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Introduction

Messagerom the President

Dear all,

The American University of Ras Al Khaimah (AURAK) continues to focus on the fulfilment of the
vision of His Higmess Sheikh Saud bin Saqgr Al€Qai, member of the Supreme Council and ruler of

Ras Al Khaimah, who wished to eBlizh an institution of higher education that followed the American
model entwined with indigenous culture, and to expand local horizons to encompass Western academic
traditions.

On August 1, 2009, AURAK received licensure from the Ministry of Higher Elme and Scientific
Research for four (4) accredited programs: BS in Biotechnology, BS in Business Administration, BS
in Computing Engineering and BS in Electronics and Communication Engineering.

AURAK has now expanded its offerings to a total of 22 pmots: 18 undergraduate and four (4)
graduateThe undergraduate programs are: BA in English Language, BA in Mass Communication, BS
in Biotechnology, BS in Accounting, BS in Business Administration, BS in Finance, BS in Human
Resource Management, BS in Matikg, Bachelor of Architecture, BS in Chemical Engineering, BS

in Electrical Engineering, BS in Electronics and Communication Engineering, BS in Civil and
Infrastructure Engineering, BS in Computer Engineering, BS in Computer Science, BS in Industrial
Engneering, BS in Mechanical Engineering, and BS in Petroleum Engineéfhmy.graduate
programs are Master in Business Administration, Executive Master in Business Administration,
Master of Science in Engineering Project Management, and Master of Educatmucational
Leadership.

AURAKOGs driving ambition is to meet the growi
diversified and experienced faculty and staff, introducing new programs, rebuilding the infrastructure,
modernizing the University witinnovative technology, new laboratories, and enhancing the facilities.
Relationships have been established with several national and international institutions of higher
education through the signing of Memoranda of Understanding (MoUIRAK &6 s c otmtne t me n
establishment of partnerships paves the way for global exposure for students, faculty and staff,
providing opportunities for academéxchange, study abroad, and the sharing of resources and
expertise.

The growth of AURAK is historic for the Noréin Emirates, as it celebrates diversity and
multiculturalism in the ethnic variety of its staff and faculty, but remains located within the American
academic systemMMURAK is, in every way, evolving, progressing and advancing.

| am confident that our uted efforts will lead the University to the forefront of academic institutions
in the UAE. | wish you all many enjoyable and productive academic years at the American University
of Ras Al Khaimah.

Prof. Hassan Hamdan Al Alkim
President
American University of Ras Al Khaimah
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Academic Calendar 2@l 2017

Fall 2016

August 16 AURAK Admissions Application Deadline

August 17-18 Efycrﬁr;rint Tests / Continuing Student Registration / 50%
August 16-17 New Faculty Orientation

August 18 Orientation and New Student Course Registration
August 21 First Day of Class

August 28 Last day to Add/Drop

September 10, 11,12 Eid Al Adha Holiday

October 5 Islamic New Year

October 13 Commencement Ceremony (202616)

October 20 Last Date to Withdraw a Course Without Grade "F"
October 23 Mid Term Grades Report Due

November 13 Advisement Begins

November 20 December 1 PreRegistration For Spring Semester

December 2 UAE NationalDay

December 11-17 Examination Period

December 18 January 7 Winter Break

December 20 Grades Available

January 11 Placement Tests

January 11 New Faculty Orientation

January 12 Orientation and New Student Registration / 50% Payment
January 15 First Day of Class

January 22 Last Day to Add/Drop

March 16 Last Date to Withdraw a Course Without Grade "F"
March 19 Mid Term Grades Report Due

March 26- April 8 Spring Break

April 9 Classes Resume

April 16 Advisement Begins

4| Page AURAK Student Halbook 20162017



April 20

April 23 - May 4

April 25
April 27
May 13
May 14- 20
May 23

Academic Honors Convocation
PreRegistration For Fall Semester
Isra and Mi'raj

Student Recognition Ceremony
Last Day of Classes

Examination Period

Grades Available

SUMMER 2017 - Session |

Course Registration

Classes Begin

Last day to Add/Drop

Last Date to Withdraw a Course Without Grade "F"
Eid Al Fitr

Last Day of Summer Session

Examination Period

Grades Available

May 24-27
May 24
May 28
June 17
June 26, 27, 28
July 1
July 5-6
July 9

July 9-12
July 9

July 15
July 29
August 15
August 16-17
August 20

SUMMER 2017 - Session Il

Course Registration

Classes Begin

Last day to Add/Drop

Last Date to Withdraw a Course Without Grade "F"
Last Day of Summer Session

Examination Period

Grades Available

October 5

2016- 2017 Commencement

Commencement Ceremony (202617

Note: All Islamic Lunar Holidays will be fixed per announcement by the relevant Ministry.
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AURAK Vision, Mission and Values

Our Vision

The American University of Ras Al Khaimah (AURAK) will be a leading institution of higher
education through the impact of its education and research on the region.

Our Mission

The American University of Ras Al Khaimah (AURAK) is an independent, public-stated, non

profit, coeducational institution that offers undergraduate and gradugteede AURAK is an
institution of higher education that provides comprehensive academic programs based on the North
American model and the cultural characteristics of the gulf region. Its undergraduate programs
combine a strong grounding in the major sabjeith a broad general education, and its graduate
programs prepare students for the demands of professional life.

AURAK is committed to the highest standards of teaching, research, ethics, and service to the
community, and its graduates are preparecetkriowledgeable, thoughtful, creative, and responsible
individuals.

Values

People

To create a student learning environment that develops social and cultural understanding for individual
growth and concern for others; to build skills of independencedselition, critical and reflective
thinking, innovation, and entrepreneurship; to recruit high quality faculty and staff by capitalizing on
and recognizing their contributions.

Quality

To offer high quality academic and professional programs that budtenyaand commitment to lie
long learning.

Scholarship and Research
To advance knowledge through discovery, dissemination, and application.

Cultural Authenticity
To serve as a center for cultural dialogue and understanding, promoting cultural henitbge a
community resource for language development.

Engagement

To enable students, faculty, and staff to contribute to the solution of local, regional, and global
problems, and offer opportunities to engage with the community; to maintain partnerstiips wi
schools, higher education institutions, local and regional governments, business, and industry.

Improvement and Productivity
To seek continuous improvement through reflection, assessment, and quality enhancement, setting
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and rewarding high standardsd being proactive, efficient, and effective within the context of high
quality.

Academic Freedom
To create an environment of open, critical thought, enquiry, and exchange of ideas, of tolerance for
divergent views and beliefs.

Integrity
To maintain thehighest standards of integrity and instill those standards as an important value for

sustaining humankind.

Enterprising
To value innovation and entrepreneurship in teaching, research, service, and other enterprises.

Global
To promote multiculturalinderstanding, knowledge, and citizenship to enhance world peace and
prosperity for a sustainable future.
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StudentServices and&nrolment Management

Mission and Goals

Mission

The Office ofStudent Services and Enroliment Managenneission is to fostethe wellbeing and
development of students as whole persons, complementing and enhancing their academic skills while
preparing them for leadership roles in a global society. Through programs and services, we embrace
diversity, equity, and inclusion as essal ingredients of academic excellence and personal
development.

Goals of the Office of Studerervices and Enrollment Management

The primary goal of the Office @tudent Services and Enrollment Manageneetd meet the needs
of its students for courricular and extraurricular activities. The Office of StudeBervices and
Enroliment Managemems committed to providing the means, opportunities, facilities, and support
to create an environment in which students can be developed as sociallykactiviedgeable
individuals and wetrounded citizens of the world.

The programs provided for student development are parallel to the development of AURAK as it
evolves in terms of physical space and student numbers. While some programs and services already
exist at AURAK, they will be expanded and supplemented to actieviellowing broad goals:

1 Engage all students, parents and families in meaningfglucocular opportunities to
promote retention and persistence toward graduation and help build a wider AURAK family.

1T Foster a campus envi r onlvimgcultural faciities, physieal, s st u
social needs, opportunities, and support to create an environment in which students can be
developed as socially active, aware individuals and-weeihded citizens of the world.

1 Enhance services for students throughtainformed decision making, branding, and
communication by encouraging and establishing student clubs and forums that will increase
direct involvement of students in the AURAK couamity which will promote closeties
between students and themniversity.

9 Sustain and strengthen partnerships with Academic Affairs to support the academic mission
of the institution while promoting a healthy, friendly, and integrated environment, events,
programs, and activities r eonulculiuraligm,eer ound .
curricular and extrasurricular activities, lectures, workshops and sports activities.

1 Provide equal access to services, facilities, and assistance for its students with special needs.

f Support staff’s abrirebpediveroeso be effective in

Office of Student Services and Enrolment Manageroensists oeven unitsiamelyDepartment
of Admissions, Department of the Registrar, Department of Scholarships and Financial Aid,

Department of Student Life, Department of Internskipreer Development and Alumni Affairs,
Health Services unit, and the Bookstore.
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The Department of Admissions

The Department of Admissions is a unit in the Student Services and Enroliment Managemen

division. The mission of the &artmat of Admissions is to recruit, admit, and serve an eligible,

diverse student population regionally, nationally, and internationallyDEpartmenbf Admissions
embraces the Universityds commitment tamd att ai
graduate.

AURAK seeks to admit qualified students who wish to become part of an innovative global

academic institution based on the American mdtées the goal of the AURAK Bpartment of

Admissions to admit those students most likely to beneim fits academic programs and diverse
student body. Applications are welcome from all students without regard to race, color, religion,
national origin, disability, sex, or age. To be considered for admission, each applicant must present
sufficient evidencef appropriate qualifications in line with the requirements of the UAE Ministry of
Higher Education and Scientific Research. The factors considered include, but are not limited to,
scores on school leaving certificates or other standardized exams, pngfistency, level of

difficulty and appropriateness of coursework, essays, and recommendations. An offer of admission is
valid only for the semestéor which the student applies.

When reviewing applications, the department of Admissions considersatienaic rigor of high
school specialization the applicant completed.

U Undergraduate Programs:
Application Procedures (For Both Freshman and Transfer Applicants)
Prospective students can apply online or in person. The online application is available on
http://apply.aurak.ac.ae

The following are required with every application:
Undergraduate Admission Requirements
* A nonrefundable application fee

» Attested official high school certificate or attested copy, if applying as a freshman or
with fewer than 30 transferrable credits

" . Minimum
System Certificate Years Requirement Grade
American / Canadian Diploma 12 6 subjects Cor20
UAE / GCC / Egyptian iif;?f;;y School 12 Eﬂ;i}i@:ﬁ:&on In Schoolo 2,
. Sty Selroa For admi;sion in School o
UAE / GCC / Egyptian - 12 | Arts & Sciences, and 60%
Certificate .
School of Business
5 O-levels C
British ) - 12 Plus 2 ASlevel C
IGCSE / GCE Leaving School Certificate 5 Olevels c
12 Plus 2 Alevel ©
Iranian Diploma 12 Pre University Certificate 12
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Minimum
Grade

Certificate Requirement

Higher Secondary School

Indian / Pakistani /Bangladesh o 12 Part Il 60%
Certificate
. Mini jects with
International Baccalaureate Diploma 12 nimum .GSUbJeC s W 4
3 at the higher level

: Secondary School 0
Syrian Certificate 12 60%
SABIS Diploma 12 60%
WAEC / NECO S8 12 7 subjects C6

English Proficiency Scores (TOEFL/IELTS or Equivalent)

Name of Exam Score
IELTS 5.0 Band
TOEFL - Paper Based 500
TOEFL - Internet Based 61
Cambridge English Test — Advanced 41
Pearson’s Test of English - Academic 36-41
City & Guilds TESOL Bl

» Passport Copy + Emirates ID & Residence Vigpglicable)

* Four (4) passpossize photographs

* Exemption letter from the National and Reserve Service Authority (for UAE male
applicants only between the ages of 18 and 30).

» Birth Certificate

» Family Book (UAE Nationals Only)

* Health Card

* Health History Fan

» Official university transcript(s), if applying as a transfer student along with course syllabi

Admission Interview

The 2partment of Admissions reserves the right to require an applicant to attend an admissions
interview as part of the application process when there is a need for additional information.
Interviews may take place on campus, in person or by phone / Skyp®&, ndoessary.

Admission Categories

Early Admission

Full Admission

Conditional Admission
Provisional Admission
Visiting Students Admission

= =4 4 -4 -

U School of Graduate Studies and Research
The American University of Ras Al Khaimah offers Graduate Programegpand to the needs
of Ras Al Khaimah, the UAE and the greater region. Our programs meet the highest international
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standards, and our students will be well prepared for the professional challenges they are going
to face in their future careers. The progna engage relevant contemporary issues as well as
crucial intellectual contexts. Students can expect to engage with one another and their professors
in stimulating discussions and challenging assignments. They will study with experienced faculty
from manyof the best universities in North America, Europe, Asia, and the Middle East.

Application Process

Matriculating Students
Applications for all AURAK graduate programs are processed througépartment of
Admissions perspectiveacademic schools, and the School of Graduate Studies and Research.

Prospective students may apply for ftithe or paritime status. To maintain futime status a
graduate student must be enrolled for a minimum of 9 credit hours per semester.

Prospectre students can apply online or in person. The online application is available on
http://apply.aurak.ac.ae

The following are required with every application:

* Application Fee

e Recognized Bachel oantfisld ofl ®#ugly (eee Education, Businesse | €
Administration, or Engineering)

* Minimum CGPA of 3.00 out of a 4.00 scale or its equivalent, students with a CGPA of 2.50
or above may be conditionally admitted

» English Proficiency Scores (TOEFL/IELTS oedjueralent)

* 2 Recommendation Letters

* Updated Resume

» Valid Passport CopyEmirates ID and Residence Visa (if applicable)

* Health Card

* Health History Form

e 2 Passport Photos

Note: Incomplete applications are not processed

Upon receiving a complete application, the department of Admissions coordinates with the
appropriateacademic school and the School of Graduate Studies and Research to determine if
the applicant meets the general university requirements. Graduate Admi€sonmittees for

each degree program will review the applications of those applicants who meet the general
requirements and make recommendations to the School of Graduate Studies and Research. The
Graduate Studies Committee, chaired by the Dean of the Scbb&raduate Studies and
Research, will make dlhal admission decision. Theepartment of Admissions will notify the
applicant of the university's final decision and provide all relevant information.

University Requirements for Admission to Graduateograms

To be considered for admission, all applicants must meet the general university requirements for
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graduate admission. There are also progrspecific requirements, information about which
applicants will find in the section of the catalog in whileh specific program is described.
For admission to a graduate degree program at AURAK, an applicant must:

 hold a fouryear bachelor slegree from an independently accredited university
recognized by AURAK (applicants with a bachelor degree obtained®tite UAE must
submit an equivalency of their degree from the UAE Ministry of Higher Education and
Scientific Research)

* have attained a minimum English Proficiency Requirement according to the table below;

Name of Exam Score
IELTS 6.0 Band
TOEFL — Paper Based 550
TOEFL - Internet Based 79
Cambridge English Test — Advanced 52
Pearson’s Test of English - Academic 50-57
City & Guilds TESOL B2

Program Specific Requirements

Master of Edaation in Educational Leadership requirements:
- Minimum of two (2) years of experience of teaching or equivalent work experience

Master of Business Administration requirements:
- This MBA program will be geared toward applicants witlb §ears of work eperience

Executive Master of Business Administration requirements:
- The students are required tsubmit anexperience certificate which proves more than
five years of work experience in a managerial position to be eligible

Master of Science in Engineering Project Management
- Qualified applicants requiring prerequisite courses may be required to take such courses
in addition to their regular grduate program. (Specificallytudents with no prior
background in probability andtatistics will be required to take IE 241 Engineering
Statistics. Students with no prior background in engineering economy will be required to
take IE 321 Engineering Economy)

Student Identification Cardnot currently part of the catalog)

The Departmat of Admissions issues ideintation cards to new students. Each studergd one
passporsized photo for their ID Card. Students on an AURAK student visa, receive their
identification card after obtaining the student visa. The ID card, which proaabess to the library

and entrance to events and campus facilities, needs to be with students at all time while on the AURAK
campus.

Student Residence Visa

The Office of Human Resources and Administrative services arranges student visas under the
sponsoship of AURAK. Visas must be renewed every year. Students on AURAK visa who
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discontinue their studies or transfer to another university must submit their passport for visa
cancellation prior to their departure.

The visa process takes approximately two kseguring which students cannot leave the country as
they must hand over their passports temporarily. The visa application requires:

1 Scanned color photograph
1 Scanned passport copy, and
1 Scanned copy of secondary school certificate.

All student applicats for a residence visa must undergo medical tests conducted by the Preventive
Health Department of the RAK government, and fingerprinting by the Police Department. The medical
tests include a blood test and array. Failure to pass either one of the mabtests leads to
deportation to country of origin.

Department of the Reqistrar

The Registrar'Departmentis committed to maintaining the accuracy, integrity, and privacy of
students6é academic records, ensur i megulations,rapdl i an
facilitating administrative processes for students, faculty, and staff.

The Registrar'®epartmenta unit in the Office of Student Affairs that providesministrative services

of the highest quality to students, faculty, alumni and agtnation in supporting the instructional

role of the university. Those services include:

- Classroom scheduling

- Registration

- Student records maintenance

- Diploma processing

- Transcript processing

- Enrollment verification

- Degree verification
Registration

Course Prerequisites, @equisites

Course praequisites or caequisites reflect necessary preparation and conditions for attempting a
cour se. It i s the studentds responsi Whniteisityy t o
Catalog andto have taken required prequisites recently enough to be of value. The instructor may
drop students who have enrolled in a course for which they have not met-tiegyisites or are not
enrolled in a caequisite.

Course Registration

The Schedule o€lasses for the next semester is made available by the AURAK Registrar by the
middle of the semester. AURAK reserves the right to change the class schedule as necessary, anc
courses listed in the Schedule of Classes may be canceled for insufficiementoll

Registration Procedure
- Students should register for courses prior to the beginning of each semester. Students are

advised to follow these registration procedures.
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- Students should start reviewing their academic program and their study plan.

- Studentss houl d plan to meet their academic ad\
course schedule to choose their courses and complete the online registration procedure.

- Students must meet with their advisor to approve their schedule of classes prior teonlin
registration.

- After approval from advisor student will enter the approved courses into the online
registration system to officially register.

- Once their courses are accepted by the system, students must proceed to the Finance
Department to settle theirihancial dues.

Students must be present at the first meeting of every course (lecture and laboratory) to validate their
registration. If students cannot attend the first meeting, they must notify the instructor beforehand if
they intend to continue ithat class. Otherwise, their names may be removed from the class roster in
both lecture and lab.

Students are responsible for full tuition payment unless their registration is canceled for nonpayment.
Registrationcan becanceled administratively due toamlemic suspension, dismissal or termination,
or if the course is dropped before the tuition liability begins.

Reqistration Changes
Registration changes must be completed within the scheduled adjustment period as indicated in the
Schedule of Classes.

The last day for adding/dropping a course is published on the AURAK web site each semester.

All students are expected to complete their initial enrollment before the first day of classes for the
semester. Retroactive credits will not be awarded to studéntseport that they attended classes but
were not on the official rosters. Students will not receive credits for courses unless their names are on
the official class rosters and final grade sheets.

After the date listed in the Schedule of Classes fdmadcourses, add actions are limited to unusual
circumstances beyond the studentds control, a
Affairs in consultation with the faculty/advisor concerned.

Registration is not canceled for failure t@p courses properly, and registration is also not canceled
for failure to attend classes unless stated otherwise in the Schedule of Classes. All classes for which a
student is enrolled past the drop denxdtordne wi

No change of registration is complete until it is processed in the Student Information System.
Students will not receive written confirmation of schedule changes. They are responsible for checking
their schedules before the end of add/qrepod to verify that their schedules are correct and that they

are properly enrolled. Students are not allowed to remain in classes unless they are properly enrolled.
Students are responsible, both financially and academically, for all courses in wéycrethain
officially enrolled.

Cancellation

Refunds of tuition fee on and after the first day of classes are made according to thdidbitityn
dates published in theatalog

14| Page AURAKStudent Haadbook 20162017



Add/ Drop
Students may add/drop(all) class until the last day to add/drop (see Academic Calendar for dates).

Academic Load

The minimum load for fultime undergraduate students is 12 credit hours per semester. Students may
register for up to 18 credit hours in a semester without apagproval. If a student wishes to enroll

for more than 18 credit hours in a semester the student must receive the written permission of the Dean
of the student's School.

A student may enroll in the university as a garte student, which means that ttedent registers
for fewer than 12 credit hours per semester. A student may studtinparfor no more than 7
semesters, at which point the student must enrolitiat to complete the degree or leave the
university.

Concurrent Enrollment

Students whapply for admission to AURAK usually do not seek simultaneous enrollment at another
institution. Should students seek concurrent enrollment, they must obtain advance written approval
from theVPAA/Provost Such an approval enables a student to enrollvlkse in a suitable course
unavailable at AURAK. Course numbers and descriptions of courses to be taken elsewhere must be
submitted with the request for approval. As for any transferred courses, students must submit an
of ficial t r an s sDepaprentnad gratds will Mdtebg computediintdthe AURAK
GPA. Students who enroll elsewhere without advance written permission while enrolled at AURAK
will not receive transfer cdht for the course work taken.

| ROA&A2NEQ t SNX¥AaaAz2zy (2 wSIAAGSNI

All newly admitted students and current students on academic warning or academic probation are
required to obtain their faculty advisorados aj
consult with their advisors concerning course registration eachssem

Class Size Policy

Given variations in the nature and level of courses offered at AURAK as well as the required level and
type of studentnstructor interaction required for meaning teaching and learning, the University shall
developanduseclesrl def i ned gui delines that reflect the
number of classes and to ensure the effective and efficient use of institutional resources to
accommodate meaningful teaching and learning.

Maximum Class Size:
- 35 studentdor Social Science courses.

- 30 students for Humanities and Business courses.

- 30 students for Science, Technology, and Engineering courses.

- 20 students for Foreign Language, Composition, Speech, and Mathematics courses.
- 15 students for laboratory sectior@d Architecture studios.

Minimum Class Size:

Regular lower level class sections shall not enroll fewer than fifteen students unless in exceptional
situations. Exceptional situations require compelling reasons for such variations and must be approved
by the Chief Academic Officer in consultation with other executive personnel as required.
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Upper level courses are also encouraged to enroll no fewer than the required fifteen students in a
course. However, classes with at least ten registrants megnbalered if all due efforts have been

made to ensure the desired number of registrants was achieved and when upper division electives anc
required sequences in specialized curricula may make it necessary to offer classes below the standarc
fifteen enroled students. Such situations usually relate to internships, seminars, theses and the like.

In the event a class does not enroll the minimum number of required registrants, the Dean or other
designated academic administrator within a School is requiredtify registrants of cancellation at
least 24 hours prior to the start of the first class.

In exceptional cases and in order to facilitate progression of students, these guidelines may be relaxec
upon prior approMdrom the President.

Student Recordsind Transcripts

Student Records
A studentds education record is defined as fi
format that contain information directly related to the student and maintained by the University.

The followingdocsnent s ar e stored as a studentods recor (
- Application form

- Personal Det ai |l s: the student’ s -mailaachkess, add
photographs, birth date and place, program undertaken, dates of attendance, credential
awarded, copy of Emirast ID.

- Certificates and transcripts of all the qualifying examinations

- Admission letter, visa copies, passport copies

- Enroliment and registration to the program

- Transcripts and degree progress

The record keeping system ensures that records are aglgquratited, managed, and archived. The
system assures confidentiality, access to authorized users, and secure record keeping. The Registra
has the authority to access student records and to manage and update studerfbredentsecords

are kept onife for a period of five years after graduation; an official transcript is kept for the lifetime

of the student.

AURAKhall employ an electronic bassgistemfor student records, which shall be supported by an
online application process.

Students mayequest to see the contents of their education records at any time including grades and
other relevant information. This request must be made in writing and submitted to the Regiktrar
AURAK students have the right to access their graddserthrough the CampusVue Student Portal
System.

Access to a studentédés education records is av
purposes, such as recording grades, attendance, advising, or review of academic progress.

The confidentiality ofstudent information is maintained and periodic reviews are made in order to
check the efficacy of the system. Student records are not disclosed to any third party unless a student
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gives permission for this in writing. The only exception to this is to iaffiaccreditation bodies
conducting aeview or law enforcement officials

1 Backup Student Electronic Records:

Studentsklectronicrecords shall bestored in databases running differentvirtual servers, which
can only be accessed bwuthorizedIT DepartmentStaff. AURAK IT Departmentis primarily
responsibldor performingthe databackuptasks,providing systemsupportand ensuringhat best
practicesare followed.

1 Database Backup:

Databasencrementabackupis scheduledlaily, weeklyandmonthlyto a storagedevice installedn
the DatacenterThe backupsare retainedfor a periodof 60 dayswhich can be used incaseof any
failure.

1 Server Backup:

In additionto the databasdackup the virtual serverswill alsobebackedup ona daily (differential
backup)andweekly (full backup)basis.Thebackupswill be storedto a primary locationnstalledin

thedatacenteandto a remotelocation,E-hostingdatacentein Dubai whichservesasanothebackup
which can be usedto retrievethe datain caseof any disaster. Backupthatare olderthan15 days
will be movedto a secondaryocationwhich is installedin thelT Office of Building B and will be
retainedfor a periodof 30 days.

To recordall backupinformationsuchasdatalocation, date,type of backup(example incremental,
full, etc.)includingany failuresor otherissuesrelatedto backupjob, a recording mechanismwill be
maintained.Accessto the onsite backup location and storagewill be restricted to atlnorizedIT
personnebnly.

1 Student Records and Privacy:

A form pertaining to confidentiality of student records is included with the admission packet. This
form indicates who is allowed to view personal information should such data be requested by a third
party. Students have the right to deny any third pattyer than AURAK employees, from viewing

such records. AURAK staff may view such information as necessary for legitimate academic purposes.

Transcripts
Of ficial transcr i pt DepartmentAdl equests musobexmaddirewritigdani s t r

submitted for processing/nofficial copies can be obtained through the AURAK student web portal
at no cost.

Registration Forms
All registration forms are availabten | i ne on the registrar departm

Online Registration Guide
Online regigration guide isavailableonl i ne on t he registrar depart

Department ofStudent Life
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The mission of the Department of Student Life is to foster an inclusive culture of student leadership
development; community involvement; promote thaellectual, social, and spiritual development in
collaboration with the faculty in order to develop a socially just community of lifelong learners and
global citizens.

The Department of Student Life, a unit in the Office of Student Services and Entdimeagement,

is a source of comprehensive and impartial guidance and information about all aspects of life for an
AURAK student. It can help students with personal, academic, and financial issues or direct students
to someone who can.

Students can visBtudent Lifewith any issue they may have, large or small. Departmenserves

as a sounding board if students just need someone to listen and, to help guide them as they develoy
and mature through the educational procé@sss department also offers v@us opportunities for
students to participate in student activities offered on campus, be a part of some student
clubs/organizations, develop leadership skills, participate in vanterscollege competitiongtc.

New Student Orientation

The Office ¢ Student Services and Enrollment Management (OSSEM) with Department of Student
Life conducts an orientation program at the beginning of each semester for all the newly joined
studentsThe orientation program is designed to facilitate transition fromsuagbol to university and
familiarize new students with the university by providing information on academic programs,
facilities, policies, procedures and resources. Students have the opportunity to meet their advisor,
faculty, and administrative staff a®ll as current students. During an orientation session, students are
given a tour of the campus facilities, provided with materials and resources, and introduced to the
advising and registration systeBtudents are also encouraged to participate in dbéreaker
activities designed to create a sense of belonging, to socialize, and to encourage collaborative learning.
Attendance at the orientation session is mandatory for new students.

Student Activitie¢Recreational Facilities

At AURAK, we believe thboutof-c | assroom | earning experiences
professional and personal development by enhancing their social, leadership and organizational skills.
We encourage students to become actively involved in University life bfcipating in
extracurricular activities, attending student trips, and joining student clubs and organizations.

In cooperation with the Student Government Association (SGA), Department of Student Life oversees
a wide range of activities for students tighout the year, aiming to introduce students to the immense
cultural diversity of the UAE. Some of the organized activities and events are:

Global Day

Biotechnology Day

Engineering Day

Business Day

UAE National Day

Visiting Exhibitions in RAK and otleenirates

Community Service

Inter-campus Competitions

Recreational Trips

Food Market
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Movie Nights

Talent Search Competition

New Students Welcome Party

Annual Barbeque Party

Student Recognition Award Ceremony
Academic Honor Convocation

= =4 =4 4 -4 -

The University sportfacilities include a multipurpose hall, a weljuipped gymnasium with new
workout machines, and several outdoor sports fields. The sports activities aim to develop and
maintain physical fitness among all members of the University community by offerargety of

sports programs. Students participating in these sports activities have the opportunity to develop
leadership and teamwork skills. Games, tournaments and friendly matches with other
colleges/universities are regularly organized.

Student Activities Management Policy

All administrative staff, student representatives, and students involved in extracurricular activities such
as intercollegiate or intramural sports events, clubs, student government, and social events organized
by the Office of Student Services and Enroliment Managemai@ governed by a policy for non
academic extiiccurricular activities.

AURAK is committed to student development through-afutlass and irclass learning experiences

and welcomes suggestions from snté and others for extracurricular activities. All -ofrclass
activities must be approved by the Office&sdfident Services and Enroliment Managenmsupervised

by faculty or staff members, and meet AURAK requirements for safety and security. Alliesctiv
must reflect positively on AURAK and adhere to the laws and the cultural and social norms of the
UAE.

Activities Planning: All University-sanctioned activities must be sponsored by a recognized student
organization/club. A fully completed Event PrgabForm must be submitted at leasg @eeks prior
to the proposed activity. A completed form includes:

1 Detailed Event Description

Proposed date and time

Estimated budget needed for this event
Sponsors for the event

Setup needs

Location

Advertisements
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An Event Proposal Form is available in tbepartment oStudent Life.

Travel

To travel off campus for a universibanctioned trip, a student organization must follow the
appropriate travel procedures to ensure the safety of all involved. An Evens&rBpom and a list

of attendees must be submitted by the person organizing the event to the Department of Student Life
at least one week prior to the day of travel. A signed Travel Release Form must be on file in the
Department of Student Life for any dent wishing to attend the event. Students eighteen years and
older may sign for themselves; however, students under the age of eighteen must have a parent or lega
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guardian sign on their behalf.

When students from student organizations travel, they presentatives of AURAK and are expected
to conduct themselves appropriately. Any person attending an event who does not follow the Code of
Conduct will not be permitted to attend future events.

The Travel Release Forms are available inBfegpartment of $ident Life

Student Government Association (SGAptudent Participation in University Governance

The SGA represents the student body, provides an opportunity for students to demonstrate leadership.
and serves as a liaison between the students and tikersity administration. It also plays an
important role in planning and sponsoring student campus activities and events. Thea8&8hip
currently consists of five executive members: President, ¥oesident, Treasurer, Secretary and
Public RelationsOfficer. A representative of the SGA serves wmiversity committees such as
Academic Affairs Council, Accreditation Leadership Committee, Academic Calendar Committee,
Health, Safety and Risk Management Committee, International Programs & Partnershipgt€@gmm
Internship Advisory Committee, Library and Information Resources Committee, Student Advising
Committee.

The SGA at AURAK follows a constitution which
the roles and responsibilities of each SGA memibe constitution also defines the policies and
procedures to follow for planning and organizing University evefite SGA constitution also
establishes the minimum qualifications for students who want to run for office.

Student Clubs and Organizatisn

The Department of Student Life facilitates student grottough a variety of clubs, by supporting
activities to complement courses such as academic, civic, social, or recreational clubs for fun and
leisure. Membership in these clubs not only helpsesttedmake new friends and meet geopith
common interests but also helps studexttguire important skills such as leadership, organization,
team work, and event planning. The University encourages all students to establish or join clubs to
explore or futher their interests. All clubs and organizations work very closely witB@w.

All student organizations or clubs must be authorized and registered annually with the Department of
Student Life. Registration includes completing the appropriate formsudomaitting a constitution, by

laws, and membership roster. At least one officer of each student organization or club must meet with
the Student Life Manager at the beginning of each semester to review the relevant policies and
procedures. All clubs andganizations are requiredt the beginning of the academic yaarsubmit

their proposed events and activities along with the budget requirements for an acadeflioyag

and consultatioand approvabf the faculty advisorStudent clubs/organizains must send a request

at least two to three weeks prior to any event, depending on the size and scale of the event. Prior
approval for use of campus facilities is required. The Department of Student Life has a sample
constitution and bylaws available assist with the establishment of new clubs and organizations. All
sanctioned student clubs and organizations must havetarfalfaculty or staff member to serve as

an onrcampus advisor. The Department of Student Life can identify faculty and stafignliserve

as advisors, but it is preferable for club members to select theifaowity representative.

Student Advisors

The advisor of a student club or organization should attend the meetings and functions as often as
possible, offer suggestions formpr ovement and be available to t
and members for consultation. The advisorods r
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1. Responsibility to the group

- Assist the group in setting realistic goals and objectives each academic year

- Helpthec| ub/ organization justify its expenditur

- Be well informed about all plans and activities of the group

- Discourage domination of the group by any individual or group of members

- Assist the group in making sure thétuet proper paperwork is submitted to theepartment of
Student Lifewhen required and when officers change

- Be aware of University policies and UAE customs and laws

2. Responsibility to individuakxecutivemembers

- Assist students in maintaining a balancevee¢n the academic and the extracurricular aspects
of student life

- Encourage each member to participate in and plan for group events

- Encourage students to accept responsibility for specific parts of programs and help them
recognize the importance oftheirol es i n rel ation to the group

- Be concerned about developing leadership skills of members by discussing and helping to analyze
group interactions and decisiemaking

- Be aware of the goals and directions of the organization and help members evdhgit
progress towards these goals

Student Clubs and Student Organizations must follow specific guidelines if they wish to post
promotional advertisements on campus.

- Posters and other marketing instruments must be approved by the Department of Student
Life. Student clubs/organizations may only post flyers on campus bulletin boards in designated
locations (e.g. cafeteria, academic block, residence hall, and SGA office).

- Organization executive membeaise responsible for the removal of flyers once the dattéhe
event has passed.

- Flyers containing inappropriate content (e.g., lewd language, overt sexual content, or political
propaganda) will be removed and the responsible party subjected to disciplinary action.

- Any promotional ma tcampus avide by enmatl mustde sernt franethet s’
Department ofStudent Life Office of Student Services and Enrolimbtgnagement

Student Publications

A studentrun media are subject to all policies of the university and must conform to AURAK and
UAE copyright guidelines. Studemin media must be approved through the Office of Student
Services & Enroliment Magement.

Health Services

It is mandatory that all enrolled AURAK students are to have health insuad&AK Catalog page
40). UAE based sttelnt s who are covered by their parenté
other health insurance schemes, are required to provide proof of valid insurance coverage to the
FinanceDepartment when paying their tuition fees to be exempted from theekditivinsurance.
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UAE nationals who are covered by Government Health policy are also exempted from the University
insurance. If a student does not show proof of health insurance, the Human Resources and
Administrative Services Manager will supply infornzaticoncerning local health coverage.

The RAK hospital manages, operates and maintains the clinic. Daily and preventative health care needs
are provided, for students, faculty, and staff, by a trained qualified nurse in the campus health clinic
located in Biilding B. Services also include treatment for minor health emergencies and conditions,
dispensing medication for minor health problems, and providing individuals with medical referrals.
Health experts from RAK Hospital are invited from time to time tedectures about issues related

to the overall welbeing of the students.

StudentHousing

Studenthousingaccommodations are availalthrough EDRAKTfor students who do not live in Ras

Al Khaimah. EDRAK providesfour multi-storied apartment buildingswé for male and two for
female. Each air conditioned studio is designed to the highest standard with new, elegant furnishings
carefully adapted to suit studgized accommodation.

Each studio apartment is designed to accommodate two students {doclgiency). Students can

select their roommate or have the resident administrator suggest a companion who shares common
interests. For added comfort and to ensure security a resident administrator resides on the premises
and is available to help students witteit needs. Closed Circuit Television cameras are located
throughout the student residences including the underground parking area

Transportation Facilities/Services

Bus service is available to pick up students from other Emirates on a daily basgervite depends

on the number of users and a fee is charged. Interested students can contact the Department of Studel
Life with transportation requests.

Student Parking

Parking services are offered to AURAK members on campus. Students will find infornost
AAURAK Parking Rules and Regul ationso displ aye
must park only in the student designated parking and they must display the appropriate parking permit
on their vehicle/car. Permits can be obtained ftbenOffice ofFacilities Management and Logistics.

Any violation of traffic laws on campus, including reckless idigvand parking in unauthorized spaces
is considered behavioral miscondubtiving rules include:

1 Allowing pedestrians the right of way,

1 Parking in designated areas

1 Parking within the white lingesand

1 Maintaining speed of 20 km hour.

The University reserves the rigiat discipline any student for behavioral misconduct including driving
recklessly through the University parking lot and/or campus.

Lost and Found Policy and Procedure

All lost and found items will be kept in a secure location until the owner claims fkems found or
turned in to an academic department/ Security/ any other office on AURAK should be forwarded
immediately to the Department of Student Lif&tudent Life Coordinatdr Students, Faculty, Staff

and Visitors are encouraged to inquire abost br misplaced articles personally with the Department
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of Student Life. Listed below are the procedures to be followed:
1. Turn in lost items into Lost and Found (Department of Student &depon as possible, but not

later than the end of the businessylan which they were found. After hours, contact the Security
Officer(s) on duty.

2. To report lost items, contact the Department of Student Life and fill out the AURAK Lost and
Found form.

3. Items of value such as wallets, purses, keys, backpacks, andoalecttevices should be
immediately forwarded to the Department of Student Life. If the lost item(s) includes any
identifying information, please make immediate attempts to contact the owner. If unsuccessful,
turn the property over to the Department of Stadt Life thatwill attempt to contact the owner
directly.

4. All unclaimed property and unidentifiable property will be entered in the lost and found logbook
and placed in a locker within the Department of Student Life. The key is only accessible to the
employees of the Department of Student Life

5. Uncl ai med student | Ds and others such as t
forwarded to the Administration Officeor further action.

6. To attempt to ensure lost items are returned to the rightfubreers, persons claiming items will
be asked to describe the items and to provide identification. Claimants must sign for items before
the items will be released to them and also fill a Lost and Found Claim Form.

7. Items in Lost and Found, which are not iad by the end of each semester, will be donated to
a local charity.

Department ofInternships, Career Development and Alumni Affairs

Department of Internships, Career Development and Alumni Affairs, a division of Office of
Enroliment and Student Services devoted to assisting students achieve career goals, suitable
internship placements and maintaining contact with AURAK Alumni. Services are available from the
point of entry into the University throughout graduation. Services are designed to hetjisstadeh
their full potential. This department provides the following three areas of assistance.

1 Internships

1 Career Development
1 Alumni Affairs

Students can access services by visiting the Department of Internships, Career Development and
Alumni Affairs located in Building D.
Internships

Students enrolled in degree programs in the School of Engineering, School of Basid€s$ool of

Arts & Sciences, are required to complete an internship, working in business environment, which
should be undertaken faix weeks during the academic yedndergraduate students must plan for
this internship during his/ her third year immediately prior to the semester in which they intend to do
their internship.

The internship program establishes a thweg partnershipgreement among the American University
of Ras Al Khaimah, an approved employment site, and the intern whereby the latter receives work
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experience under the supervision and guidance of a qualified professional. Supervised internship
experiences provide appportunity for students to synthesize, transfer, and apply learning gained
through previous study and practicetoallghas of t he empl oyer 6s operat

The overall goal of the internship program is to expose students to the working environment and to
provide the means for each student to mature both personally and professionally, as well as to further
their appreciation and understanding of-tlaygay work in their chosen field of study.

More information about the Internship program can be found in tHeA& Undergraduate Internship
Manual available with the Department of Internships, Career Development and Alumni Affairs.

Career Development Services

AURAK is committed to providing students with a wide range of career ser8uasents visit with

a caeer counselor who can assist in seifareness exploration (values, skills, abilities and personal
style), career exploration (job descriptions, educational requirements, salary range, and advancement
possibilities), and employment and employability skigriting cover letters, curriculum
vitas/resume, interviewing skills and employee decorutydents access job listings, internship
opportunities, and career fairs in the department.

Services offered:

Career resource Library

Paper based tools for sedissessment

Learning and study skills resources

Information on careepptions and employment trends
Awareness of required skills and competencies
General job skills advice and training resources
Resume and cover letter writing assistance
Interview preparaion resources

Work-place etiquette and techniques resources
Website Links for potential employment opportunities
Internship placement assistance

Campus employment opportunities
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Students are strongly encouraged to visit the Department of Internships, Cavedspment and

Alumni Affairs during their first year at AURAK and continue working closely with this office to
develop their career plan. Junior and Senior students are encouraged to visit this office at least twice
every semester.

Alumni Affairs

The Alumni Affairs helps to strengthen the relationships of the Alumni with the university. This
cultivates lifelong partnerships and facilitate interactions between alumni and the university
community. Alumni Affairs also aims to secure philanthropic suppoentible AURAK attains its

goals. Several events and opportunities are provided to the Alumni to remain in touch with the
university.

Department of Scholarship and Financial Aid
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The Department &olarship and Financial Aid (SFA) is a unit in the Offi&uadlent Services and
Enrollment Management. The mission of SFA is to establish lifelong partnerships that facilitate
interactions between organizations and the University community, hence to secure stakeholders
support enabling AURAK to attain its goals.

Financial Aid for Students

Current students interested in accessing financial aid opportunities for academics should contact the
Depart ment of Schol arship and Financi al Ai d
forwarded and reviewed by tleURA KO s D eop Scholarshe arid Financial Aid. Recipients

will then be notified of financial aid awar&tudents arenly eligible for one type of AURAK
scholarship or financial aid at one tididJRAK scholarshig and financial aid are not applicaldfior

summer course.

M Cateqories of Aids:

Scholarships: Scholarships are based on academic performance or other factors and require the
fulfillment of certain eligibility criteria as stipulated by the source. It does not require repayment and
may be from iternal or external sources. Funding for students scholarships comes from many sources;
University, government, community, corporations, foundations, organizations and indivisionals.
student receivingny kind of scholarship &m any sponsor is naligible for any type of AU RAK
Scholarships.

Tuition, fees, and charges discountDiscounts are based upon university policy and are awarded to
students based on academic merit.

Other Services

Department of Counseling, Testing, and Disability Services

TheDepartment of Counseling, Testing, and Disability Services, a division of the Office of Academic
Support Services, is dedicated to assisting students in both academic and personalSfudeess.

may request the free services from the point of entry timoUniversity through graduatioithe
Department of Counseling, Testing, and Disability Services provides services in the following areas.

1 Counseling
1 Learning SuppoifTesting)Services
1 Disability Services

Students may access services by visiting tlegpddtment of Counseling, Testing, and Disability
Services located in Building B directly across from Classroom B110.

Counseling

AURAK provides counseling services for students requiring assistance with a variety of issues. All
counseling services are fraad are provided confidentiallyhe Department of Counseling, Testing,
and Disability Services provides several distinct counseling services. The free services are available
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to students enrolled in 3 or more credit hours. These services include acem@msiling, individual
counseling, loan of selielp DVDs and workshops.

Academic Counseling

Students having questions and concerns regarding academic matters may visit the Department of
Counseling, Testing, and Disability Services. Staff will provide with the needed assistance to solve

the problem by directing you to the appropriate individual, office, department, or administrator that
can provide assistance.

Individual Counseling

AURAK provides counseling services for students requiring assistaitite variety of issues. The
service provides students the opportunity to discuss matters causing them concern or stress. The
objectiveof counseling services is to provide needed assistance and support so the student can react
their highest potentialgrsonally and academicallfhe counselor can also offer referral services,
when needed, to qualified and experienced professionals or organizations. Students may make request
for counseling services byisiting the Department of Counseling, Testing, ddidability Services

located in Building BAIl services will be provided in a confidential, private setting on the AURAK
campus.

SelfHel p DVD©O6s

AURAK Department of Counseling, Testing, and Disability Services has a number of DVDs students
may checkoutad wat ch i n the privacy of their own ho
upon completion of use so other students have the opportunity to access the material. There is no cos
associated with barrowing the DVDs. A list of available DVDs is albklan the AURAK website

and in the Department of Counseling, Testing, and Disability Services.

Workshops

At AURAK, students are encouraged to be active participants in their own learning. The Department
of Counseling, Testing, and Disability Services glovith the Center for Teaching and Learning and
Instructional Technology provides a variety of resources to help students achieve their personal and
academic goals.

The Department of Counseling, Testing, and Disability Services, conducts workshops nekidk p
students the opportunity to learn specific skills and strategies to enhancstuldgimotetaking,
memory, comprehension, and test performance. Additionally, workshops are offered to assist students
in development of lifelong skills such as effige stress management, time management, handling
multiple demands, identification of personal learning styles, etc.

Peer tutors are available through the Center for Teaching and Learning and Instructional Technology
to help with academic coaching in ariety of subjects including mathematics, computer science and
English. The AURAK Writing Center supports students throughout the writing process including
drafting and revising their essays. All services are offered free of cost to AURAK students.

Testing Services

The Department of Counseling, Testing, and Disability Services provides testing services for
students struggling in with their academic courses. There are a variety of reasons students seek
testing services. These include:
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1 the student strugglig with a specific course or set of courses
1 the student struggling with all courses
1 the student desires to know how they learn most effectively

Testing Services offered include:

1 Cognitive Assessments

I Achievement Assessments
1 ADHD Screenings

1 Learning Stylénventories

Cognitive Assessments

The Department of Counseling, Testing, and Disability Serviceshieaability to conduct cognite
assessments that identify studentsdé strengths
negatively impact learning. Thepartment can assist students with strategies and techniques as well
as obtain skills needed to lessen the impact of learning gaps whichpaelearning. Students may
request assessment after speaking with the stathe Department of Counseling, Testing, and
Disability Services.

Achievement Assessments

The Department of Counselingesting, and Disability Services has the ability to conduct achievement
assessments that identify setassesementssalow the studennt a
obtain information about gaps, in their current understanding, that may need extra support in order to
proceed with a specific area of learning. The Department of counseling, Testing, and Disability
Services can assistudents with strategies and techniques as well as obtain skills needed to lessen the
impact of learning gaps which can negatively impact learning. Students may request assessment after
speaking with the staff in the Department of Counseling, Testind)esadbility Services.

ADHD Screening

The Department of Counseling, Testing, and Disability Services has the ability to conduct Attention
Deficit Hyperactivity screenings. Should a student be found to exhibit ADHD characteristics, they
will be referred tatheir physician for final diagnosis. The Department of Counseling, Testing, and
Disability Services can assist students with strategies and techniques as well also obtain skills needed
to negate the impact of ADHD which can adversely impact learning.

Leaming Styles Inventories

The Department of Counseling, Testing, and Disability Services can conduct information learning
styles inventories. These inventories are targeted to provide students with information regarding their
specific learning style such agrbal linguistic learner, kinesthetic learner, musical learner, visual
spatial learner, naturalistic learner, etc. Upon discovery of the learning style the Department of
Counseling, Testing, and Disability Services will be able to make suggestionsagstto study and

learn which should positively impact the way the students learn. Students may request assessment
after speaking with the staff in the Department of Counseling, Testing, and Disability Services.

Disability Services
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Students with disabilés may request additional support through the Department of Counseling,
Testing, and Disability ServiceEhe University will endeavor to support students with special needs
where resources are available. Requests are confidential and will be handletthewiipmost
discretion Students with verified disabilities will be provided reasonable accommodations that provide
equal access to educational facilities, programs, services, and actiVitiesDepartment of
Counseling, Testing, and Disability Service#l wonsult with students, faculty, and staff regarding
disability concerns. Additionally, the department will verify disabilities, and determine needed
accommodati ons. With studentds written cons.
approprate individuals the verification of the disability and the needed classroom and testing
accommodations.

Center for Teaching, Learning & Instructional Technology

AURAK's Center for Teaching and Learning and Instructional Technology (dp&&I€sto ensure
that everyAURAKs provided the opportunity to maximize her or her academic succsscifically
the TLC & IBeeks to help students achieve theicademic goaldy supporting the ifst year
experience and providingeer-tutoring support.

Locatedin building F, the TLC&pFovidesover 20 peetutors to aid students in a wide variety of
courses including English, mathematics, biology, chemistry, physica sadety of computer
courses. All students are strongly encouragei take advantage of s key provider of
academicsupport.

Students wishing to avail themselves of TLC&IT services may contact the Director of the TLC&IT
located in Building F.

The Department of International Programs & Partnerships

The Department of International Programs&tRerships (DIPP) is responsible for supporting visiting
study abroad and exchange students to our campus as well as current AURAK students with their plans
for study abroad/exchange. AdditionalyIPP, assists with the development of university linlsage

and partnerships that enhance the academic and study abroad/exchange experience for the campu
community.

Part of the college experience is challenging yourself. Participation in a study abroad and/or exchange
program in a new university in anothasuntry is the kind of challenge that allows for personal and
academic maturity. These rich experiences encourage tolerance, acceptance, and discovery. They builc
character, adaptability, and increasehboftliesee 6 s |
traits will serve you well in your future place of employment and in your community. Come learn
about AURAK study abroad and exchange opportunities.

Applications for study abroad/exchange are available online on the DIPP webpage. If you are
interested in an international study experience please visit DIPP in Building F. room 10 and 11. You
may contact the manager by phone at82P1-0500- extension 1153 and the administrative assistant

at 9717-221-0500- extension 1285.

GENERAL INFORMATION

Bookstore
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The campus bookstore is located within the University campus. In addition to textbooks, the
bookstore carries general reading materials, stationery supplies, and other related goods and
products. Operating hours are posted on the bookstore door.

Mosque (Masjid)

The mosque, located on campus between Building A and Building B, is open for prayers at all times.
There is a separate female prayer room within the mosque.

Photocopy Facilities

A coin-operated photocopier is available in the library. Whging a photocopier, students are

reminded that AURAK campus adheres to UAE copyright laws.

Security

The University provides 24 hours security service. Security guards monitor the entire campus
premises including the student residence halls and all Uitiyéxuildings to ensure the safety and
security of the campus community. CCTV cameras are installed in all campus buildings.
Dining Services

Dining services are available in Building G during normal operating hours.
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AURAK adheres to the following values that underlie the philosophy and goals of the university:

The importance of personal integrity.

The right of every individual to be treated with respect and dignity.

The freedom of intellectual inquiry in the pursuit of truth.

The freedom of speech and the open exchange of ideas.

The acceptance and appreciation of diversity with regards to race, gender, religion, age,
disability, and ethnicity.

The recognition that@nmunity service is an important component of the intellectual
development of students.

{ (dZRSYy(aQ wAaA3aIKGA

(AURAK Catalog page 400URAK PolicyINSTC€016101.13_PQ®

AURAK students have the right to pursue their education in a free and fair manner as khey
maintain their eligibility to remain as a member of the student community by meeting its academic
and behavioral standards. It is the responsibility of students to observe the regulations imposed by the
campus for the governance of the academicroanity.

Students have a right to expect AURAK to maintain a climate conducive to thinking and learning.
University teaching should reflect consideration for the dignity of students and their rights as
persons. Students have a right to be treated withesyuand respect.

Students have a right to reasonable notice of the general content of the course, what will be required
of them, and the criteria upon which their performance will be evaluated. Students have a right to
have their performance evaluatadmptly, conscientiously, without prejudice or favoritism, and
consistently, with the criteria stated at the beginning of the course.

Students have a right to perform student evaluations considered in the retention and promotion
reviews of faculty members

Students have a right to be free from discrimination and sexual harassment which is illegal. Campus
policy prohibits discrimination, harassment of a student because of his/her race, color, religion,
national origin, sex, age, or status as an individuth a disability.

Students have a right to privacy and confidentiality subject to reasonable campus rules and
regulations, right to protection against unauthorized disclosures of confidential information
contained in their educational records and to emanthe information contained in their
educational records.
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Grievance Policy
StudentAcademicGrievance Policies androcedures

(AURAK Catalog page0, AURAK PolicyINSTCE016101.13_PQAURAK ProcedurdNSTCO
2016101.13_PR

AURAK is committed to treating all members of the University community fairly in regard to their
personal and professional concerdgiy AURAK student who believes that he or she has not been
treated fairly may make use of the student complaint process.primary objective of the student
complaint process is to ensure that concerns are promptly dealt with and resolutions reached in a fair
and just manner.

The Policy

For these purposes, a grievance is defined as dissatisfaction or a disagreemamy webision or

action that affects AURAK students. Complaints covered by policies already in place (for example
grade appeals, student conduct, etc.) are excluded from these proceSuoes.policies and
procedures are discussed elsewhere in the Sthidewibook.Students are introduced to the complaint
guidelines during Student Orientation at the beginning of each semester, which is a mandatory session
for all incoming studentsAlso, students may access Sieident Grievance Policies and Procedures

the Student Handbook, which is available on the AURAK website on the Student Life page.

Student Academic Grievance Procedures

Academic grievance include grievance students may have against a faculty member, procedures
implemented in class, or related aeaudc issues. Note that grade appeals follow a different procedure
and are described elsewhere in the Student Handbook and the AURAK Catalog.

All students have the right to express their dissatisfaction. If the student has a disagreement with the
faculty, gades, classroom then if falls under Student Academic Grievance.

If any studentvishesto file a formal grievancethesestepsapply:

1 The grievant must file a formal written complaint with the VPAA/Provost.

1 The VPAA/Provost will ascertain if tlreomplaint falls within the scope of an action
appropriate for a grievance and will attempt to resolve the complaint informally before
instituting the official grievance process.

1 If such action is deemed appropriate, the VPAA/Provost will convene a corantfta
minimum of three people including faculty, administration, and student representative(s)
within three working days.

1 The committee will review the complaint, interview the complainant and any witnesses cited
in the complaint.

1 The Committee will recomend a cause of action to the VPAA/Provost within seven working
days.

1 The VPAA/Provost will forward to the student the recommendation of the Committee or a
modification of its recommendation deemed appropriate after consultation with the
committee within tiree working days.

1 If the student does not agree with the decision, the student has the right to file an appeal
with the President. The President will review the decision and render a final decision in the
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matter within three working days. The Presidenths final authority to whom appeal may
be made

1 If a grievance is with the Provost, then the student may submit the grievance in writing to the
President to initiate the process.

Student NorAcademic Grievance Policy and Procedures

All students have the right &xpress theidissatisfactionincidentsthatoccur outside the classnmo
or disagreements witthe staff, then the grievance falls under the Narademic grievancdf they
wish to file a formal grievance, thesteps apply

1 Thegrievant must file a formal written complaint with the Dean Student Services and
Enrollment Management

1 The Dean of Studer8ervices &nrollment Managemenwill ascertain if the complaint falls
within the scope of an action appropriate for a grievarase will attempt to resolve the
complaint informally before instituting the official grievance process.

1 If such action is deemed appropriate, the Dean will convene a committee of a minimum of
three people including faculty, administration, and student negentative(s) within three
working days.

1 The committee will review the complaint, interview the complainant and any witnesses cited
in the complaint.

1 The committee will recommend a cause of action to the Dearbtofdent Services and
Enrollment Managemenwithin seven working days.

1 The Dean will forward to the student the recommendation of the committee or a modification
of its recommendation deemed appropriate after consultation with the committee within
three working days.

1 If the student does not agree thi the decision, the student has the right to file an appeal
with the President. The President will review the decision and render a final decision in the
matter within three working days. The President is the final authority to whom appeal may
be made.

T I'f a student’s grievance is with the Dean
may be submitted to the VPAA/Provost to begin the process. If a grievance is with the VPAA
or other Vice President the student may submit the grievance in writingedPresident to
begin the process.

Apart from formal reporting of grievances, there are multiple Complaint/Suggestion Boxes installed
throughout the University. If students do not wish to directly contact the Faculty, Advisor or any other
Staff, they areadvised to write their grievance and drop it in one of these boxes. Any
complaint/suggestion dropped in this box comes directly to the Office of the President, and
confidentiality is ensured. Student must include their ID number when placing grievantes in
suggestion box.

{0dzZRSY14Q wSalLR2yaAroAtAldASa
AURAK students are required to maintain current contact information with the University, including
permanent and local addresses, telephone numbers, student ID number, and legal name (as written i
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their pasport). Each student must also maintain the Universityad account assigned at the time of
admission. Students are responsible for official communications directed to AUfR#sil accounts.
Student Publication Policy

Any student publication at AURAK Wibe required to conform to the norms of responsible journalism
and avoid libelous, indecent, or harassing material. The same publication policies will apply when
deciding what material can be included on the web site, or any other social media, deaatbped
managed by the students. All the publications should particularly keep in mind the cultural norms of
Ras al Khaimah and the UAE.

Students should get all the articles, stories or any other related materials reviewed by the Editor to
ensure the correwgss of the English language. Students should take prior approval from the Dean of
Student Services and Enrollment Managembefore distributing, posting or publishing any
printed/online material in the name of AURAK.

Guidelines for Using AURAK Name, Lpgod Mark

Students may use the AURAK name in association with their Univesaitgtioned activities.
Recognized student groups producing merchandi
or logos must comply and get permission from the Dearstoflent Services and Enrollment
ManagementStudents may only use the name of a school, department or other AURAK programs
outside the University (other than on a resume) with approval of the appropriate authorized person.
Financial Responsibilities

1 Registation shall not be considered complete unless all outstanding balances from the prior
term are paid in full.

1 By registering for classes, students accept responsibility for charges for the entire semester.

1 Failure to receive a reminder bill confirmingarges does not waive the requirement for
payment when due.

1 Students are responsible for dropping unwanted courses by the drop dates and using the
drop and withdrawal procedures published i
tuition liabilty may apply.

1 Nonreturning students are responsible for submitting a written withdrawal to the Dean,
Student Services and Enroliment Managemétegnalties may apply.

Code of Conduct

Student Conduct

As members of the University community, students amtaluct themselves appropriately at all
times.

Students are expected to:

1 Demonstrate sensitivity to the cultural and religious norms and customs of the UAE and
ensure that their conduct is in line with those cultural expectations.

1 Show proper respect to fiew students as well as to AURAK employees and representatives.

This includes security personnel in addition to faculty and staff.

Display principles of integrity at all times.

Treat others as they would themselves wish to be treated.

Have knowledge of ahobserve the regulations of AURAK.

Use University property/facilities responsibly.

== =4 =4 A

33| Page AURAKStudent Haadbook 20162017



1 Refrain from disruptive behavior, such as talking during speeches or classes; arriving late for
classes or leaving early; receiving or initiating telephone calls on nudimiees during
classes; sending text messages during class; and making negative or rude comments during
class about other students, faculty members, or the opinions of other students.

1 Provide security guards with personal identification, such as their AURA#d, or other
appropriate documentation upon request.

T Seek permission for using someone el se’s p

1 Refrain from organizing any event,-corricular or extracurricular activity inside AURAK
without prior permission from théffice ofStudent Serices and Enrollment Management
or the University.

1 Refrain from distributing leaflets or journals, posting notices, or collecting signatures on the
premises of AURAK without prior permission from the Deddtoflent Services and
Enrollment Management

1T Reflai n from using another person’s name and/

1 Use the internet responsibly. Do not access inappropriate material, use inappropriate chat
lines or rooms, or misusermail.

1 Refrain from exchanging any gifts of significant monetaryevalith members of the faculty,

staff, or administration.

Attend classes regularly with punctuality and complete assignments on time.

Be actively involved in class discussions and other caetated classroom activities.

Have knowledge of, and meet tmequirements for course and program completion.

Abide by high standards of academic integrity, ethics, and honesty.

Refrain from cheating on homework or exami |

submitting it as their own, and/or any other forms afademic dishonesty.

1 Adhere to the published test or examination rules and regulations.

= =4 4 4

Behavioral Misconduct
(AURAK Catalog page 44)
The University reserves the right to discipline students for any acts of behaviecanduct. All
cases of nofacademic misconduct are reported to the De&tudent Services and Enrollment
ManagementThe following behavior is classified as misconduct according to AURAK rules and is
subject to disciplinary action.

1 Physical contact between males and femalesristst prohibited in keeping with the

cultural norms of Ras Al Khaimah and the UAE.

1 Inappropriate dress for both men and women is prohibited. This relates to tight, revealing
and provocative clothing.

1 Possessing, consuming or selling drugs, controlledtances and/or alcoholic beverages on
campus or in the residence halls or at universippnsored activities/events is strictly
prohibited and will result in dismissal from the University.

1 Sexual abuse; attempting or making sexual contact, includingyditutmited to
i nappropriate touching, against a person

S
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1 Behavior/conduct which threatens or endangers the health or safety of any person on
University premises or at University sponsored activities/events.

1 Willful or reckless damage to Univessfiroperty.

1 Dishonesty or knowingly spreading false information.

1 Intentionally disrupting or obstructing classroom activities or any other University activity.

T Altering or tempering with University recol

1 Distributing or posting pnted material in the name of AURAK without prior approval of the
Student Services and Enrollment Manageme@ifice.

1 Gambling or other illegal gaming activities on University or residence hall premises.

T Unauthorized use of t handdlgoversity’s corpol

1 Harassment, which includes physical, verbal, graphic, written or electronic. Any form of
intimidation that appears threatening to an individual or limits the ability of a student to
work, study or live in peace.

1 Abuse of computer equipmergstalking, harassment, stealing, deleting information, internet
theft or knowingly introducing a computer virus). Tampering with University computer
equipment, network systems or computer files.

1 Failure to follow the direction of University officials actiin accordance with their duties.

1 Any violation of traffic laws on campus, including reckless driving and parking in
unauthorized spaces.

1 Deliberately failing to comply with the directions of the University security guards acting in
accordance with the duties.

Reporting Behavioral Misconduct
All cases of behavior misconduct should be reported to the Destadént Services and Enrollment
Managemenivho will follow the procedures described beldhe result may bédepending on the
sovereignty of théncident)

1 Verbal or written warning

1 University or community service
1 Suspension from University activities
1 Dismissal

Procedures for taking action resulting from behavioral misconduct

Verbal or written warning
In the event of offensive or behavioral misconduct a verbal or written warning will be issued.
A copy of the warning will be kept in the student record.

University or community service
Community service can be a reparative sanction that links the natheeservice to the
offence to be sanctioned; it can be a positive sanction that evokes responsibility from the
offender for his/her actions.

Suspension from University activities
In the event of offensive or behavioral misconduct the student msysipended from all
University activities including classes.

Dismissal
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In the event of a suspected incident of behavior misconduct, the person raising the issue must
submit a formal written report to the DeanSifident Services and Enrollment Management
requesting action. The Dean ®$fudent Services and Enrollment Managemeltreview the

written request and determine if there are sufficient grounds to pursue the case further. If so,
the Dean ofStudent Services and Enrollment Managemelhforvardt he case t o Al
Disciplinary committee. The student under investigation will be formally notified of the date
and venue. The Dean Btudent Services and Enrollment Managemehtmake the student

under investigation, as well as all committee membiery; aware of the charges. The
Disciplinary Committee will investigate the incident and render a final decision.

During the hearing, both the student and the person bringing the charges will be allowed to
state their case before the thraember committe. If requested, the parties involved will be
allowed an advisor during the proceedings from inside the University community or from the
studentos i mmediate family. Once the c¢commi
judgment and determine samets, if warranted, within two working days of the hearing. The
judgment will be formally submitted in writing to the Dean of Stud&®smices and Enrollment
Managemenivho will then inform the student immediately and administer the sanctions.

The studenis allowed to lodge a formal, written appeal with the DeaBtoflent Services and
Enrollment Managementi t hi n seven working days after
can be granted only on the basis of new evidence, or procedural irregularity,ragrotireds

of a serious nate. The Dean of Student Services and Enroliment Manageshalhtreview

the case and determine its final disposition on the case.
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Non-academic Regulations

Drug and Alcohol Policy

(AURAK Catalog page 47)

The AURAK Campus adheres to the laws of the UAE concerning alcohol and drug use. Any student
found using drugs and found drinking alcohol or having possession on campus will be automatically
dismissed.

Individuals with Disabilities Policy

(AURAK Catalog pagé7)

AURAK is committed to providing equal access to employment and educational opportunities for
people with disabilities. AURAK recognizes that individuals with disabilities may need reasonable
accommodations to have equally effective opportunities ticjgate in or benefit from educational
programs, services, and activities, and to have equal employment opportunities. AURAK adheres to
all applicable UAE federal and state laws, regulations, and guidelines with respect to providing
reasonable accommodatis as necessary to afford equal employment opportunity and equal access to
facilities, programs activities, and educational opportunities qualified people with disabilities.
Students requesting reasonable accommodations for a disability shouldt tbef@aepartment of
Counseling, Testing, and Disability Services

Non-Discrimination Policy

(AURAK Catalog page 47)

A UR A K 0 gisaniroimation policy prohibits discrimination based on race, color, religion, national
origin, disability, sex, or age. AURAK is committed to providing faculty, staff, and students with an
environment in which they may pursue their careestuaties free from discrimination.

The cornerstone of t hi-discrpmmationdPylicyiSmtentente Uni ver s
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institution committed to the principle that access to study or

employment opportunities afforded by the university, including all

benefits and privileges, be accorded to each pergastudent, faculty, or

staff member, or applicant for employment or admissigron the basis

of individual merit and without regard to race color, religion

(employees), national origin, disability, gender, or age (except where
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Students who believe a violation of this policy has occurred should report it to the Provost and Dean
of Student Services and Enrollment Management
Pets Policy
(AURAK Catalog page 47)
No pets, except those assisting people with disabilities, are permitted in campus buildings at any
time. Petautilized for assistance of individuals with disabilities must ba teash and under
supervision at all times whilen campus grounds
Sexual Assault Policy
(AURAK Catalog page 47)
The following policy applies equally to all members of the AURAK community: students, faculty,
administrators, staff, contract employeesd avisitors. AURAK is committed to providing an
institutional environment where all people may pursue their studies, careers, duties, and activities in
an atmosphere free of threat of unwelcome and unwanted sexual actions. It strongly condemns sexual
offenses, will not tolerate sexual offenders, and supports those who have been victimized.
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AURAK will respond promptly, fairly, and decisively to all reports of sexual assault. Members of the
campus community accused of sexual assault will be subject to campiptinary procedures when

the alleged incident has occurred on campus, or when the incident has occugachmfs and
materially affects the learning environment or operations of the campus. For those seeking assistance,
please contact the Provostéor the Dean oStudent Services and Enrollment Management

Sexual Harassment Policy

(AURAK Catalog page 48)

The University is committed to providing an institutional environment in which all persons may pursue
their studies, careers, duties, and ati&giin an atmosphere free of threat of unwelcome and unwanted
sexual advances. The University strongly condemns sexual offenses, will not tolerate offenders, and
supports those who have been harassed. Students who believe they have been the victah of sexu
harassment should report the incident to the Provost or De&tudént Services and Enrollment
ManagementThis policy applies equally to all members of the University community: students,
faculty, administrators, staff, contract employees, and vssitor

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature constitute harassment when (1) submission to or rejection of such conduct is made eithet
explicitly or implicitly a term or conditonofanndi vi dual 6s academic perf
(2) submission to or rejection of such conduct by an individual is used as the basis for decisions about
academic evaluation, employment, promotion, transfer, selection for training, performance evaluation,
or selection for academic awards or benefits; (3) such conduct has the purpose or effect of creating an
intimidating, hostile, or offensive educational or work environment or substantially interferes with a
studentdos academic orncan employeebs work perf.

Sexual Harassment Policy and Grievance Procedures
Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature constitute harassment when

(1) Submission to or rejection of such conduct is made eitherigtglor implicitly a term or
condition of an individual’'s academic perf.

(2) Submission to or rejection of such conduct by an individual is used as the basis for decisions
about academic evaluation, employment, promotion, transfer, dedec for training,
performance evaluation, or selection for academic awards or benefits;

(3) Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive
educational or work environment academgorlrst an
empl oyee’s work performance.

Students who believe they have been the victim of sexual harassment, should repadehetothe

Office of Student Services and Enrollment Management

Smokefree policy

(AURAK Catalog page 48)

Smoking isnot permitted in any building on the AURAK Campus including the Student Residences.
There are designated areas for smoking outside the buildings.

Stalking Policy

(AURAK Catalog page 48)

Stalking is prohibited and will not be tolerated. Stalking is defeetbehaviors or activities which,
when taken as a whole, give the victim reason to believe that his or her safety is at risk, or that
materially affects the learning experience or participation at AURAK. This policy applies to students,
faculty, staff, cotractors, and visitors, as well as to the behaviors and activities that occur both on and
off campus. Victims of stalking are encouraged to report incidents to the Office of SBeteities

and Enrollment Management
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Academics

Succesful students are actively involved in their own learning. They use the tools provided to them,
like theUniversity Catalogto understand their options, their opportunities, and their responsibilities.
They understand that they, and their professorspameers in their university education. They take
advantage of the opportunity to get answers to their questions in courses and get help from their faculty
advisors in planning their academic programs. Successful students have set their own educdgional goa
and work hard at their job of being a student.

Catalog

TheUniversity Cataloglescribes the degrees, certificates, courses, and programs offered at AURAK
and it is the primaryaurce for academic informatiott.constitutes a contractual agreementngetn

the University and the student, which means that students are required to fulfill the program and
graduation requirements set forth in @atalog for the year in which they enter the University.
Students should be faimar with the contents of th€atalog and use it as a tool throughout their
university yearsDetailed information regarding the admission policies and procedures, financial aid
and fee structurean be found in th€atalog

You andYour Faculty

Your instructors, members of the AURAK faculty, are experts in their fiafttbyere selected because

they care to create an atmosphere conducive to learning. Thegstaitilish rigorous expectatioims

your classes, but they do so because they wantoysucce d . Dondt hesnstiuaotse t o
for assistancandbr clarification of course content should you have questiasulty memberdesire

to knowtheir students and provide assistance needed by their studlesitaple greetindbefore or

after class is amasy way to connect wiyour ProfessaorAdd a comment or two about the class, your
background, or any thoughts on the subject. This is not, however, the time to bring up problems or
difficulties that should be dealt with in an office tidf you have a problem or need to address an
issue that will take some time, schedule a vi:

AcademicAdvising
(AURAK PolidNEPSPR015101.28 POAURAK ProcedutEPSR015101.28 PR

Academic advisement iscaitical aspect of the teaching responsibilities of-firhie faculty members

in departments with degree and minor programs. Each student is responsible for his or her progress
toward degree and for meeting all requirements for graduation. The advisepreness is available

to assist the student in completing his or her studies, but responsibility for doing so lies ultimately
with each student.

Academic advising is the responsibility of ftilne faculty members. In each academic department

that houses degree or minor program, each student major and minor is assignediméduiaculty

me mber i n the department to serve ,adsiseeslare st
distributed equally among the full time faculty in the relevant academia depae nt s . The a
responsibilities include:

1 Meeting with each advisee in the twmeek period before early registration each semester to
guide the advisee in course selection
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1 Following up on the students course requests during early and regulaategisty facilitate
the studentés successful registration

1 Meeting with each advisee early in the semester to ensure that the student has registered for the
appropriate courses

1 Meeting with each advisee roughly atrsice me st er t o gaugsandabvese st u
accordingly

1 Serve as a mentor to advisees to facilitate their academic success and to provide guidance wher
appropriate on their future studies and careers

Academic advisors are expected:

1 To be familiar with all academic requirements for gichn, including both program and
General Education requirements

To coll aborate with coll eagues in the advisor
Instructional Technology, on the General Education Committee, and with the Advisement
Coardinator, to provide the strongest academic advisement possible.

The Procedure

Academic advisement is a critical aspect of the teaching responsibilities-tineitfaculty members

in departments with degree and minor programs. Each student is resptorsitideor her progress

toward degree and for meeting all requirements for graduation. The advisement process is available to
assist the student in completing his or her studies, but responsibility for doing so lies ultimately with
each student.

Advisingis conducted based on the following procedures:

1. Departmental and Advisor Responsibilities
1.1 Deans and Department Chairs create school and departmental practices and habits that
support advi sement based on an availdbievi du
resources, and complexity.
1.2 Department Chairs designate faculty who will attend new student orientation at the
beginning of each semester to advise new

programs.
1.3 Department Chairs assigrajor and minor students to fdlime faculty in the department
for academic advisement. New students in

assigned to an academic advisor at the beginning of each academic semester.
1.4 Designated undergradeatdvisors prepare advisement/degree plans for each assigned
advisee using the Advisement Pl an approp

AURAK.

1.5 Advisors organize meetings with their advisees on at least three occasions during each
academc semester: a) at the beginning of t
registration in the sweekadviseenendperiod mriorto®aly ;

registration each semester to prepare the student for early registration; @nchid)
semester to discuss with the student aca
advise on any actions that the student may take at that point.

1.6 Advisors respond promptly and accurately to thdim@ approval requests when a student
submits course requests -tine during the early and regular registration processes and
during the drop/add period at the beginning of each semester.
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1.7l n the second semester of each adviseebs

theRegis r ar in an audit of the studentdés aca
The advisor meets with the advisee when the audit is complete to identify courses still
needed.

1.8 Advisors are responsible to check for each advisee that all progomuineraents have
been met, all transfer credits have been applied properly, all General Education
requirements have been met, and that the total credit requirements for graduation will be
completed.

2. Student Expectations:

2.1 Students are expectéd meet with their advisors as requested by the advisor or by the
department chair.

2.2 Each student is expected to meet with his or her advisor during the second semester of the
third year of study to di scusgreetudie Timetyud e n
graduation may depend on this meeting.

2.3 Students with their advisor are expected to keep regular track of their progress to degree
through their individual Advisement Plan.

2.4 Students are expected to enroll in required ceurgeen they are available and their
schedules permit. They should not assume that all required courses will be offered every
semester.

3. University Responsibilities:

3.1 The AURAK Advisement Coordinator and the Center for Teaching, Learning, and
Instructional Technology (TLC) are available to assist all faculty and students with the
advisement process.

3.2 The TLC organizes advisement and General Education workshops to support faculty
professional development.

3.3 AURAK ensures through thdfaces of the Provost and the Deans that a sufficient number
of appropriate and necessary courses are offered in a timely fashion to enable students who
plan carefully to complete their education without unnecessary delay.

AURAK Honor @ile
(AURAK Catalogpage 49)
Students are responsible for understanding th

plagiarism, lying, and stealing of academic work and related materials constitute Honor Code
violations.

To promote a stronger sense of mutual eespbility, respect, trust and fairness among all members
of AURAK community and with the desire for greater academic and personal achievement, we, the
student members of the University community, have set forth this honor code:
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Gstudent members of the Aenican University of Ras Al Khaimah

community pledge not to cheat, plagiarize, steal, or lie in matters related

O1 AAAAAI EA x| OE80O
I n the spirit of the Code, a studentbés word
academic matters untdroven otherwise. To maintain an academic community according to these

standards, students and faculty must report all alleged violations t&ttiikeent Services and
Enroliment Managemer@ffice.

At the beginning of each semester, faculty members haveeipensibility of explaining to their
students the policy regarding the Honor Code, what is considered an integrity violation in their courses
with special attention to plagiarism. They must explain the extent to which aid, if any, is permitted on
acadenu work. It is the sole responsibility of the students to request an explanation of any aspect of
an instructordéds policies regarding the Honor
obligation not only to follow the Code themselves, but tooerege respect among their fellow
students for the provisions of the Code. This includes an obligation to report violations by other
students to th8tudent Services and Enrollment Managen@dfite. Any student, who has knowledge

of a violation but doesat report it, may be penalized for violating the Honor Code.

Faculty members are also responsible for maintaining the integrity of the learning and testing process.
Faculty members may actively proctor exams, prohibit the use of mobile phones in daks,asry
other actions they believe are warranted.

For all academic assignments, project work, and presentations, students need to ensure that due
acknowledgement is given to the source of any information which they incorporate in their work.
Students musask their professors if they are unsure whether or not something constitutes academic
misconduct in any form. The following are some examples of academic misconduct:

1 Cheating or using unfair means in examinations as determined by the professor.
Significaih paraphrasing in written academic work.
Unacknowledged use of information or ideas unless such ideas are common place.
Citing sources which student has not read or referred to.
Breaching the word limit of assignments and/or intentionally mentioning thengrword
count.

= =4 =4 A

Cheating may take many forms and here are the examples of cheating:
T Copying from another student’s paper duri n.

student to copy from your paper during an exam.

1 Having someone else take your exanyour place, or taking an exam for someone else.

1 Obtaining unauthorized access to exams and accepting exams obtained by unauthorized
access.

43| Page AURAKStudent Haadbook 20162017



Violations of the Academic Integrity: Plagiarism
(AURAK Catalog pag®0)

This is a serious academic offensewlico nst i t ut es t he use of someonr
artwork, phrasing, sentence structure or other work without properly acknowledging its source.
Pl agiarism is dishonest because it milesperemr es e
any of the abovenentioned activities is intellectual theft as it robs others of credit for their work. For

a student found plagiarizing, the punishment can range from receiving a failing grade on that particular
assignment without the right tedo the assignment all the way up to a student receiving a failing grade
for the entire course.

Plagiarism takes many forms and includes:
T Using someone el se’s words without putting

T Handi ng i nwoskeprepared bisgnieanadisé or preparing/completing someone
el se’s wor k.

1 Using unique, original ideas, phrases, sentences, paragraphs, etc. from a single source or a
variety of sources such as a text, journal, web page, electronic source, design, artwork, etc.
i n omork without citing all sources.

1 Using the same work to satisfy the requirements of two or more courses (during the same
or different terms)

1 Having someone else rewrite a rough draft or rewriting a rough draft that is not your own
work.

Violationsofplgi ari sm are subject to evalwuation accor
violation of the Universityds academic rul es,
possible to the Provost and may result in one or all of the folgpdisciplinary measures:

1 Verbal or written warning

1 Repeating the course
1 Repeating the term
91 Dismissal from the University

ReportingViolations of Academicintegrity/ Misconduct

In the event of a suspected incident of academic misconduct, the faculty nmaisibgrthe issue must

submit a formal written report to the DearSdfident Services and Enroliment Managemeaesting

action. The Dean d@tudent Services and Enrollment Managemelhtreview the written request and
determine if there are sufficiegtounds to pursue the case further. If so, the case will be forwarded to
AURAKOs Disciplinary committee. The student wu
date and venue. The Dean®tudent Services and Enrollment Managenweiitmake the tudent

under investigation, as well as all committee members, fully aware of the charges. Final decision made
by the Disciplinary Committee will be forwarded to the DearStifdent Services and Enrollment
Managemenivho will notify the student of the digdinary decision.

TheDisciplinaryProcess

The Dean ofstudent Services and Enrollment Managemeihimake the student under investigation,

as well as all committee members, fully aware of the charges. During the hearing, both the student and
the facultymember bringing the charges will be allowed to state their case before the Disciplinary
Committee. If requested, the parties involved will be allowed an advisor during the proceedings from
inside the University commumilyty or from the s
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Once the committee has heard the evidence, it will come to a judgment and determine sanctions, if
warranted, within two working days of the hearing. The judgment and sanctions will be formally
submitted in writing to the Dean @&tudent Services anAnroliment Managemenvho will then

inform the student immediately of the committee decision and disciplinary sanctions if needed.

The student is allowed to lodge a formal, written appeal with the De&tudent Services and
Enrollment Managementi t hi n seven working days after the
granted only on the basis of new evidence, procedural irregularity, or other grounds of a serious nature.
The Dean ofStudent Services and Enrollment Managenstia! review the casand determine the

final disposition on the case.

Structure of Sanctions and Penalties for Student Behavioral Misconducts and Acedategrity

Violations

All the violations of the student behavior and academic integrity misconduct shall be deafainligh

and judiciously.

Student Behavioral Misconduct

The Dean of Student Services and Enrollment Management will attempt to resolve all student
behavioral misconduct issues through mediatidine Dean of Student Services and Enrollment
Management will se discretion in determining each case on a dagease basis. The dision to

refer the student for investigation through the Disciplinary Committee action depends ametinee

and severity of the behavior. The chart below describes a variety of behavioral misconducts and the
possible disciplinary actions that can resulfanctions may include verbal warning, written warning,
studentcommunity service, order to reimbse the university for property damage, suspension, or
dismissal.

Possible Disciplinary Action to be taken by the
Disciplinary Committee

Inappropriate Student Conduct 1- Disciplinary Written Warning

Level T 2 - Disciplinary Proéition

1- Disciplinary Written Warning

2 - Disciplinary Probation

3- Dismissal

1- Disciplinary Written Warning

2 - Disciplinary Probation

Student Conduct Violations

Inappropriate Student Conduct
Level 2*

Public Display of AffectionLevel 1

Public Display of AffectionLevel 2 | 1- Dismissal

1- Orders by committee to pay actual repair or
replacement costs
Damage to university property 2 - Failure to pay may lead to additional
disciplinary actions and/or Registration Hold,
Transcript Hold.

*Inappropriate student conduct level 1: Behavior that violates U.A.E norms, practices, laws, beliefs
FyR SELISOGFIGAZ2Yya 2F LISNA2YLFE O2yRdzOiGP® ¢KAA A
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affection.

** Inappropriate student conduct level 2: Behavibtis are extreme in nature, offensive and violates
dzy A BSNEIFf LINF OGAOS&azxr o0StASTA yR SELISOGFGAZYS
(anywhere on campus) displays of affection.

The types of conduct that this regulation is designed w@rcmclude, but are not limited to, the
following examples:
a. Intentionally inflicting bodily harm upon any person; taking any action for the purpose of

inflicting harm upon any person; taking reckless action that results in harm to any person;
taking any ation that creates a substantial risk or harm to any person; or threatening by any
means of transmission the use of force to harm or injure any person.

b. Disrupting the peace, impeding classes, causing emotional harm, and/or endangering the
safety, health ofife of any person on campus through actions or words.

c. Committing acts of an indecent or lewd nature.

d. Production of sound through amplification or other means (including voices) that
unreasonably disturbs or disrupts the peace of others or violategersity standards.

Academic Integrity ViolationgPolicies & Procedures Manual pddsl)
The following shall be the penalties for academic integrity violations
1 First time offenseThe disciplinary committee will determine a penalty appropriate with
the seriousness of the offense and the degree of student fault. The penalty may be as
severe as dismissal from the university.
1 Second time offenseThe sanction for the second time offéers of Honor Code is
dismissal from the university. The student will have to withdraw fronofalhe courses
for which he/she is registeredAdditionally, agrade of "F" will be assigned as the final
gradeto the coursein which the violation occurred.

Grades and Academic Progression

Grading Blicy
Quiality points for each credit hour are assigned on a scale of 4.00. A grade point score is computed by
multiplying the value of the letter grade by the number of credits for the course. For example, a student
receiving an A in a threeredit course earri2 quality points.
The grade point average (GPA) is computed by dividing the quality points earned by the number of
credit hours graded O6A06 through O6F6. The grad
current GPA, which is the measure ohdemic performance in one semester and affects eligibility for
the honoroés I ist.
The grade point average computed for all institutional credit gives the cumulative GPA (CGPA), which
is the basis for the Univer si tiygpwarninge grabationj o n
suspensi on, and di smissal. The cumul ative GPA
to have honors posted at graduation. For more information, please skevbsity Catalog

The university system for undergrade grading is as follows:
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Grade Score Quality Points Grade Score Quality Points
A 907 100 4.0 A 907 100 4.0
A- 87- 89 3.7 A- 87-89 3.7
B+ 841 86 3.3 B+ 841 86 3.3
B 8071 83 3.0 B 807 83 3.0
B- 777 79 2.7 B- 777 79 2.7
C+ 747 76 2.3 C+ 747 76 2.3
C 707 73 2.0 C 707 73 2.0
C- 671 69 1.7 F 0-69 0
D+ 6471 66 1.3
D 6071 63 1.0
F 01 59 0

No credit toward graduation is received from a failing grade or additienadlit gained from a grade

that is replaced by a repeated course.

Incomplete Grade Policy

A studentreceivesa gradeof 'Incompletg(l)’ if for whatevereason thdéinal exam was not takeat its
regular timeor if the instructor agrees to allow the student additional time to complete substantial
aspects of the clothat sagethe studeahgustcompmete thdimmalk ekamor the
required work for the courdgy the endof the subsequent regised semesternotincluding summer
terms 'Incomplete’ grades not completdy the end of thesubsequent registered semester
automaitcally becomdiFd s 0
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Academic Progress
(AURAK PolidNEPSR016101.12_PO)

Academic Excellence

Astudent wil |l be named to the Dean’s List for
student has:

1 completed 12 or more semester credit hours in courses counted in the cumulative GPA,

1 received no grade below B;

1 received no grade of | (Incompéd in any course; and

i attained a semester's grade point average of 3.60 or above.

The Dean of the School will notify students who have been named to the Dearfsstigtent who
gualifies for the Dean's List in a given semester with a grade point avefr&g0 or above will also

be named to the President's Lighese lists are only compiled for fall and spring semesters.
Satisfactory Progress

In order to be considered in good standing, an undergraduate student must maintain a cumulative
GPA (CGPA) of2.0 or higher. A student must be in good standing to be eligible for graduation.
Academic Warning, Probation, Suspension

If the CGPA of an undergraduate student falls below 2.0 in any semester, the student is placed on
academic probation.

The first semster that a student is on academic probation is called Probation 1. A student on
Probation 1 is allowed to carry a load of up to four courses with a maximum of 13 semester credit
hours. Students earning a semester GPA of 2.3 or are removed from Probat@mntte next
semester. I f in the next or any subsequent se
again placed on Probation 1.

Students on Probation 1 and failing to maintain a semester GPA of 2.3 or higher or a CGPA of 2.0 or
higher will beplaced on Probation 2. A fillme undergraduate student on Probation 2 is only
allowed to enroll in up to 3 courses with a maximum of 10 semester credit hours and is not eligible

to participate in University Extracurricular Activities requiring substhrmbmmitment outside the
classroom (such as athletic competition, holding office in a student organization, etc.). Probation 2 is
considered an extremely serious situation and
he/she can succeed at AURAK.

Students on Probation 2 who earn a semester GPA of 2.3 or higher will be removed from Probation.
|l f in the next or any subseguent semester the
on Probation 1. A student on Probation 2 who fails &orea semester GPA of 2.3 or higher or to earn

a CGPA of 2.0 or higher is academically suspended.

All students on Probation 1 or Probation 2 must comply with the administrative procedures outlined
in the AURAK Probation Survival Guide or are subjecstisal.

Students on suspension may not enroll for at least one full academic fall or spring semester. They must
officially request readmission to the university. Students who have been suspended and are readmittec
are subject to dismissal if they do natintain a minimum CGPA of 2.0.
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GPA Adjustment Policy
(AURAK PolidNEPSR016101.13_PO)

This policy is designed to allow a atirae opportunity for a student to change majors without
penalty for prior work completed in another program. This policy waffiect the academic
departments as student changes to major must be approved, and a review of student courses must
be completed by the academic advisor. The Reg
into the AURAK system.

The GPA Adjustmenolicy allows a student to request removal of substandard grades in a
major/program for which he or she was not suited. The option to remove grades of less than 2.0 is
intended to help the student choose another academic career path, gain confidencs/lrerhi
academic ability and, possibly, increase his/her GPA to be removed from Academic Probation. This
action will only be permitted if the student meets to the specific conditions detailed below. The
student may initiate the GPA Adjustment Policy anytuoeing his/her current academic career. A
returning student may apply the Policy to previously completed courses with no time limit. The GPA
adjustment may only be enacted once.

To be eligible for the onéme GPA adjustment the following are required.

1 Thestudent MUST change majors/programs. The decision to change major for purposes of a
GPA Adjustment is irrevocable.

1 The student MUST receive permission from the Department Chair of the new major and the
Dean of the School to invoke this policy. The Chasge of the Department into which the
student desires to transfer has the decisioraking authority to accept or reject the new
change of major.

Courses to which the policy may be applied:

1 Courses that do not meet requirements in the new degree prograibeiexcluded from the
student’s Cumul ative GPA.

Courses to which the policy CANNOT be applied:
1 Courses in which a student was guilty of academic dishonesty (cheating, plagiarism, etc.)
1 General education courses that continue to meet requirements in #we degree program.

The GPA adjusted course(s) will remain on the transcript and will receive an "E" notation, meaning
the grades and the credit hours will be "E"xcluded from GPA calculations. The Registrar will
recalculate both the semester and cumulat@®AA student who changed majors/programs prior

to the policy being adopted at AURAK will not be permitted to eliminate courses, unless he/she
changes majors/programs again after the policy was implemented.

Reenroliment

Students who have missed two seautive semesters of enrollment at AURAK magméer the
University provided they were in good academic standing when they left and have not attended
another college or University during their absedaedo so, they must completeeanioliment
fomawai | abl e at the Registrards Office.
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Enrollment and Course Policies

Enrollment Periods

The standard enrollment period for a Bachelor degree is eight (8) academic semesters or four (4)
academic years. An academic year consists of two (2) academic semesters in addition to an optional
summer session or term. The minimum enrollment period for heBacdegree is three (3) academic
years. The maximum enrollment period for a Bachelor degree is six (6) academic years. Summer
session or term is not considered an academic semester for the purposes of calculating enroliment
periods.

Placement Exams
English Placement Exam
All entering students take a placement test in English language skills. The purpose of the test
is to placethe students appropriatelg different level of coursesnd to serve as a measure of
the English language skills of all ening students.
Math Placement Exam
The math placement test determines which mathemeatiurse new students may take
Students do not have to take the math placement test ihttiveyeceived transfer credit for a
math course taken at another instaatthat fulfills AURAK quantitative reasoning
requirement.

Attendance

Because students benefit from the lectures and activities prepared by their instructors and discussions
with their fellow students, class attendance is required. Students are expettedd all the classes,
or other scheduled sessions for the courses in which they are registered, includiugp rolakses.

Student Attendance Policy
Students shall;

1 Attendall learning and teaching sessions associated with their program of study.

1 Notify their course instructors in advance (in person, by phone-orad) that they will be
absent from timetabled class sessions.

91 Obtainprior permission from their instructor or course manager, for planned absences of two
or more consecutive class sasss during the semester.

1 Provide a medical certificate or other corroborating evidence to explain their absence, if
required by the University.

Unsatisfactory student attendance includes failure to regularly attend learning and teaching sessions
without providing a satisfactory reason to instructors for absence and/or persistent late arrival at, or
early departure from, learning and teaching sessions.

When a student fails to attend classes for two weeks cumulatively without the University's permission,
the student will receive a "neattendance warningNAW)", and will be required to provide
satisfactory explanation for their nattendance.

When a student fails to attend classes for four or more weeks cumulatively, or where a recurring pattern
of nonattendance (that is more than two NAWS) is observed, over the course of the semester, the
student may be deemed to have failed the course, in which case they will receive an "F (Fail)" or "U
(Unsatisfactory)" grade, as appropriate. At this point, antha instructor's recommendation, the
appropriate academic delas the authority to instruct the registrar to remove the student from the
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course.

Course Instructors are responsible for reminding students of the importance of regular attendance at
learnng or teaching sessions, and for accurately recording student attendance. Instructors and Course
Managers (Department Chairs or Program Coordinators) will be required to consult with the relevant
School Deans, to ensure timely issuance of NAWSs;atteandace reports to sponsors (subject to data
confidentiality stipulations) and to provide relevant academic counseling where necessatry.

It is the policy of AURAK to make every reasonable effort to allow members of the University
community to observe their rglous holidays without academic penalty. Absence from class or
examinations for religious reasons does not, however, relieve students from responsibility for any part
of the course work required during the period of absence.

Assessment and Examination Ro}

The American University at Ras Al Khaimah (AURAK) recognizes that assessment is a very important
part of the teaching and learning process. Properly selected assessment tools are instrumental ir
developing the attributes of AURAK graduates. Constvectind timely feedback on assessment is

also important in helping students to attain a sense of achievement and progress and to gain an
appreciation of the performance and standards expected in a particular subject or professional area.

Purpose of Assessment
The purposes of assessment are outlined as:
1. To promote learning.

2. To judge the students' performance by awarding marks which indicate whether and how well a
particular student has attained the stated learning outcomes.

3. To determine vnether a particular student is sufficiently wepltepared in a subject area
enabling him to meet preequisite and proceed to the next level in the course sequence.

4. To provide feedback to students which indicates levels of attainment, and to indicate and
diagnose misunderstandings and learning difficulties.

5. To provide feedback to faculty indicating areas in which students grerexcing difficulties,
and to identify ways for improvement in teaching.

Assessment Tools and Weighting
AURAK Faculty ensurethat the academic assessment of undergraduate students is fair, accurate,
aligned with learning outcomes and program goals and is undertaken at an appropriate level.

Students shall undergo minimum of 3 assessments distributed evenly throughout the semeste
Assessment tools could be in the form of:

1 Exam

Project

Paper

Presentation
Homework assignment
In class quiz

Case study/Analysis

= =4 =4 4 A4
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In addition to the above mentioned assessment tools, "in class participation” may be used as an
assessment tool, pleagefer to weighting of assessment for details on weighing.

AURAK Faculty ensures that appropriate assessment tools are employed for the specific learning
outcomes.

Weighing of Assessment:
1 No single assessment tool can count for mmtran 40% of the totajrade.

1 "In class participation" may be used in calculating final grade provided it does not exceed 10%
of the total grade.
1 Attendance has no weight in the final grade as it is dealt with under "attendance policy".

Internship Policy

The AURAK Internship Fogram is an undergraduate academic program to incorporate real world
work experience and |l earning into the studen
educationrelated work and learning experience that integrates theory learned in thecrtasgth

practical application and skill development on the job, and contribute to the development of personal
and professional maturity and ethics.

All students enrolled in an undergraduate program at AURAK are required to do an internship course.
Studens are required to gain practical work experience related to their respective program of study
through orthe-job training at an approved employment site under the supervision of a Site Supervisor
and Faculty Internship Advisor.

1 Internship Application Deadhes Deadline dates for submitting internship applications with
the Manager of Internships, Career Development, and Alumni Affairs are as follows: Spring
Internships- October 1%'; Summer Internships February 1%; Fall Internships-May 15".

1 Internship Duration The internship experience must encompass no less than 240 hours and
may not exceed 320 hours over a period of no fewer than 8 weeks and not more than 16
weeks. During Ramadan, students are not allowed to work for more than 6 houdaper

9 Student Eligibility and Approvals To regi ster for UNIV 390/ EN
must have completed a minimum of ninety credits of coursework (each program may increase
its credit hour requirement depending on the program length), bedadystanding (at least
2.0 CGPA), and have the written approval
Internship Coordinator. The Dean of respective Schools should approve any exception to the
90 credit hour rule.

1 Course Enroliment and Schedulingninternship can take place in any semester during the
academic year. Students can choose to do internships inside or outside the United Arab
Emirates. Internships cannot be taken in conjunction with other courses. Exceptions can be
made only aftertheappmal of the School’'s Dean.

1 Mandatory Pre Placement WorkshopsAll students are required to complete two pre
placement internship workshops mandatory for UNIV 390/ENGR 390 course registration. The
required workshops are 1) Internship 101 (Basic-ipternship requirements and resume
writing), and 2) Internship Orientation (Workplace Ethics and post internship requirements).

1 UNIV 390/ENGR 390 Registratiddourse registration can be done only through paper based
Internship Registration Form available at thegitrar Office.
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1 Grading Credits for this course, S (satisfactory, equivalent to a C or better) or a U
(unsatisfactory, equivalent to a failure) count toward graduation requirements, but are not
included in calculating the student’ s G. P..

1 Double Majors Students seeking to earn degrees in two majors are subject to completing
internships for both majors, unless both Deans agree to a single internship.

1 Transferring Internship CreditsStudents desiring to transfer internship credits from another
universityto AURAK must submit documentation of completion of internship to the Dean of
the School/Internship Coordinator from which he/she is desiring to earn a dedtré®the
responsibility of the Dean/Internship Coordinator to determine if the course in tipres
meets the AURAK requirements for internships. The Dean/Internship Coordinator will convey
to the registrar the acceptance or nactceptance of creditA student having completed an
internship in a different major than the one being earned from AURMKiave to complete
an internship for the degree being earned.

1 Internship at Employment SiteStudents currently holding employment may request their
Internship Site as the place for internship if: i) the paid employment meets the requirements
asanapppved internship site by the School s’
school. ii) the paid employment site allows student to participate in activities related to
degree being earned, (e.g., an individual obtaining a degree in human resourcesneedl
to be currently working in an organization that will allow human resources work experience
to fulfill requirements for human resources internship).

1 Internship Successe&very semester, selected students from each School will be recognized
forouts¢ anding internship performance by | CDA/
Internship Coordinator.

Administration and Timing of Examinations:
The University conducts examinations during specified periods at the end of each session, as set out
in theUniversity Calendars. The organization of these examinations is the rigsiggre the
Registrar Office Additionally, instructors may conduetxaminations durinthe scheduled teaching
periodsor at other times.
Other tests and practical/laboratory examinations may be conducted at other times during the session,
provided:
i.  Students are advised at the beginning of the session thatekst/examination will be held
during one of the normal teaching periods.
ii.  The time for the test/examination does not exceed the normal teaching period.
iii.  Thesyllabusmust inform students about the intention to conduct such an examination.
Information about the date, time and place of the examination must be made available to
the students as early as possible particularly should the examination be scheduled at an
unusual time.
iv.  That when held during a scheduled teaching period, the total time devoted to the
examination must not exceed the scheduled class time, unless it is possithleéhe
unanimous consent of the class, to arrange additional time.

FinalExams

Final exams are usually given at the endurmdergraduate courses. Except for project
submissiondaboratory courses, and studio courses, no exam or assessment mechanism of

53| Page AURAKStudent Haadbook 20162017



any kind may be given during thest week of classes. Exams may not exceed the scheduled
length (2 hours for most courseghe final exam schedule is established at least one week
prior to the beginning of the semester b
include the day and time of the final exam on their syll@he finalexam schedule is also
posted on campus.

Final Exam Procedure:
1. The Regi st redules fisal exaim$ uswaky in®or ime blocks.

2. The final exam schedule will be established at least one week prior to the beginning of the
semester, distributed to the faculty, and all faculty members will include the day and time of
the final exam on thir syllabi.

3. Faculty members will use their own discretion in determining how long their students are
expected to sit for the exam, within the scheduled period. The expectation is that the final
exam is to be substantial enough to require two hours to clatep

4. All faculty members are expected to proctor their own exams.

5. Each course will be scheduled in its own room at its own time unless scheduling constraints
prevent it.

6. If a faculty member would like a second proctor in the room he or she should arthage
with the appropriate Department Chair.

7. Students are expected to be at the exam room by the scheduled beginning of the exam.
Faculty members may, at their discretion, prohibit a student who arrives more than 10
minutes late from sitting for the exam.

8. Faculty will collect the exams from the students and submit final grades before the due date
established by the registrar.

9. Faculty may only submit final grades electronically.
10. Grades must be submitted within 48 hours of the completion of the exam.

11.Apaperopy of the grades should also be submi
Chair.

12.Faculty members are expected to retain completed exams for at least 2 semesters.

13.Faculty members are expected to place sample completed exgousls, average, poemn
the official course file.

Accommodation will be made for students with mieEn one final exam scheduled in the same time
period.Retaking (or resitting) a final exam is nggermitted.
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Absence from Final Exams

Absences from final exams are not to be excused except for sickness on the day of the exam or for
other cause approved by the Dean of the respective School. The effect of an unexcused absence fron
an undergraduate final exam shall be determined by thehteeigyalue of the exam as stated in the
course syllabus provided by the instructor. If absence from a final exam is unexcused, the grade for
the course is entered as F. S eie Univdrsdy Catédlabfdri t i or
informationonlei ng fAabsent with permission. o

Late Homework

Homework is due at the beginning of the class session on the due date. No late homework will be
accepted for any reason.

Midterm Exams

Midterm progress is reported for all semedterg courses so that studentill have a clear idea of

their standing in each course midway through the semester. The reporting period extends from the fifth
through the ninth week of the semester, allowing flexibility as to when individual faculty provide
reports for their classesviidterm grades are reported as S (satisfactoi@+ and above), U
(unsatisfactory D - C) and F (failing). Students should check with their instructors as to when reports
will be complete and available for viewing. These progress reports, which appestiasit er m Gr a
are not part of the student's official record. They are not calculated in the GPA, nor do they appear on
any official or unofficial transcript. The midterm progress report is distributed to the student, his or
her faculty advisor, and ¢hOffice of Student Success.

Access tdGrades

Students may print a grade report for their own records or to issue to a third party. Official semester
grade reports for tuition reimbursement may b
alsoorder official transcripts through the Regi ¢
Grade Appals

Although faculty members are generally the best judges of student performance, sometimes a student
believes a grade is unfain such cases, the student first asks the facultylmee to reconsider the
grade.If the student is not satisfied, an appeal may be matleetBrovost Unless there is new or
additional information to substantiate an appeaPRtw/osthas the final authority in determining the
appeal decision. If the insictor is no longer associated with AURAK, tReovostwill appoint a

faculty surrogate, who will assume magisterial authority of the instructor of record at this level of
appeal. If the matter is not resolved at this point,Rf@/ostwill hear the casand make a decision.

Grade appeals are not accepted after two weeks of start of the following semester (spring for fall
grades, falfor spring and summer grades).

Pending Grade Appeal

In select cases, student may request tReovostto delay imposingicademic suspension because of

a pending grade appeal that could change the
to register. If the grade appeal is successful, the official transcript is corrected and the student continues
in classes aa student in good academic standilighe grade appeal is not successful, the student is
required to stop attending all classes immediatétyrecord of registration for the academic period
appears on a transcript, and the student receives the apropfisnd as of the decision date.

Requests for Academic Actions

All requests for academic actions, such as special permissions or exceptions to published academic
regulations as found in thgniversity Catalogmust be submitted in writing the Provost

Degree Completion and Conferral
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By the end of the fifth week of classes in their final semester, students who expect to complete degree
requirements must confirm their I nt .eAnsepgaratea t o
application for each degree is required. Addi
programs only, must be earned concurrently with the primary major and also requires a separate
application.The following are the degree corepbn requirements:

1 Successful completion of all credit hours as specified by the program curriculum with a

minimum GPA of 2.0.

1 Completion of minimum enroliment period and not exceeding the maximum enrollment
period.

1 Transfer and concurrently enrolledustents are required to complete a minimum of 50% of
required credit hours at AURAK including the majority of the final 30 credit hours.

Intellectual Property(Student Work)

Intellectual property (IP) is property (an idea, invention, or processii¢hiaes from the work of the

mind or intellect.IP is also an application, right or registration of an idea, invention or prose.
Copyrightable works, including publications and patentable works developed in connection with
course work by students who aret AURAK employees, are deemed to be intellectual property that
belongs to the student. However, AURAK may claim copyright ownership of a work or ownership of

a patentable invention when extraordinary use of university facilities, personnel, or respureds i

in the development of the materials or invention, especially when unrelated to course work. Students
are subject to the universityodés stated polici

Student Projects

Any student projects that are left on the propef the university must be reclaimed within one
semester, or the projects may become the property of the university to be used for any purpose. The
university has the right to photograph, photocopy, and/or keep student projects at any time for the
purpo® of keeping a permanent record of the work the student did while enrolled.

Library

I. Overview
AURAKOs SAQR | i brary plays a significant rol e
suppors the instructional and research activity of the uniwgrsihe library collection consists of
many different types of library materials and information sources either in print or electronic formats.
Located at the ground floor of Building A, the SAQR library is a place most suitable for learning and
information activities.

II.  Library Mission ad Vision
a. Mission

The missiorof the library is to provide access to, and effectively deliver accurate and timely
informatioral resources to AURAK students, faculty, and staff in support of the research, and
instructionalmissionof the University.

b. Vision

56| Page AURAKStudent Haadbook 20162017



The | i brary supports AURAKOs overall Visio
uni versityds teaching and research endeavol
to the civic, business, and sodiéd of Ras Al Khaimah in particular, and the region in general.

[ll.  Library Service Hours

Semester hours:

Sundayt Thursday: 8:00 a.m.9:00 p.m.
Friday: 10:00 a.mi. 4:00 p.m.
Saturday: 2:00 p.m.8:00 p.m.

Summer Semester:

Sundayt Thursday: 8:00 a.m.5:00 p.m.
Friday: Closed

Saturday: 10:00 a.ni.6:00 p.m.
Semester Break:

Saturday’ Thursday:8:00 a.m- 5:00 p.m.
Friday: Closed

The library will be closed on declared holidays.
Changes in the above schedule will be annouacedposted at the Library

IV. Library Collections

In addition to Textbooks and Reserve Collections, SAQR Library houses a wide range of information
sources including reference collectspnperiodicals, multimedia presentations, and electronic
databases. Electronic Database subscriptions include:

EBSCOACADEMIC SEARCHCOMPLETE
EBSCOEBOOKCOLLECTION

LIBRARY, INFORMATION SCIENCE& TECHNOLOGYABSTRACTS
GREENFILE

PROQUEST BUSINESS

PROQUEST TELECOMMUNICATIONS AND ELECTRICAL ENGINEERING
JSTOR

ERIC

. ELECTRONICPERIODICALSSUBSCRIPTIONS
10.EUROMONITOR

11. SPRINGERLINK / JOURNALS

12. SPRINGERLINK / EBOOKS

13.QATAR DIGITAL LIBRARY (QDL)

14. OXFORDBUSINESSGROUPDATABASE

15.ARCHITECTUREAND DESIGNOPENLIBRARY

©CoNoOrwWNE

V. Library Sevices
1. CIRCULATION SERVICES:
a) Borrowing Service:

Borrowing privileges are provided to all registered students, and currently employed
faculty and staff. A University ID card is required to checit circulating items.
Students, faculty, and staff have frévilege of borrowing books based on the following

policy:
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http://library.aurak.ac.ae/ebsco
http://library.aurak.ac.ae/ebsco1
http://library.aurak.ac.ae/ebsco/libinfoSciTechAbstracts.html
http://library.aurak.ac.ae/ebsco/greenfile.html
http://library.aurak.ac.ae/proquest
http://library.aurak.ac.ae/proquest
http://www.jstor.org/
http://www.eric.ed.gov/
http://www.doaj.org/
http://library.aurak.ac.ae/euromonitor/
http://link.springer.com/
http://link.springer.com/
http://www.qdl.qa/en
http://www.oxfordbusinessgroup.com/aurak
http://www.architectureopenlibrary.com/

i. Loan Period

Studentg 10 items for 3 weeks
Facultyi 20 items for one semester
Staffi 3 items for 3 weeks

ii. Renewals
Circulating items ray be renewed online or at théotary Circulation Desk. The
borrowers may renew items twice in succession unless the item has been requested by
another user.

iii. Fines
All borrowers pay overdue fines for late return of the borrowed items. Days on which
the Library is closed are not counted. Current overdue fine is:
AED 5.00 per day per item (circulating and reserve materials)

iv. Lost and/or Damaged Items

Replacement fines for lost or damaged library materials are the actual price of the
material.

2. Reference Services

Upon request, the library provides reference sestwéelp students, faculty, staff, and

library visitors use and identify proper resources for their work. Patrons are encouraged to
contact the librarian on duty for help in using reference services and online resources of
books and journals.

3. Internet Servie

Workstations within the Library Lab have internet access, as well as access to common
productivity software applications. The library is serviced by wireless internet to facilitate the
use of laptops. The wireless network will allow users to accesshmtiiorary catalog as

well as the electronic databases, inside@utdide the University Campus.

4. Online Public Access Catalog (OPAC)

The library catalog contains all library holdings and serves as a search guide for easy retrieval
of library materialslt allows users to browse all existing library resources of the university
online. The catalog could be accessed through the library welpthge the University

homepage.

5. Printing Services
Students can use the networked printer located in the Library @der Lab through their
accounts (IDs and Password). The library also provides a scanner aneébpearaited seH
service photocopier.

VI.  Library Facilities

SAQR library consists of 5,350 sqg. ft. comprising space for stacks areas, r@adingtaff
work areas, and a computabbratory for library applications. The reading area is spacious,
airy, and well lighted; it includes 16 individual private stwadyrels a group study room, and

a conference room. The library can accommodateahdbti20 seating capacity at a time. To
secure resources, CCTV cameras and Library Security system are installed at the library.
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VII.  Library Classification System & Call Number
a) Library Of Congress Classification Scheme

The library collections are arrangadd classified according to the Library of Congress
Classification System. The Library of Congress Classification System main subjects are:

A GENERAL WORKS

B PHILOSOPHY, PSYCHOLOGY, RELIGION

C AUXILIARY SCIENCES OF HISTORY

D WORLD HISTORY AND HISTORY OF EUROPE, ASIA, AFRICA,

AUSTRALIA, NEW ZEALAND, ETC.
E&F HISTORY OF THE AMERICAS

G GEOGRAPHY, ANTHROPOLOGY, RECREATION
H SOCIAL SCIENCES

J POLITICAL SCIENCE

K LAW

L EDUCATION

M MUSIC AND BOOKS ON MUSIC

N FINE ARTS

= LANGUAGE AND LITERATURE

Q SCIENCE

R MEDICINE

S AGRICULTURE

T TECHNOLOGY

U MILITARY SCIENCE

Vv NAVAL SCIENCE

Z BIBLIOGRAPHY, LIBRARY SCIENCE. INFORMATION RESOURCES
(GENERAL)

b) Call Numbers
A call number is like an address. It tells where an item is located in the library. The
Library uses the Library of Congress Classification system to shelve items on the same
topic together. Each cataloged item has a unique call number that begins withiaroe
three capital letters followed by numbers. Most call numbers appear on the spine of the
item.

c) How To Read Call Numbers
Following is an example of an LC call number:

Read It Read call number te-bottom, line by line
LB Read in alphabetitarder
First Line Example: LB before LC
2395 Read as a whole number.
Second Line Example: 2395 before 2396
C65 Read the letter alphabetically
Third Line Read the number as a decimal
Example: .C6499 before .C65
1991 Read the publication date, volume
Fourth Line or copy number and/or other annotations.
Find It The Library Catalog indicates the location of each item in the library.
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VIIl. LIBRARY GENERAL RULES AND REGULATIONS

Silence should be maintained in the library.

An D card must be presented for borrowing of library materials.

Eating, drinking, and other activities that distract other readers are strictly prohibited.
Online chatting and playing games are not allowed in the Library Computer Laboratory
Use of mobile phoes inside the library is strictly prohibited.

Do not leae your valuables in the librariibrary is not responsible for the loss of
personal valuables.

Do not reshelf used library materials.

Handle all library materials with care.

9. Keep the library clean.

ook wbdhPE

© N

Information Technology

The Information Technology Department provides technological resources to support learning,
teaching, and research within AURAK community. IT Department is dedicated to facilitate and
enhance teaching, learning, and administragreises and to increase the productivity and efficiency

of the AURAK community using information technology resources.

The IT Department provides the following services which each usexpgctedto utilize in an
effective, righteous and legal way.

Domain Account

Domain account is issued to each student, faculty and staff upon joining the university to access
AURAK technology resources. Each domain account has email address and internet access privileges
associated with it. This also provides access teamomputers, library database and AURAK online
services such as campus portals, and Blackboard.

Identification Card

The ID card provides access to the library and entrance to events and campus premises. Students o
an AURAK student visa receive their ifard after obtaining the student visa.

The ID card must be with the students at all times when entering the campus and when participating
in any AURAK activity. Initially, the ID card is provided free of charg&udents may report lost or
damage cards drmobtain a replacement with applicable charges. The ID card must be surrendered to
the IT Department upon leaving AURAK.

Internet access

Wireless and LAN based network are available on campus and residence halls. The library browsing
area and dedicatedoputer labs have internet connectivity available for students use.

An AURAK account is required in order to access the campuBiVWiccount details and instructions

on how to access the internet are provided to the student during their joining.

Student Email Accounts

All enrolled students receive an individual AURAK email account that is linked to their student ID
number to ensure effective communication among students, faculty and the administration. For all
internal communication, students must use@ th&RAK email account. Students are required to check
their AURAK email regularly for important announcements, campus events, news, and other
information.
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Service Computers

There are two computer laboratoriequipped with sufficient desktop computesbich students can

use to accessmails, prepare assignments, access scanned documents, conduct research, or check the
web during vacant time. Thesomputer laboratories are in Building B andl@ng G. Additionally,
computers are also available,fasst e nt s6 wuse, in the | ibrary bro

Service Printers

There are dedicated printers in the universityor st ude nt s dunctos @intersTaeo mu
available, one in Bilding G and the other is in the Library. These printers also allow stutbestan
documents for free. Printing of documents are not for free. Students may consult with the Finance
department on how to load credit to their account for printing.

Apart from the multifunction printers, there is alsmlaserjet printer in the Library for printing
purposes only. Lastly, a cemperated photocopy machine is available in the Library. Presently, all
printers and copy machine support only black and white printing, therefore, students must be
responsible in preparg ahead of time for any colored printing requirements.

MS Office Educational Version

In collaboration with Microsoft, each student is entitled to a free use of MS Office 2016 application
for their personal devices. This is an educational version opipiecation and is limited to a number

of devices of which it can be installed. No license key is required for the installation.

Please refer to the Manuals section of the following link to access the user guide for downloading and
installing the MS Office2016 applicationThe manual is available in pdf and video format:
http://aurak.ac.ae/enfttepartment/

OneDrive for Business

Aside from MS Office 2016, in association with Microsoft, each studentl®azed to use OneDrive

for Business application. The application gives you 1TB of online cloud storage space for your files,
may it personal or work related. Aside from being able to access your files anytime through the
Internet, it also allows you tehare files with colleagues.

Please refer to the Manuals section of the following link to access the user guide for accessing or
downloading and installing Onee for Business application. Theamual is available in pdf format:
http://aurak.ac.ae/enfttepartment/

AURAK online services
Online services are provided and available for use even whenetlsidiniversity premise¥hese
services include:

A Faculty and Student portals(Students can view their schedules, degree unit, grades and even
register online using the Student Portal. Faculty can view their schedules and post grades using
the Faculty Portal. These portals are accessible online.)

A E-learning tool / Blackboard (Facuty can use the system to create courses, upload course
material and collaborate with students. Students can also use the system to communicate and
collaborate with Faculty assigned to their courses.)

Faculty, Student, and Staff Email

IT Helpdesk Portal (Used to create and follow up IT Helpdesk service tickets)

HR Information System (Used by staff for any HRelated concerns.)

Online Application (Students can apply for courses online)

Online Payment (Payment gateway allows students to make their paymetisAURAK
online)

RedStore (A Discount Program which offers special deals and discounts to AURAK students,
faculty, and staff. For more information, vibitp://redstore.aurak.ac.qe/

To o o Do I I>
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IT Help Desk

The IT Helpdesk provides the first level of support and advice for staff, faculty and students on all
gener al technol ogy problems encountered whil e
supported core software. The IT Helpdesk operates as tijle piint of contact for rapid restoration

of services. Creating a service ticket can be done through the IT HelpDesk under My AURAK tab on
AURAK website. The HelpDesk is also available through email, phone andimasisistance.

Email: it@aurak.ae
Phone: +971 7 2210 900 ext. 1213
Walk-in: IT Department, Building D, Ground Floor and IT Héhesk Office, Building B.

Computer and Network Resource Use Polic

AURAK computing resources (domain accounts, telecommtioicéechnologies and technological
resources, including Internet, computers, email, servers, printers, software, and other computer
peripherals) are available for use by AURAK community, other authorized users such as visitors and
contractors (collectivgl "Users") to support the academic mission, programs and activities of the
university.

I n order to preserve the security, availabil:i
rights to an open exchange of ideas and information, éspdsible Use of Computing Policy defines
the responsibilities of each member of AURAK

resources. The policy supports investigations of complaints involving computing abuse including
sexual harassment, hor code, and UAE law violations. Violations tiois policy may resultin
terminationof accesssuspensiomf accounts, disciplinary action or in extreme cases, access can be
taken away without prior notice and user's consent and legal action may be taken. Violation to this
policy or another university's policy using AURAK computing resources should be repottesl to
Information Technology Department through email. Evidence of illegal activity will be turned over to
the appropriate authorities.

Responsible Use

AURAK provides the campus community with access to educational, communicational and
administrative resarces. Network account holders are expected to use those resources in a responsible
and efficient manner, consistent with the instructional, research, and administrative goals of the
university. AURAK will not be liable, under any circumstances, for deg tored on or deleted from

its storage. Users must take full responsibility for the storage of personal files created on AURAK
computing resources. Additionally, users should be aware that emails and files stored on computers
may not be private. AURAKaserves the right to inspect systems under its control when necessary for
the normal operation and maintenance of the university's computing resources or in case of any
violated law or university policy.

Guidelines in Using AURAK Computers and Network Resurces
Following are the details pertaining to the Responsible Use of Computing Policy:
1 Do not share your User ID and Password. You are solely responsible for all activities generated

from your User ID.

1 Use your assigned email account to communidagaveen and among AURAK students and
personnel.

1 Check your email account regularly for communications with the staff members, instructors
and student representatives. Make sure to check other folders such as Spam, Junk and Clutter
where some emails mightebautomatically moved by the email system.
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Be responsible in using shared resources. AURAK resources are intended for educational,
research and administrative purposes. Othe
that have educational and resezn benefit such as but not limited to news reading, personal
communications, etc. are allowed but not to be abused.

Do not wuse faculty and staff’s computer co
Do not take computers or equipment off campus or out of the courfdgly equipment or
accessories issued to a faculty or staff member may be taken off campus.

Be considerate and respect the rights of others. Example but not limited to unnecessarily
holding a public PC or workstation for a long period of time when othersugre waiting for

these devices is to be avoided.

Respect the desire for privacy, and refrai
defined cases.

Abide by the security restrictions on all systems and information to which you have access

Irresponsible Use of AURAK Computers and Network Resources

The following are indications of the irresponsible utilization of AURAK computing resources. Any
illegal, immoral, unethical, or inappropriate use constitutes a violation of this policy lesgard
whether it is specifically mentioned herein:

T

Monopolizing systems, overloading networks with excessive data, degrading services, or
wasting connect time, disk space, printer paper, manuals, or other resources.

Extending AURAK network such as butlmited to using personal wireless router, running

game servers, Windows Servers, Novell NetWare Servers, or any form of UNIX in a server
configuration.

Sending threatening or harassing materials.

Using another user’s accnount without his/ h
Using AURAK’'s resources to engage in troubl
letters,"” broadcasting messages or unwanted materials, etc.

Using AURAK email for inappropriate personal use or for business, gambling, or fundraising
purposes.

Sharingconfidential data, or system with another person.

Any attempt to bypass or disrupt the systel
is intended to propagate viruses, damage f |
Use AURAK IT resources for unfair political purposes, such as using email to circulate
advertisements for political candidates.

Redistributing of copyrighted materials or software.

Accessing of nework related sites to download, view, create or distt®®uExample of sites

are but not limited to those containing pornographic, racist, hate promoting material, or

other material whose access may undermine campus policies and college values.
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Laboratories

AURAK has well equipped labs, in line with the intational standards, for all their programs. All
teaching laboratories are equipped with atdsual equipment and computers to facilitate teaching
and learning.
Both the Biotechnology Department of the School of Arts and Sciences and the School of
Engineering have a sufficient number of laboratories to support the learning, teaching and resource
needs of all theiprograms. These laboratories are as follows:
Engineering

Building B

- Architecture Computer Lab

- Architectural Studio |

- Architectural Studio Il

- Architectural Studio Il

Building E

- Surveyindab (StevinRockLabl)

- GeotechnicaEngineerindab (StevinRockLabl)

- Construction Material LafStevinRockLabl)

- HighwaylLab(StevinRockLabll)

- FluidMechanicsand HydraulcsLab(StevinRockLablV)

- Thermal Sciences Lab

- Materials Lab

- Manufacturing Processes Lab

- Petroleum Lab

BuildingG

- AdvancedComputingCentralFacility

- Microprocessors and Embedded Systems Lab

- Computer Networks Lab

- General Computer Lab

- ECElLabl

- ECE Lab

Arts and Sciencekaboratories
Buildinge
- Julphar Biotechnology Laboratory

Building B
- Physics Laboratory

Building D
- Mass Communication Laboratory (The Al Ain Media Lab and Studio)
The Electronic bbs focus on electronics, communications, signatessing, digital systems,

microprocesor and microcontrollers. All Engineeringlis are equipped with wired and wireless
connectivity.
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In addition to a dedicated Computer Laboratory, computer workstations equipped with data logger
software are available some laboratories for conducting laboratory exercises.

Mass Communication Laboratory (The Al Ain Media Lab and Studio)

The Al Ain Media Lab and Studio at the American University of Ra&imah aims to provide its
expanding student body with accéss@dvanced technological resources necessary for the
implementation of media and communicati@hated projects.

The lab accommodates up to 16 Macintosh desktop computers with software applications, such as
FinalCut Pro for video editing, and Photoshop image manipulation.

The studio includes higtefinition digital video cameras, professional lighting kits and seund
mixing capabilities.

The Al Ain Media Lab and Studio plays a cl ear
with excellent écmology-related instruction.

Science Laboratories

To support the laboratoflyased modules of the Biotechnology Program, there are dedicated
Biotechnology, Chemistry and Physics laboratories. In these labs, student learning is facilitated
through practicaéxercises. The Julphar Biotechnology Laboratory, housing cell culture and molecular
biology facilities, has been functional since September 2012. The Biotechnology and Chemistry
Laboratories are fully equipped with standard and specialized instrumentattuding: Digital
Balances; Centrifuges; phheters; Spectrophotometers; Spectrofluorometer, Upright and Inverted
Microscopes; Laminar Flow Cell Culture Cabinets; an Ultralow Freezer; PCR thermocycler; Gas
Chromatography; Rota Evaporator; Refractometdncubators; Shaking Platforms; UV
Transilluminator; Nucleic Acid and Protein Electrophoresis equipment; and Protein Blotting
apparatus, etc.

The Physics Laboratory is equipped with: a Force Table and Pulleys-&idgparatus; Voltmeters;
Multimeters: Gcilloscope; Capacitors; Projectile Launcher with Photogates and PASCO computer
Interface: Force Sensor; Motion Sensor; Dual Trace Cathode Ray Oscilloscope; Michelson
Interferometer; and Polarization Analyzer, etc.

Laboratory instrumentation and reageats constantly updated to ensure maximum efficacy in the
teaching of laboratorpased modules. In addition to dedicated computer laboratories, computer
workstations equipped with data logger software are available in some laboratoriesdocticg
laboraory exercises.

Engineering Laboratories

The electronic labs focus on electronics, communications, signal processing, digital systems,
microprocessor and microcontrollers. The laboratories are fully equipped with standard and
specialized instrumentationdluding:

Dual Trace Digital Storage Oscilloscopes, Dual Trace Cathode Ray Oscilloscope, Frequency
Analyzers, Digital Sweep Function Generators, General Function Generators, Digital Multi meters,
DC Power Supplies,Electrical & Electronic Circuits Trainer, Digital Circuits Trainers,
Communication Circuits Trainers, Different Types Breadboard Modules, Temperature Controlled
Soldering Stations.

The laboratories are supported with different types of components which include: Resistors,
Capacitors, Inductors,ibdes, Zener Diodes, Transistors, Photo Transistors, Digital Chips, Memory
Chips, Analog Chips, GAamps Chips.
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The laboratories are equipped with computers that have network software for labs requiring
simulations: VHDL Software for Digital System Desigall, MATLAB for Digital Signal Processing
and PSpice Software for Analog and Digital Circuits Simulations.

Laboratory Safety

Many laboratorybased modules require students to handle reagents, equipment or other material that
may be of a hazardous naturdudents receive orientation by the course instructor on general
laboratory procedures and practices in the first class of a laboratory course. This orientation also
highlights the safety features of the laboratory including the position of the safety simal\es/ewash

stations and the fire exits. Instructions regarding any specific safety precautions and procedures
(including usage of chemicals or other reagents of a hazardous nature) associated with a laboratory
exercise are provided to students aheaasofg the hazardous material or performing the associated
technique/procedure or operating any equipment. Such instructions include information on the nature
of the hazardous material/procedure, the associated risks and the appropriate safety procedures an
techniques to handle and dispose of any hazardous substance as applicable. Students are encourag
to read the Laboratory Safety Manual which provides guidance on the safe handling of hazardous
substances and general laboratory safety practices. A tuersion of the Laboratory Safety Manual

is available in each instructional laboratory and a copy is also available in the Library. Students are
required to strictly adhere to safety instructions and handle laboratory equipment and materials in a
manner ppropriate to their personal safety as well as the safety of their colleagues and laboratory
personnel. Students are not allowed to work in a laboratory except under supervision of a course
instructor or a laboratory staff member. Any student found to uteght norcompliant with
laboratory safety procedures will face disciplinary action.
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University Policies

Anti-Bullying

Bullying is defined as behavior that intimidates, degrades or humiliates a student, or a member of staff
or faculty in front of other people or on a eteeone basis. Bullying is considered a serious matter.
However, bullying is not about differences ofrdpns except in the case of physical fighting, nor is it

an occasional conflict or problem. Instances of bullying should be referred3tuthent Services and
Enroliment Manageme@ffice.

Copyright

AURAK follows the copyright laws of the UAE. Copyrighotices are posted above the photocopy
machine in the library and other locations as necessary. Copyright law covers the duplication or
unauthorized use of materials such as:

- Books

- Atrticles from Journals (printed or online)

- Case Studies

- Chapter§) from bookg)

- Databases

- Software

- Circulation of archival copy

- “Networking” software without | icense or p.

- Loading a single copy of a software program onto several computers for simultaneous use
- Making copies of copyrighted software for studerse
- Perpetual license vs. annual license

Copyright is not to be taken for granted. Violating copyright law leads to legal disputes between
publishers and AURAK. The following excerpts from the copyright law cover its most relevant
provisions:

“ No pthesepubtications [articles, cases, books] may be produced or transmitted in any form

or by any means, electronic or mechanical, including photocopy, recording, scanning or any
information storage and retrieval system, wi
- “ U p oaeptamae of an article by the journal, the author(s) will be asked to transfer copyright of
the article to the publisher. The transfer will ensure the widest possible dissemination of
information. The Journal and the individual contributions contained are protected by the
copyright of the publisher and the foll owing
- “Single photocopies of single articles may b
Permission of the publisher and payment of aieeequired for all other photocopying, including
multiple or systematic copying, copying for general distribution, for advertising or promotional
purposes, for creating new collective works, for resale, and all forms of document delivery.
Special ratesra available for educational institutions that wish to make photocopies for-non
profit educational classroom use. "’ Publ i shel
copyright material for private research use.
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This authorization does not exteradany other kind of copying, by any means, in any form, and for

any purpose other than private research use. Authors may use their own material in other publications
provided that the journal is acknowledged as the original place of publication and tisheuis

notified in writing and in advance.

The following guidelines apply to AURAK:

- Books: A chapter of a book or less than 10% of the book can be photocopied for personal use. For

classroom use and for general distribution, permission from the publisheequired.

- Software: All software used on campus must be used in compliance with applicable licenses,
notices, contracts, and agreements. By using the university software, students assume personal
responsibility for their appropriate use and agreectmmply with the university policy and other
applicable policies as well as local and federal laws and regulations of the UAE.

Safety Policy

AURAK is committed to providing an environment that is reasonably free from recognized safety
hazards and compliewith applicable laws concerning hazardous chemicals, fire prevention,
occupational health and safety, handicapped accessibility, and the environment. To effectively meet
the goal of reducing accidents and illnesses, AURAK has developed a Comprehensw®|3afe

The Safety Office manages the plan and reviews it annually to meet the appropriate needs of AURAK.
Efforts are channeled into several specialty areas, for example, fire protection, occupational health and
safety, asbestos management, environméetath, emergency planning, and risk management.

In coordination witthe AURAK Safety Office and other departments, AURAK security develops and
promulgates procedures to respond to civil disturbances, hazardous material incidents, fire, gas leaks,
severeweather conditions, and other potential threats to campus safety and security. Additionally,
individual security officers are encouraged to report unsafe conditions observed while on patrol and
while serving as first responders to accidents. To ensueevaak practices during all university
activities, the Safety Officer makes certain that appropriate environmental health and safety rules and
regulations are written, published, and communicated to employees and students.

Fire Safety Plan:

The Fire Safgt Plan provides instructions for identifying, monitoring and addressing fire safety issues
at AURAK. The plan describes emergency procedures, building evacuation drills, inspections, training
and procedures to use in the event of a fire.

Drills:

TheResident Assistantsr EDRAK, in cooperation with the Administration Manager and Emergency
Planning of Ras Al Khaimah Fire Department and AURAK Security, conduct fire drills in the
residential halls at least once a semester.

Fire Suppression Equipment:

AURAK maintains various fire suppression systems in each building. These include: fire
extinguishers, standpipes and fire hose reel water pumps strategically placed throughout AURAK.
Approximately 20 portable fire extinguishers are located on AURAK andf tnampus residences

and other buildings. The Safety Office is responsible for providing training, inspecting, testing and
refilling fire extinguishers. Fire suppression systems on campus are inspected by an outside contractor
on a quarterly basis.

"Emergency exits should be used during emergencies only. Please comply
accordingly for safety and security reasons."
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Evacution Routes:

Evacuation routes are developed for buildings on the AURAK campus. Individual evacuation plans
may be developed for any empéeor studentith a disability and who may require special assistance

in the event of a building evacuatioRaculty, Staff, and Supervisoraust identify individuals
requiring assistance, or individuals may gda#ntify, to the Safety Officewho will coordinate the
development of an individualized evacuation plan.

Awareness€Programs

Health and safety awareness programs are developed and regularly scheduled for students at AURAK
The purpose of these programs is to promote a safer and healthierscampronment by helping
students become aware of their behavior. The Offi&wdent Services and Enroliment Management
periodically presents programs regarding topics which include alcohol and substance abuse, CPR, and
other health and safety issues.

Cross Referencing of University Policies

For assistance cross referencing University policies between the Student Handbook, Catalog and
Policy Manual please contact the Office of the Dean of Student Services in Building D.

AURAKDiIrectory of Contacts

The directory ofilll AURAK employees by classification of service is available online at the following
URL.: http://aurak.ac.ae/en/abeatirak/campuslirectory/

Ramadan
During the most holynonth of Ramadan the university expects all students, staff and faculty to refrain
from smoking, eating and drinking in public d

Dress Code. This means that ther e uwriagthe @yl OKI N
hours prior to Iftar. The AURAK rule of NO SMOKING in all university buildings is still in effect.
Students, staff, and faculty are expected to show deference to Muslim colleagues and friends, and
U.A.E. regulations and cultural practicky following these rules.

Staff members may take a half lunch break at a time appropriate to their work schedule. During the
month of Ramadan the office hours for fasting individuals are 9:00 am to 3:00 pm.
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Campus Map

dogall yuly nd &x8ap0ill doolall

American University of Ras Al Khaimah

© Building A © Building E
- Office of the President (Laboratory)
- Office of the Provost © - Julphar Biotechnology
- Marketing and PR Office - Steven Rock
- SagrLibrary - Research & Dev't.
- VP of Quality Assurance - Engineering Material

- Office of QA - Manufacturing Process
- Office of IER
© - Architectural Design

. Studio
(2] Building B - Architectural Writing
- Classrooms Clinic
- Counseling, Testing &
Disability Services (6 ) Building F
- Dean’s Offices - Faculty Offices

- Laboratory
@ Building G
(3 ) Building C - Auditorium

- Faculty Offices - Canteen
- Classroom

S - Dean’s Offices
4
BUIId!ng D - Faculty Offices
- Admissions

- Gym
) |(::.(.;1 IaEnce - Laboratories
i HR - Lecture Room

T - Student Center

- Registrar © Football Field
- Student Life

Note: Subject to further amendment and revision until building details are finalized.

70| Page AURAK Student Halbook 20162017



Frequently Asked Question$&AQ)

Q: How can | find out about activities being held?
We announce our activities through bulletin boards, em&@MSthe AURAK website and Facebook
or visit the office of Student Life.

Q: How can | sign up for any activity?
Simply pass by th&udent Life department on theGroundfloor Building Dand sign up or send an
email.

Q: Can I join or start a student societylld?
Yes, you can, if you follow the established procedufesk the Student Life Office for information
concerning the requirements and application process.

Q: Do you have lockers available to store my books on campus?
Yes. Please contact Student LGfffice to get a locker.

Q: Where do | go if | lose something on the AURAK premises?
"Lost and Found" is located in the Student Digpartment,Building DGo to thedepartment on
the Groundfloor to report a missing item, drop off one that you have founrdlaim an item.

Q: Do you have a health center on campus?
Yes, we have a health center in BuildBwyith a registered nurse who can provide first aid when
necessary.

Q: Do you have someone | can talk to about some problems | am facing?
Confidential ounseling is available for AURAK studeRts. further information, please contatte
Department of Counseling, Testing, and Disability Services located in Building B.

Q: What are the office hours of th&tudent Services and Enroliment Managemedffices?

Student Services and Enrollment Managemeaitsonnel are availabl8unday through Thursday
from 8:00 a.m. till 6:00 p.nTheOffice of Admissions is also open Saturday from 9:00 a.m. till 5:00
p.m.

Q: What do | need to become a student AmbassadoAldRAK events?
You should have already earnadninimum or24 credithours and your CGPA should be a
minimum of3.0. If you meet these requirements, visit the Student Digpartmentto sign up.

Q: Where do | find my student ID number?
T New Students Yourstudent ID number is on your admission letter.
1 Returning Studentslf you forgot your student ID, look on your AURAK Student Card or on
your AURAK Student Portal. The transcript and bill statement all indicate your AURAK
Student ID number.

Q: What is tle AURAK Student Portal?

The AURAK Student Portal is your online tool that gives you access to
1 Registration
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T Bill statement (a bill statement will not be mailed to you)

1 Timetable/ Class Schedule

1 Class information that your instructors post such asdyiabus, announcements,
assignment descriptions, notes, etc.

T Your grades

T An unofficial transcript

Q: How do | access my AURAK Student Portal?
New Students are given an AURAK Student Portal User ID and password prior to registration.
Returning Studentslf you forgot your User ID or password, contact IT in building D.

Q: How do | access AURAK computers and my AURAK Email?
New Students will be issued a User ID, password, and AURAK Email after registration.
Returning StudentsIf you forgot your User IDr password, contact IT in Building D
This password will give you access to:
1 On-campus Computers
1 AURAK EmailThis is the primary way that you will be contacted throughout the year with
important information

Q: I need confirmation of my erollment. Howdo | obtain verification of enrollmen®
1 If you need a letter written, complete thEnrolmentVerif cati on f or m i n t he
Office.
T If you need a form completed, bring the form to the Registration Office.

Q: I have a physical limitation, learningjsability, or mental health disability. What should | do?

A student needing accommodations must see Brepartment of Counseling, Testing and Disability
Servicego discuss individual need§heywill document the need, create a learning plan with the

student and be the liaison between you and your professors/instructois.ultimately the

student’ s responsi bi | ithe yniversity bypnredistering itethen e e d k n o
Department of Counseling, Testing, and Disability Services.

Q: How many crdits do | need to take to be a fulime student?
To be a fultime student you need to be enrolled aminimum of 12 credit hours @burses) per
semester for undergraduate and 9 credit hours for graduates (Masters).

Q: I think I am eligible tayraduate. What do | need to do?
Vi sit t h ©ffide angconspletetizergraduiation form, for evaluation of yoeoursework
completion.

Q: To whom do | talk to about student loans?
Contact theScholarship an&inancial Aiaffice in Building D.

Q:When are fees due? How do | pay?
For information on when fees are due and how to pesgTuition and Fees.

Q: Why should | register for classes early?
1 Early Registrants receive priority for spots in classes
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1 During Early Registration, course and prograivisors are available to aid students in
course selection

Q: I want to know which courses are required for my degree program. How do | find out?

Your first step is to visit with your academic advisor who has information regarding your degree
plan. The dgree plan you follow depends on the year you entered the university and the area of
concentration for your degree. The degree plan established when you enter the university will be
the degree plan you follow through your graduation. By obtaining a cbfhyeadegree plan from

your advisor you will be able to track the courses needed and those you have completed.

As you near completion of your degree, you magnplete a degree audit forpfound in the
Regi str ar ' ®endueeghatrydu nvid meeall the requirements to graduate.

Q: I am an athlete. Should | take a full course load?
1 All AURAK studerdthletes must be enrolled in a minimum of 12 credit hours per semester
1 All returning AURAK studeathletes must pass 18 credit hours during thgievious year of
study and maintain a GPA of 2.0 or higher.
1 Consider your workoad carefully in consultation with an academic advisor. Some student
athletes carry a full load of 15 credit hours per semester and maintain very good GPAs.
Others reduce theiloads to 12 credit hours per semester

Q: Why should I get to know my faculty advisor?

Your faculty advisor is available to meet with you about courses, future academic and career plans,
or spiritual/personal issues. Faculty advisors take a spiet@kst in their students' needs and
concerns, and can help to give perspective and advice.

Q: Why should | declare my program?

Declaring a program of study allows you, the student, to clarify your educational and career goals.
Additionally, the univeliy is able to plan for future classes, faculty, and staff. Another benefit is
found in that declaring your major may open financial aid doors.

Q: What are credit hours?

Credit hours are a standard measure used in determining how much academic mateaeéred.

A course of three credit hours normally requires three hours of lectures per week for one semester.
Thus, if you choose five courses of three credit hours each, you will be in class for fifteen hours.
Students are allowed to register for a maxim of eighteen credit hours in a semester.

Q: What are prerequisites?

Prerequisites are courses that must be completed before enrolling in some upper level courses.
Some courses at the 200 and 300 level have prerequisites. All courses at the 400 légletor

have prerequisites.

Q: What are "Humanities"?

The Humanities are those branches of learning concerned with human intellectual culture,

exploring its past, present, and future. At AURAK, we offer courses in the Humanities in these fields:
English, i$tory, Languages, and Philosophy.
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Q: What are "Social Sciences"?

Social Sciences are those branches of study concerned with human society, social relationships, and
individuals within society. At AURAK, we offer courses in the Social Sciences inefldsse fi
Anthropology, Economics, Geography, International Development Studies, Peace and Conflict
Transformation Studies, Political Studies, Psychology, and Sociology.

Q: What are "Sciences"?

Sciences are those branches of study concerned with the phenoofeha material universe and
its general laws, employing methods of empirical observation and systematic classification. At
AURAK, we offer courses in the following Sciences: Biology, Chemistry, Computer Science,
Mathematics, and Physics.

Q: What are "Intiegrative Studies"?
Integrative Studies explore the mosaic of knadge, around a theological centan service of the
highest of human loves, which are the laafeGod and the love of neighbo

Q: What are the exam regulations?
AURAK faculty will ensutkat the academic assessment of the undergraduate is fair, accurate,
aligned with learning outcomes and program goals and is undertaken at an appropriate level as
follows:
- Students shall undergo a minimum of 3 assessments distributed evenly throughout the
semester.
- Assessment tools may be in the form of Exam, Project, Paper, Presentation, Homework
assignment, Class quiz and Case study/analysis.

Q: Are there special arrangements fetudents with disabilitiesin exams?

YesA student needing accommodations mwssit the Department of Counseling, Testing and

Disability Services to discuss individual ne&taffwill document the need, create a learning plan

with the student and be the liaison between you and your professostiuctors.lt is ultimately

the student’s responsi bil ity DdpartmentokGounsehng, need
Testing, and Disability Servicasd the professors/instructors.

Q: Where to get information on the degree programs?
You can visit b AURAK website, click the admissions buttonthede you can find the
undergraduate and graduate programs.

Q: How can | change my major?
Fill outthe change of major form at the regis aoffice and have it siged by the new advisor and
old advisor.

Q: Is confidentiality ensured?

Yes. Al student s’ i nformation i s conwritedent i a
permission from the concernestudent.
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Q: Whom should I contact if there is a mistakemy academic record?
Visitthereg i s toffieer ' s

Office of the Registrar

American University of Ras Al Khaimah

Sheikh Saq Bin Khalid Road

Ras Al Khaimah, UAE

PO Box 10021

Tel: + 971 7 2210 500

Email:reqgistrar@aurak.ac.ae

Q: How can | get &etter to confirm that | am a student at AURAK?
Visitthe Regista r dffise andcomplete the request foenrollment verificatiorform.

Q: How to withdraw temporarily?

On a casdy-case basis a student can be force to file temporarily withdravastudent cannot

simply file a leave of absence without reasonable / excusable reasons.

If a temporary withdrawal is granted for a semester or a year, a student will be given a semester to
apply for readmissionUnless there are extenuating circumstances suillaess, a leave of

absence is not normally given to a student who leaves the university during a term.

University Withdrawal

Official withdrawal removes students from any academic program and cancels student status at
AURAK. In order to return to the wersity, students need to apply for-sdmission through the
Admi ssions Office. Students who wish to withd
at the Registrar’s Office and get <cl ear aessce f i
is completed satisfactorily and all financial obligations to the university are cleared, the effective date
of withdrawal is noted on the student’s per ma
used for calculating billing or refunds. Noades other than a W for the current semester are
recorded.

If a student wishes to return, he/she needs to apply foadmission through thédmissiors office.

Q: Can | get help with my CV/Resume?
Yes.Students may ask through ti2epartment ofinternship, Career Development and Alumni
Affairsfor assistance with Resume and CV writing.

Q: How do | apply for Internship?

A student who has completed 90 or more semesigith a 2.0 CGPA is eligible fitwing an

internship.An application can be oained from theDepartment of Internship, Career Development

and Alumni AffarsT he appl i cation should be completed a
academic advisor, the department internship coordinator, and the managBepartment of

Internship, Carer Development and Alumni Affaifsr signaturesWhen submitting the

application, the student will need to submit an unofficial transcrigidatedCV ,a copy of their

passport, a copy of the visa, and a copy of the front and back of the Emirates ID card.
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Q: As a Masters student what is the minimum grade requirements?
The normal graduate student load is 9 credit hotitswever,
T A student with a cumulative GPA of 3.5 or above is entitled to register for 12 creditinours
the following semester.
T A student with a cumulative GPA of less than 3.00 is entitled to register for 6 creditihours
the following semester.
T Only 3 credit hours are allowed duringyaindividualsummer term.
| f a graduate student’ s c¢ umugdlaaeton acalenEprbatios. b el
During probation status, the following conditions apply:
1 A graduate student on probation may not register for thesis or final project credit hours
until a cumulative GPA of 3.0 is achieved. Probation will be removed at thefeamy
semester in which the studemttainsa CGPA of 3.00

Q: Do I need to be enrolled as a fdlme student?

It isthe choice of a student to enrbas full time.To be considered full time graduate student you
need to enroliin a minimumof 9 credit hours per semester, and for undergraduate 12 credit hours
per semester.
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