policy"cheating and plagiarism are not tolerated.” It also
states

G { U dzRaSeyeiip@cted to maintain the integrity of the College by avoiding
dishonesty in their own and by expecting honest behavior from their fellow
students. One of the requirements for passing the courses students take at ECMIT
Is that students do their own workMeeting this requirement means avoiding
plagiarism, collusion, and cheating in home work, assignments, quizzes,
LINSaSyiliAz2yas SEFYAYLFGA2yaz | RYA&AAAZY |

Have Students Do Their Research Papers or Term Papers in Progressive Steps
Requiringstudents to do their papers in progressive steps can be an effective way
to preventplagiarism.For example, a professor may require students to turn in a
list of resources, then an outlingf the paper, then a rough draft, and finally the

final draft (Whitley Jr. and Keith-Speigel89). If time permits, a professor may
alsowant to require studentsto discusspapersin classas a step in the process
(Stillwell).

Give Students Narrow Topic#nother way to prevent student plagiarism is to
givestudentsnarrow topics to choose from instead of broad subjects. It may be
more difficult tofind another paper online on a given narrow topic than on a broad
subject("PlagiarisraPrevention andetection™).

This Guide is compiled from tfa&lowing:

1 Delta State University Plagiarism Detection & Prevention: A Guide for

Faculty (http://www.de Itastate.edu/academics/libraries/collection
developmentresources/plagiarism detectionpreventiona-quide-for-
faculty/)

A Pennsylvania State Universitpefining Plagiarism, Acadenidshonesty
(http://tlt.psu.edu/plagiarism/instructorguide/definingplagiarismand
academie dishonesty)

A University of WashingtonUsing Turnitin: Guideles forFacult
http://www.washington.edu/itconnect/learn/tools/canvas/canvaselp-
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for- instructors/assignmentgrrading/tirfaculty-quidelines/

TURNITIN SOFTWARE

What is turnitin?

Turnitin is the leading originality checking and plagiarism prevention service used

by millions of students and faculty, and thousands of institutions worldwide.
CAdINYyAGAY SyO2dzNF 3Sa o0Said LINF OGAOSa F2NJ
material. The service offers a complete wefised service to manage the process

of submitting and tracking pags electronically, providing betterand faster

feedback to students.

How does Turnitin work?

Institutions license Turnitin on an annual basis. The institutions are encouraged to
communicate with students about their use of Turnitin and how their academic
integrity policies work. An instructor sets up a class and an assignment in the
Turnitin service. Students or instructors then submit papers to Turnitin via file

dzLJ 2F R 2NJ Odzi FyR LI &aidSe® ¢dNYyAGAYQ & L.
LI LIS N & vastSdatéabasé @f 12+ billion pages of digital content (including
archived internet content that is no longer available on the live web) as well as

over 110 million papers in the student paper archive, and 80,000+ professional,
academic and commercial jouals and publications.

What if Turnitin finds text matches in the paper?

Turnitin determines if text in a paper matches text in any of the Turnitin
databases. By itself, Turnitin does not detect or determine plagiarignust

detects matching text to hel instructors determine if plagiarism has occurred.
LYRSSRX GKS GSEG Ay GKS addzRSydQa LI LISN
properly cited and attributed. It is recommended that instructors carefully review

the Originality Report and all matches bef making any determination of
plagiarism. Such determinations of plagiarism require human judgment, and
AYyaiadNUHzOG2NA |yR aiddzRSyda |fA1S akKz2dzZ R
integrity policies before turning in written assignments.

Who can see paper?

Only the course instructor, and possibly a TA (teaching assistant) assigned to the
O2dzNESZ Oly aSS | addzRRSydQa LI LISN®» LT |
FYR FYy20KSNJ aGdzZRSydQa LI LISNE GKS Ayaid NHz
thS 20KSNJ a0GdzRSy i Qa AyaidNHzZO0G2N®» ¢KS Ayai
matching paper depending on the circumstances.

The only exception to this rule is in the case of peer review assignments. Students

using Peer Mark will be allowed to view the texttloé papers they are assigned to

review as part of the peer review assignment, though the instructor can choose to
distribute the papers anonymously or not.
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How Turnitin® Plagiarism Prevention Works

Ensuring a Classroom Free of Plagiarism.

e Turnitin's content da-

tabases contain millions of
e Turnitin's servers

compare submitted T

pages of books and journals

and over 4.5 billion pages

documents against Academic journals, of the current and archived

vast proprietary data- databaza books, and newspapers

Internet. The database up-

bases using advanced dates and adds to the Internet

pattern-matching archive at a rate of 40 million

technology Turnitin's pages per day
database includes
over 10 million stu-

dent papers,

e The results are returned
in the form of customized
';w | Originality Reports, in which
— | any text matches found in our
o Teachers and stu-

databases are highlighted and
dents submit documents linked to their source. Origi-
through the easy-to-use nality Reports allow faculty

Turnitin wehsite Turnitin members to make the final

recerves more than determination of whether

20,000 papers per day. plagiarism has occurred.
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Appendix 2: Sample Employment Contract

This is an employment agreement between:
Employer:

O9YANI (1Sa /2tftS3AS F2NJ alylr3asSyYySyid yR Ly¥?2
9/ aL¢ YR NBFSNNBR (2 a a9YLI28SNEs 2V

AND

Employee Name (Faculty member) :

Citizenship

PassportNumber

Date ofissue

Date ofExpiration

Herein afteNB F SNNBR (2 &4 anahdd 28SSé>x 2y GKS 20GKS
WHEREBY IT IS AGREED AS FOLLOWS

ARTICLE Subject

The Employer agrees to hire the Employee in the postdion

1.1. Rank, Status and Period of Agreement

AcademidRank

AdministrativeRank

Department
Status: FulkTime PartTime Adjunct
Visiting Special Term
] ] [] Contract
[] ] []

Contract period

Probationperiod
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1.2. Definitions
Academic Ranksas defined in the Facultyandbook

Faculty Classificationsas defined in the Faculdandbook

1.2.1. Full timefaculty

A full time faculty member is an individual who works on an annual basis
with ECMITin different activities. A full time faculty member is not permitted

to perform any kind of employment, paid or unpaid, with an external
organization unless prioapproval is receiveaf AcademicAffairs. A full time

faculty member may hold a a I & (i 8eNeXin lecturer ranks) or a terminal

degree (in professorialranks).All initial faculty appointmentsat ECMITare time

specificandrenewable by mutuahgreement.

1.2.2. Part time, visiting and Adjunct faculty (term specific)

A part time, visiting or adjunct faculty member is an individual who does not
work on an annual basis,and who may or may not have his/her primary
employment with an external organization. Such an appointment is for one
semester, for specified dates. These individuals, depending ondhalifications
and experience, are entitled to hold similar academic ranks to their full time
counterparts. No amounbf renewals of such an appointment createsight to a
regularappointment.

1.2.3. Special Appointments

Specialappointmentsare awardedto those who possesaunusualqualifications,
but for whom none of the regular faculty ranks are appropriate. Such
appointmentscanbe full time or term specific.

1.3. Dutiesand Responsibilities

The duties and responsibilitiesof the Employeeare determined by the present
Contractand by the stipulationsof the FacultyHandbook(FHB).The stipulations
of the FacultyHandbook(FHB)are to be considered as an integral part tie
present Contract. The Employee is advised to read thecBkullybefore signing
this contract. Briefly, a faculty Y S Y 6 SwiRat ECMITconsistsof the following
major components:
Teaching
Research
Curriculum Planning and Development
StudentAdvising

1 Committeeworks
1.3.1. Teaching

Teachingis considered as the central and primary work of a faculty at
ECMIT.In an academic year running from Septemberto August, faculty
members are required to teach certain number of courses distributed

= =4 —a -
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@)

(b)

betweenfall, springandsummersemestersasfollows:.

Lecturers and Senidrecturers

In general, non-terminal degree holding full time faculty membersin the
ranks of lecturers to senior lecturers are required to teach a total of 12
courses during the period of amcademic year spreadver fall, spring and
summer semesters. This may consist of 4 different courses and 1 additional
sectiontotaling a maximum of 15 credit hours per week in fall and spring
semestersrespectively,and two courses in summer consisting 6f credit
hours.

Assistant to Full Professors

Faculty members holding terminal degreesin the ranks of assistantto full
professorsare required to teacha total of 10 coursesduringthe period of an
academicgyearspreadover fall, springand summersemestersThiswill consist

of 3 to 4 different coursesand 1 additional sectiontotaling a maximumof 12
credit hours per week in fall and spring semesters, respectively, and two
different coursesin summer consisting of 6 crediours.

1.3.2. Research
Facultymembers with terminal qualifications are required to be current and
engaged in research gser the Research Policy of ECMIT. Details of the policy
including provisions for consulting work aridaching load reductions are
stipulated in the Facultjandbook

1.3.3. Curriculum Planning and Development
Each faculty member is required to take part in curriculum review, innovation,
planningand development activities.. For details, please consultRRiB.

1.3.4. Student Advising
Every full time faculty is a studeatlvisor. Each faculty has a group of students
who the facultymembersadvise on study plan, course offering and registration
matters etc. For details, please consult the FHB.

1.3.5. Committee works
Faculty members may be assigned to work in different comnmstteg their
supervisor. Such activitiesre recognized by the institution and such
contributions are considered for promotion and salamycrement etc. For
details, please consult tHeHB.

1.3.6. Other Duties
Other duties as may be required by a department or ECMITwithin the
frameworkof the FHbook.
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ARTICLE 2: Obligations of tBenployee

2.1 To conscientiously carry out the activities stipulated in Article 1 of the present
Contract;

2.2 To produce original copiesof his/her university diplomas and certificates upon
joining; and to submit documentation attested by the required Ministries to
validate the diplomas and to obtaainy necessary workermits.

2.3 To obey and enforce policies and regulations as are approved and published for
and by ECMIT

24 To comply with thed YLJ 2@ SNR&A RAAOALI Ayl NB NHzZ Sa |
ethics.

25 In the event of a breach of such rules, to submit to such disciplinary procedures
and/or measures as required by ECMIT policy.

2.6 To follow the directives of ECMIT authorities as long as ssthuctions do not
SEGSYR 06S8Sé2yR GKS GSNya aSi F2NIK Ay
published guidelines;

2.7 Not to conclude contracts or agreements with other persons or organizations
which might interfere in any manner with the performance aé/her duties
described in Article 1 of the present contract or otherwise jeopardize the
interests of the Institute, except as approved by the College administration.

2.8 To give advance notice of any travel outside UAE during working days if it affects
work responsibilities. Such notification must be approved by the Dean of
Academic Affairs before travel commences. Such permission is not needed during
annual vacation.

29 To abide by all established internal security protocols and fire safety rules and
procedures;

2.10 To inform management about any situations this might threaten the safety of the
9YLX 28 SNID& LINPLISNI & YRk2NJ 20KSNJ 9YLJM 28 ¢

2.11 Not to distribute information that is a commercial secret, or that may be
defamatory towards the Employer;

2.12 To correctly use and beesponsible for equipment entrusted to the Employee in
the fulfillment of his/her duties.

2.13 To take such security precautions as outlined by the Employer in the protection of
any premises and equipment utilized by the Employee on behalf of the Employer.

2.14 Issles concerning intellectual property rights shall be regulated by the current
regulations of the UAE and the provisions of the FHB.
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ARTICLE 3: Obligations of tAenployer

3.1 To create the necessary conditions for the efficient performance of the duties
and responsibilities othe Employee as outlined in Article 1 of the present
Contract, and to maintain an acceptabhork environment in accordance with
the standards of ECMIT and the labor laws ofliiAd=.

32 To make payment of salary once per month on a timelsif

33 To pay compensation in accordance with the labor laws of the UAE, should the
Employee suffer injury or other health problems resulting from the performance
of his/her duties and responsibilities as stated in Article 1 of the present
Contract;

3.4 To paythe UAE visa fee according to the labor laws of the UAE

35 To provide the Employee with medical insurance, this is offered with partial
coverage of the insurance premium.

3.6 To provide transportation of remains to the country of citizenship in case of the
Emplos SQa& RSIFGK RdzZNAYy3I GKS GSNY 2F GKS LINEF

Article 4: AnnuaVacation

4.1 A fulltime faculty member is entitled to an annual paid vacation of one month
preferably to betakenover summer,dependingon completion of their course
load. All faculty membersare required to report to work two weeksbeforethe
start of Fallsemesterunlessotherwisepermitted by the College.

4.2 Vacations may be taken at other times upon approval of the departmental head
and Dean of Academic Affairs. However, vacasioneduling should not conflict
with and/or interrupt the normal course of work of the Employee.

43 Adjunct, visiting and part time faculty members who serve on semester basis are
not entitled for paid vacation.

44 In betweensemester breaks are considered asdpagest period for the faculty
members.

ARTICLE &ompensation
5 ¢KS 9OYLX 28SS gAff NBOSAGS | alfl NB 2F I ¢

5.2 Salaries are paid from the date the Employee joins ECMIT physically within the
dates specified in the Contract.

53 The Employer will make satipayments to the Employee during periods of
temporary disability in connection with health problems or professional diseases
NBadzZ GAY3 FNRBY (GKS XXXXXXXXXXXXXXXPD

5.4 Performance of his/her duties and responsibilities as stated in Article 1 of the
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55

5.6

5.7

5.8

present Cotract, in accordance with the legislation of the UAE.

Faculty will receive end of service benefits such as gratuity calculated on yearly
basis as per the UAE labor law and ECMIT internal policy.

Faculty employed on annual contract terms will be eligibler&urn air passage
every yeatr.

Visa and residence permit expenses will be covered by ECMIT.
Employee will be entitled for medical insurance according to ECMIT policy

ARTICLE 6: Termination of tR@®ntract

It must be clear to both Employee and Employer that conditions of
employment, resignation and termination must take into consideration
student interests, instructional continuity and integrity first. ECMIT reserves
the right to terminate this employment contract in accordance with the labor
legislationof the UAEand the provisionsof the FHB.The Employeealso has

the right to terminate this contractunder provisions specified in the FHB and
in accordance with the labor legislation of the UREematuretermination or
violations of the contractuabgreements without proper notice period as
specified inthe FHB by a faculty member may lead to certain disciplinary
action.

ARTICLE 7: Oth@&onditions

7.1

ThepresentContractshallbe consideredto be in force upon the collectionof all
required signaturesand shall remain in force until the completion of the term of
appointment as stated in Article 1, antil such time as mutually agreed between
theparties.

This contract may be allowed twntinue,discontinue or renewed depending on:

711 the performance of the Employee during probatiperiod
7.1.2  the financial situation of th&mployer;

7.1.3  Other circumstances as may be deemed appropriate byEtin@loyer.

ARTICLE 8: Alteration of tl@&ontract

8.1

Within the valid term of the present Contract,the two parties may by mutual
consent, or shall on a mandatory basis if necessitated by amendments to the
legislation of the UAE, introduce intthe Contract necessary modifications
and/or amendmentsto be drawn up as an additional agreement,which shall
be an integral and equally valid part of the pres@antract.

ECMIT
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ARTICLE 9: Settlement of Disputes Arising fromGloatract

9.1 All issuesnot stipulated in the present Contract, as well as possibledisputes
ensuingfrom it, shallbe resolved througmegotiations in accordance with ECMIT
policies and the provisions of the FH bodk.case a dispute cannot be resolved
by means of negotiations, the parties may submit it to teclusivgurisdiction
of the courts of justice of thgAE.

ARTICLE 10: Copief theContract

10.1 The present Contract is printed in two copies: one for the Employer, to be
maintainedon the9 Y LJX 2 @ SNDa LINBYEDSagyee. YR 2y S

Legal Addresses of BotParties

Employer:Emirates College for Management amflormation Technology, Dub&lAE

Employee:
Address Email
Telephone Mobile

| have read and understood the conditions of this Contract and the conditions as
outlined in the Faculty Handbookwhich is available on the ECMIT website
(www.ecmit.ae).l fully understandthat by signingthis contract I expressmy consent
to all of the above mentionedonditions.

Approval Signatures:

On behalf oECMIT Employee
Dean of Academic Affairs Date:
Date:

Presidentand CEO

Date:
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Appendix 3: Creating Syllabus

A syllabus is tangible evidence of the goals, learning objectives, instructional activities,
and performance requirements of a specific course. While the syllabus is typically seen as
acontract between the instructor and students concerningthe nature and guidelines

of acourse, syllabi are also used to examinethe relationship of a course within the
broader curriculum. As such, in addition to facilitating communication between the
instructor and student, syllabi areutilized by administrators, institutions, and
accreditation agencieso documentthe role and effectivenessof a specificcourse.The
purposesof a syllabuscan be divided into three different functions: practical, theoretical,
andinstitutional.

Practical Theoretical Institutional
1 Establishes agarly 1 Describeshe 1 Provides evidenc®
point of contact Ay a i Nbei@isgbouh a meetaccreditation
between studentand educationalpurposes of requirements
instriictor the colirse
1 Helps set the tonéor 1 Sets the course ia 1 Serves as karning
the course broader contexfor contract betweerthe
learning student, instructor,
andinstifiition
1 Acquaints studentsvith 1 Provides a&onceptual T Provides dangible
the logistics ofthe framework forcourse record of coursgoals
course activities andobiectives
1 Definesstudent 1 Ties course materiab 1 Creates an accoumif
responsibilitiefor learning outsidehe courseactivities
successful coursgork classroom
1 Helps students tassess 1 Highlights purposand T May be utilized apart
their readiness for rationale forcourse oftheA y & i NHzO (i 3
the course personneffile
1 Describesvailable 1 Reinforceghe 1 Ensures that instructas
learning resourceand intentions, roles, attitudes, providingcontracted
encouragesi U dzRS y andstrategiesthat an services to the
selfmonitoring instructorwill utilize to institution

promote active,purposeful,
effectivelearning.

1  Communicates theole 1 Communicategsourse T Utilized forrecruiting
of variousinstructional focuswithin the both studentsand
strateqies in theourse curriculum instructors

1 Specifies the dutieand 1 Identifies courseoals, 1 Serves adocumenting
responsibilities oboth learning objectivesand evidence tgprotect
parties evaluationsystem againststudent

complaints

The main purpose of a syllabusis to provide information to assiststudents in successful
completion of a course. A good, studecgntered syllabus provides students with @rerview
of the course, outlines performance and knowledge expectations,and highlights resources
that promote a quality learning experience. A wadnstructed syllabus is @etaileddocument
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that allows students to understand the course as an integrated wiadide recognizing the
discrete activitiesrequired to achieve overall course objectives. When designing your
syllabus, carefully consider what information to include. Whilésitecommended that you
include sufficient detail, avoid overloading students wittnecessarynformation.

Using theTaxonomy of Educational Objectives to Create Effective Assessments

Contraryto popular belief, assessmentsre valuablefor far more than a simple measureof

a i dzR Sgfuirad@®evel of knowledge. Assessmentserve a variety of functions including

directingafi SY i A2y k ¥20dza > KAIKEAIKGAYT O2y OSwithidz- £ S
O2dzNBS YIFIGSNAIEE FYRE FAylLfftes RSGSN¥YABAYy3I ali
often overshadowed by the time and energy invested into classramtivities; but, as

discussed by McKeachie, "what students learn depends as much on your testsuas

teaching” (1999, p. 85). Ideally, an effective assessment will reflect the educationaligoals
relationship to the content areas of a designateirse

As highlighted in the Taxonomy of Educational Objectives (Bloom, 1956), learningvgoals
according to the level of understanding and/or skill desired. Consequently, learning lzgins
the bottom of the hierarchy(with simple knowledge)and cumulativelybuildstoward a deep
understanding (as evident through the ability to evaluate information). Learrdhppctives
include:

a) Knowledge.Knowledge involves the remembering of terminology, faetsj methods.
Typical knowledge assessmentsask learnersto define, describe, identify, label, list,
match, or name.

b) Comprehension.Comprehension requires an understanding of the meaniof
conceptual information. An assessment of comprehension requires studerd&ssify,
convert, describe, discussstimate, generalize, or givwxamples.

c) Application. Application involves the use of previously learned informationniovel
situations. To measure application knowledge, an instructor might ask students to
chart, compute, construct, develop, implement, edict.

d) Analysis. The ability to understand the organizational structure of information is
referred to as analysis. Typical analysis assessments ask students to doeak
information into component parts, develop divergent conclusions naakeinferences.

e) Synthesis.Synthesis involves the creative application of prior knowledge and s&ills
produce an original entity. To measure synthesis understanding, an assessengit
ask learners to adapt, create, design, generateguise.

f) Evaluation.Evaluation is the ability to judge the relative value of informatiossedon
prior knowledge. An evaluative assessmentinvolves the ability to compare and
contrast, criticize critique, defend, grdge.

While many instructors have the goal of promoting higherorder cognitive abilities, such as
critical thinking, problensolving, and novel application, typical assessments are afteble
to effectively measure thesskills.
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wSaSEkNOK KFa NBLSFGSRft& FT2dzyR (Kl theasséssaieriBy i a4 Q
measures not the educational goals of a course. Thus, if assessfoentsprimarily on the

correct identification of factual information, students will devote their time and effort

toward the shallowmemorizationof facts and definitions. On the other hand, if assessments

require students to demonstrate a more complex understanding, studenlisconcentrate

their effort on acquiring the relevant skills. This leaves the instructor with task of
implementing measures that accurately refléice desired educationalbjectives.

When designing assessments, instructors are faced with the dilemmacoofdinating
educational goals with an acceptable test format. While opaded items, such as essagd
fill-in-the-blank questions, often promoteigherorder thinking, they are tim&onsumingto
grade and are often not feasible for largarollment courses. Converselyesponselimited
items, such as truéalse and multiplechoice, can be easily graded but may limit the ability to
assess higheorder learning. The variety of question types available allows educators
implement structured assessmentshat reflect their true learninggoals.Keyto the effective
application of these various question types, is the instructional design of the quesidmte
learning goals and the taxonomy of learning provide an excellent structure for designing
assessmenitems, the educationalimpact of any assessmentstill rests in the content of
individualquestions.

Anderson's Revised Taxonomy

During the 1990's, Lorin Anderson (a former student of Benjamin Bloom) led a team of
cognitive psychologists in revisiting the taxonomy with the view to examining the relewdnce
the taxonomy as we enter the twendyrst century.

As a result of the investigationa number of significantimprovementswere made to the
existing structure. Before turning to examples of how the newly revised Taxonomybenay
applied, it would be appropriate at this point to make both the revisionsand reasonsfor the
changes explicit.Figurel beldvS & ONMJ 0 S ald4o 2 § RewiekdBonis:

Figure 1¢ The original taxonomy and the revisesonomy

£ 22YQ43 Taxdwdni A y | € I YRS NEH 2 y Taxonanyyd A a
Knowledge Remembering

Comprehension Understanding

Application Analysis ApplyingAnalyzing
SynthesisEvaluation EvaluatingCreating

Some of the more significant changes include changes in terminology, struenigremphasis.
Summarizing each in tum

Changes iferminology

a) As depictedin the previoustable, the namesof six major categorieswere changed
from noun to verb forms. The reasoningbehind this is that the taxonomy reflects
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different forms of thinking and thinking is an active process.Verbsdescribeactions,
not nouns, hence thehange.

b) The subcategories of the six majoategories were also replaced by verbs amine
subcategories weresorganized.

c) The knowledge category was renamed. Knowledge is an outcome or product of
thinking not a form of thinking per se. Consequently, the word knowledge was
inappropriate to describea category of thinking and was replaced with the word
remembering instead.

d) Comprehension and synthesis were retitled to understanding and creating respectively,
in order to better reflect the nature of the thinking defined in each category

Changes istiucture

a) The one- dimensionalform of the original taxonomy becomesa two-dimensional
table with the addition of the productsof thinking (i.e. variousforms of knowledge).
Forms of knowledge are listed in the revised taxonomy as factt@hceptual
procedural and metacognitive. Sézarningto think / Thinking to learn (Poh2000)
for further information abouthis.

b) The major categories were ordered in terms of increased complexity. As a result, the
order of synthesis (create) and evalimat (evaluate) have been interchanged. This is
in deference to the popularly held notion that if one considers the taxonomy as a
hierarchy reflecting increasing complexity, then creative thinking (i.e. creating level of
the revised taxonomy) is a more cotap form of thinking than critical thinking (i.e.
evaluating level of the new taxonomy).

c) Put quite simply, one can be critical without being creative (i.e. judge an idea and
justify choices) but creative production often requires critical thinking &ceepting
and rejecting ideas on the path to creating a new idea, product or way of looking at
things.)

Changes iemphasis

a) The revision's primary focus is on the taxonomy in use. Essentially, this meatisethat
revised taxonomy is a more authentic tofdr curriculum planning,nstructional
delivery andassessment.

b) The revision is aimed at a broader audience. Bloom's Taxonomy was traditionally
viewed as a tool best applied in the earlier years of schooling (i.e. primary and junior
primary years). The r&ed taxonomy is more universal and easily applicable at
elementary, secondary and even tertiary levels.

c) The revision emphasizes explanation and description of subcategories.

d) For example, subategories at the Remembering level of the taxonomy include:

1 Rewognizing/ldentifying- Locatingknowledgein memory that is consistent
with presentedmaterial.

1 Recalling/Retrieving/NamingRetrieving relevant knowledge frolongterm
memory.
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COMPREHENSIVE OVERVIEW CGHUBBATEGORIES

The figure below givesa comprehensiveoverview of the sub-categories,along with some
suggested question starters that aim to evoke thinking specific to each level déxiomomy.
Suggested potential activities and student products are ledt.

REMEMBER

Synonyms

Samplesentencestarters

Potential Activities

1 Recognizing
1 Locating knowledge in
memory that is consistent

with presented material.
1 Identifying
1 Recalling

= =4 =4 -8 —a —a

What happenedfter...?
Howmany...?

Whatis...?

Who was ithat...?

Can yowname...?

Find the meaning ¥ X
Describe what happened
¥ 0 SNX

1 Make a list of the main

events of thestory.
1 Make a time line oévents.
1 Make afactschart.

1 Write a list of any piecesf
information you can

1 Retrieving relevant W Kelo. 2 remember.
1 0 spokeo...” : :
kmn:r\T/]V:iSQe from longerm i Vg{hic'} i< true ofalse..? 1 \S/\tlgrzgl/t?ammals were in the
- 1 Identifyg K2 X & ' - ,
P PSR 1 Makeacharth K2 g A y 3
% ﬁgﬁﬂﬁ,‘gng 1 Namealli KSX®® 1 Make anacrostic.
1 Recite gpoem.
UNDERSTAND
Samplesentence
Synonyms starters Potential Activities andProducts
1 Interpreting.. Changing 1 Can you write in 1 Cut out, or draw pictures to
from one form of your ownwords? showa Particulaevent.
representationto another 1 How wouldyou 1 lllustrate what you think the main

gt I NF LIKNF aAy3ax

Translating, Representing,
Clarifying...

1 Exemplifying.. Finding a
specificexample or
illustration ofa concept or
principle

gLy adl y ilustaing.y 3

1 Classifying Determining
that something belongs ta
category.

1 Categorizing...Subsuming...

1 Summarizing

1 Drawing a logical
conclusion from presented
information

SELX I Ay XK
Can you write a
brief outline...?
What do youhink
could have 1

happened next...?
Who do youhink...?
What was the T
mainidea...?
Clarifyg K & X ®
lllustrate theX X X
Does everyone acdh

GKS gle& (K
Does?
Draw a storymap. l

Explain why a

ideamay have been. Make a
cartoonstrip showing the sequence
of events Write and perform a play
based on thestory.

Retell the story in your own
words. Write a summary report of
theevent.

Prepare a flow chart to illustrate
the Sequence of events. Make a
coloring book. Cut out, or draw
picturesto show a particular event.
lllustratewhat you think the main
ideawas.

Make a cartoon strip showing

the sequence oévents.
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APPLY
Potential Activitiesand Products
Synonyms Sample sentencstarters

1 Execu_ting 1 Can you write in youswn Construct a modeb

1 Applying words? R demonstrate how itworks
knowledge(often | ¢ How would yous E LJt I A ¥ | q Make a diorama to illustratan
procedural) to a 1 Can you write a briedutline...? event
routine task. 1 What do you think coultiave

1 Carrying? dzii X ®
Implementing
1 Applying
knowledge
(often
procedural) to a
non-routine task.

=

= =4 =4 -8 =4

happenednext...?

Who do youhink...?

What was the maimdea...?
Clarifyg K& X &

lllustrate theX X X

Does everyone act in the way

¢ KI G Doexed @
Draw a storymap.

Make a scrapbook abotite
areas ofstudy.

Make a papieimaché mayg clay
model to includeelevant
information about arevent.
Take a collectioof photographs

to demonstratea particularpoint.
Make up a puzzlgame.

PaAYyIXDD i :
11 y 1 Explain why a character actéd | ¢ \yrite a textbook abouthis
the way that theydid. topic for others.
ANALYZE
Potential Activities
Synonyms Sample sentencstarters

1 Differentiating

1 Distinguishing relevarftom
irrelevant parts or important
from unimportant parts of
presented material.

1 Discriminating,

Selecting, Focusing,
Distinguishing,

1 Organizing. Determining
how elements fit or function
within a structure. Outlining,
Structuring, Integrating,
Findingcoherence.

1 Attributing Determining the
point of view, bias, values, or
intent underlying presented

material.
1 Deconstructing

1 Which events could ndtave
happened?
1 If. ..Happened, what mighhe

ending havebeen?
1 How is...similato...?

1 What do you see asther

possibleoutcomes?
1 Why did...changesccur?

1 Can you explain whahust
have happenedvhen...?

1 What are some othe
problemsof...?

1 Can youdistinguish
between...?

1 What were some athe

motivesbehind..?
1 What was the turningoint?
1 What was the problemwith.?

Design a
guestionnaireo
gatherinformation.
Write a commercial to
sella newproduct
Make flow chart to
showthe criticalstages.
Construct a graph to
illustrate selected
information.

Make a family tree
showing relationships.
Devise a play about the
study area.

Write a biography of a
person studied.
Prepare a report about
the area ofstudy.
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EVALUATE
Synonyms Sample sentencstarters Potential Activities
1 Checking 1 Is there a better solution Conduct a debate about

Detecting inconsistencies
or fallacies within a
processor product.
Determining whether a
process or product has

internal consistency.
Testing, Detectingylonitoring
Critiquing

Detecting the appropriate
ness of a procedure for a

giventask orproblem.

to...?

1 Judge the value of... What
do you thinkabout...?

1 Can you defend your
position about...?

1 Do you think...is a gooar

1 Badthing?

1 How would you
have handled...?

1 What changes to.. Would

you recommend?

an issue of special
interest.

Make a booklet about five
rules you see as important

Convince others.

Form a panel to discussews
Write a letter to. .. advising
on changesieeded.

Write a halfyearreport.
Prepare a case to present

your viewl 6 2 dzii X

1 Judging 1 Do you believe...? How
would you feel if..?
CREATE
Potential Activitiesand
Synonyms Sample sentencstarters Products
1 Generating 1 Can you desiga...to...? Inventa machine to do

=

= =4 -8 -8

Coming up with alternatives
or hypotheses based on
criteria

Hypothesizing

Planning

Devising a procedure

for accomplishing some
task. producing

Designing

Producing

Inventing goroduct.
Constructing

1 Can you see a possible
solution to...?

1 If you had access ll
resources, how would you
deal with...?

1 Why don't you devise your

own wayto...?

1 What would happerif...?
How many ways cayou...?

1 Can you create new
and unusual uses
for...?

=

a specifidask.

Design a building to
house yourstudy.

Create a new product. Give
ita name and plan a
marketing campaign.
Write about your feelings
in relationto...

Write a TV show play,
puppet show, role play,
songor pantomimeabout..

Web sitehttp://www.nyoraps.vic.edu.au/anderson.htm

Resource.inks

A http://www.nyoraps.vic.edu.au/anderson.htm

Major Cateqgories in the Taxonomy of Educatiddbjectives

A
A Learnng Skils Program: BlooY QTaxamomy
A Learning Domains ofl@®mQ &axonany
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Course syllabus content

a)

b)

Course Information

The first items in a syllabus should give basic course information. ECMIT
requires that each syllabus list the course number, course title, term, meeting
days/times, andmeetinglocation. In addition, instructors may want to include

the number of credit hours, pre- requisite courses,and the academiccampus.

If the courseis crosslisted or has specialdesignation besure to include that
information with the course number. Alwaydouble- checkto ensurethat the
coursenumberandetitle are accurateaslisted in the AcademidcCatalog.

Contact Information

Following the course information, provide the informatioecessary to contact
the instructor. All instructors should list their full name, office location, phone
number, email address, and office hours. Optionally, instructors may choose to
list an emergencyphone number (department office, home, etc.), campus
mailbox, fax number, andoursewebsite. To ensure that students are able to
contact you, it is helpful to provide eangeof different contact options. When
there are multiple ways to contact you, specify the preferred method of
contact, where to leave assignments,restrictions on calling and whether
students need to make appointments in advance for office hours. Wdjanct
instructors may not have a specified office, all instructors must designate a means
for students to contact them outside of regulclassimes

Course Description
As per ECMIT requirements, each syllabus must list the verbatim course

ECMIT
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descriptionfrom the Academic Catalog. Instructors also have the option to add a
separate paragraphdescribingan overview of the course and pre-requisite
knowledge or skills expected of students enrolling in the course. This type of
information may help studentgealisticallyassess their readiness for the course
and provides a bridge between the conceptskills, and knowledge from
previous coursesto the current course.You may also want to list suggestions

for students to refresh their skills if they feel uncertain abdheir preparation

for the course.

d) Course Goals or Objectives

Course objectives are general statements describingrnifagor componentsor
framework of the course. Generally, there is at least one course objective for
each major unit of instruction. These course objectives or goals then provide
instructional guidanceto highlightthe purposeof the courseand sequencingof
events. The coursegoalsare instructor-focused as they describe the conceptual
structure, logic, andnterrelationshipsof course topics. Each course goal can
then be subdividedinto more specificlearningobjectives.

e) Learning Objectives and outcomes

Learning objectives are specific, measurable knowledge and skills that a student
is expected to demonstrate upon successful completion of the course. Learning
objectivesstem directly from the course goals and target various levels of the
educationaltaxonomy. Unlike the course goals, learning objectives are student
centered andlescribein detail the knowledge and skills a student should possess.
Because learningbjectivesare much more specific than course objectives, there
are generally multipldearningobjectives for each courgoal.

f) Course Arrangements

Course arrangements describe the teaching methods, techniques, and strategies
to be used and their implications for students. Course arrangements may
include lectures, discussions, groumteractions, Internet activities, films, case
studies, student presentations, electronic discussions, chat rooms, newsgroups,
laboratories, researchprojects, fieldwork, etc. For each course arrangement,
provide a brief descriptionof the instructionalformat, expectations for student
involvement, and implications otearning.In addition, it may be beneficial to
estimate the student workload; this estimation mayinclude the amount of time
students should anticipate spending outside of class tiomereading, studying,

and completingssignments.

g) Course Requirements

The course requirement section of the syllabus provides an explanatioall of
assessmentand methods of evaluation. While the method of evaluation will
vary with the teaching styledelivery technique, subject matter of the course, and
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learning objectives, ALL courses must implement some assessment of student
learning. The keyo designing and implementing course requirements is careful
reflection on learning objectives; each assessmentshould directly reflect
meaningful learning as targeted by the learning objectives. Assessments may
include exams, case studies, papé&@nework,oral reports, journals, portfolios,
projects, group work, presentationslaboratories, learning Ia@s, field trips,
research, website development, attendance, clgssticipation,etc. In addition,
instructors may want to highlight their use of optional assignmentsor extra
credit.

The importance of assessmentis indisputable; assessmentsare utilized to determine
student learning, course grades, effectiveness of instruction, instructor/institution

accountability, accreditation, etc. Because of the importance of assessment in thecourse
mix, instructors should ensure that all course requirements are exdicitly stated in the
syllabus. Specifically, state the format of each assignment, the expected length of
papers/projects, and the nature of the tests (multiple -choice, essay, shortanswer, take-
home, closed book, etc.). If class participation is being asessed, expectationsand grading
procedures for participation need to be directly addressed.

h) Textbook(¥

List all textbooks that will be utilized for the course. ECMIT requires the instructors
provide the title of the text, author, edition, and publication date. In addition, it is helpful
to include the publisher, ISBN, and textbook website (if one is available through the
publisher). For each textbook listed, indicate whether the text is required or optional.

1) Supplemental Resource Materials

Supplemental resources include any additional readings, materials, or supplies that
students need to successfully complete the course. Supplemental matrials may include
library reserves, manuals, articles, lab equipment, art supplies, calculators,software,
workbooks, drafting materials, etc. For each supplemental resource, instructors should
indicate whether it is required or optional as well as providing guidance for locating the
relevant materials. If supplemental materials are optional, it is useful to explain the benefits
and utility for students.

j) References

Instructors may want to provide course-specific references to guide students who wishto
continue independent investigations of course material. References may include related
books, library reserves, or a list of relevant websites. The purpose of the referencesection
is to provide a connection between course material and outside resources. Referencesare
useful for expanding on textbook information or guiding students who need additional
assistance in understanding coursematerial.

k) Course Schedule

The course schedule is designed to assist students in planning their work and preparing
for course deadlines. An effective course schedule should list all class meetings by date
and provide a sequence of course topics with related class activities. Specifically,course
schedules should include topics to be covered in class, readings, learning activities,
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m)

p)

assignments due, field trips, guest speakers, scheduled quizzes, exams, schooholidays,
etc. To ensure that students are prepared for each class period, specify whethereadings
are due prior to class and list the chapter or page numbers of each reading assignment.
While instructors should try to adhere to the course schedule (especially concerning
exam dates), you may want to highlight that the schedule is tentative and subject to
change depending upon the progress of the class. Finally, in creating the course schedule,
try to prevent overload by keeping the workload evenly balanced throughout the term.

Class Policies

To prevent conflict and potential dissatisfaction, clearly state all course policies in the
syllabus. ECMIT requires that each syllabus include theverbatim statement on academic
honesty and disability taken from the Academic Catalog

Academic Honesty

"Academic honesty is required of all members of a learning community. Hence, ECMITwill
not tolerate cheating or plagiarism on tests, examinations, papers or other course
assignments. Students who engage in such dishonesty may be given failing gradesor
expelled from ECMIT." Instructors may want to expand on this statement to include their
own course-specific policies regarding academic honesty, cheatng, and plagiarism. Many
students do not know what constitutes plagiarism; thus it is important to provide
plagiarism guidelines. In addition to the required academic honesty and disability
statements, instructors should include their own policies regarding class attendance,
tardiness, submitting late work, missing homework, tests or exams, make-up assignments,
requesting extensions, and reporting illness or absence. It is also helpful to highlight
unacceptable classroom behavior and important institutiona | drop/withdrawal dates.

Grading Policy

The grading policy should give specific instructions on how students will be evaluated and
how final course grades will be assigned. In describing the grading procedures, include a
listing of all assessablework and the weights assignedto each component.

Grade Calculation

Final grades must be calculated on the basis of the entire spectrum of the continuous
assessment that include a combination of the following: Class Presentations;Homework
Assignments; Classroom Rirticipation; Course Research Papers; Migterm exam; and Final
Exam

The combination of these above items that make up the final determination of the course
grade is at the discretion of the instructor as long as it includes (but is not limited to) at
least three graded items.

Teaching Philosophy

The teaching philosophy provides students insight on the selection and rationale for
instructional strategies and assessment. Generally, the teaching philosophy will be abrief
paragraph that highlights pedagogical preferences, theoretical orientation, and/or
educational standards.
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a)

Study Tips or Learning Resources

Instructors may choose to include study tips or learning resources to assist students in
being successfulin the course. Many students lack the metacognitive skills to select or
create effective study strategies, thus providing a list of tips and resources may help guide
student preparation for the course. Learning resources may include term lists, practice
questions, online quizzes (often available on the textbook website provided by the
publisher), study guides, lecture notes, tips on studying, guidelines for taking notes, keys
for budgeting time, etc. In addition, you may want to organize study groups, provide a list
of peer tutors, and highlight institutional resources (Academic Support Center, Tutoring
Services, Writing Center, computer labsetc.).

r) Support Services
ECMIT has a range of support services available to assist students. These servicésclude
the Library, Counseling Center Computer and Technology Services, and theLanguage lab.
Your syllabus may want to briefly highlight and provide contact information for relevant
services
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Appendix 4: Employee Performance Evaluation Form

EMPLOYEE PERFORMANCEEVALUATION

Employee Name. Date of Review:

Eval uat orefsy Nam or Employee Self Evaluation
Evaluation Period Date since last Review:
(Check one): 6 month review

Annual review
Other

Job Title : Years in Job :

This Performance Eval uat i o nxpdctatioris of praf€sdMdndl étaff toeactual performance.
The principal objective of the evaluation is to assist in professional development by identifying
strengths and areas for improvement. Evaluations enable management to assess an individual 6ab |
performance and determine appropriate promotion opportunities and compensation.

Performance Evaluation Ratings
SER  Substantially Exceeded Requirements i Clearly and consistently exceeded many requirements
ER Exceeded Requirements i Clearly exceeded some, and met all other requirements

MR Met Requirements i Clearly met all requirements, or balance minor need for
improvement in one area with exceptional performance in another

MSR Met Some Requirements I Met some requirements, but clearly needs to improve in
one or more areas to fully meet requirements

NMR Did Not Meet Requirements i Clearly needs significant improvement in one or
more areas to fully meet requirements

N/A Not Applicable
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My signature bellows indicates neither agreement nor disagreement with this Performance
Evaluation, but it does indicate that | have read the Performance Evaluation and the evaluator or
supervisor has discussed with me.

Employe e &ignature: Date:

| acknowledge that | have reviewed this appraisal with
the employee.

Evaluator(s) Signature: Date:
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