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KULLIYYAH OF ISLAMIC REVEALED KNOWLEDGE AND HUMAN SCIENCES

KULLIYYAH POLICIES AND PROCEDURES ON THE MONITORING OF STUDENTS’ ATTENDANCE, WARNING AND BARRING, AND CONSEQUENCE OF BARRING FROM REGISTERED COURSE OF THE SEMESTER 
These policies are made in accordance to the following references:

i. SOP on monitoring of students’ attendance, IIUM/TNL/AMAD/08, 
ii. SAPER 2015 on page 64: Attendance Requirements 
iii. SAPER 2015 on page 19: Barring and Consequence of being Barred 
iv. Minutes of the Undergraduate Committee Meetings (UGCM)
· UGCM: 3/2017, held on 28th March 2017
· UGCM No. 8/2017 held on 21st August, 2017
v. Minutes of Kulliyyah Board of Examiners (KBOE)
· KBOE: 8/2017 held on 18th Dec. 2017
vi. KIRKHS Policies and Procedures on the Monitoring of Students’ Attendance and Barring   from Final Examination dated Feb. 23, 2012
PART A:
ATTENDANCE REQUIREMENTS

(i)
COMMENCEMENT DATE OF MONITORING OF ATTENDANCE

Monitoring of students’ attendance must be done starting from the first day of class. In the case where the course is newly added, the monitoring of attendance will be from the date when it was added. The class list is provided by the Registration & Examination Section, AMAD and can be accessed through the following Internet address: http://itdportal.iium.edu.my/advise/ or at My IIUM Portal.

(ii)
CANCELLATION OF CLASSES

Lecturers who have to cancel their classes due to unavoidable or unforeseen circumstances, are required to inform the Office of the Head of the Department (HOD). The cancelled classes have to be replaced or postponed to a date and time where all students are able to attend.
(iii)
SUBMISSION OF ATTENDANCE REPORT

a. Source of Attendance Report
The attendance report must be generated from the University system.
b. Frequency of submission

All lecturers must also submit to the HOD Office the attendance record once in a semester i.e. in the 15th week of the semester together with record of students who have been absent, warned and barred (after which it is referred to as manual attendance record).
c. Deadline of submission

The deadline of attendance submission is as stipulated in the Academic Calendar of the semester. Lecturers are given 1 week after the deadline to compile and submit the attendance record together with its manual attendance record as an attachment to the DDAA Office through HOD Office. Any academic staff who did not submit his/her attendance class record will be issued a show cause letter.

d. Mode of submission

Lecturers have two (2) modes for submission of students’ attendance, i.e. either through the use of i-Ta’leem or submission by using manual attendance record.

· For i-Ta’leem users, lecturers are required to inform their respective  HODs, and no need for them to submit the manual attendance record.

· For manual users, lecturers are required to submit duly signed Students’ Attendance Record Submission form together with their manual attendance record to their respective HODs before the deadline.

· All submissions must be made through HOD Office. The DDAA Office will not accept individual submission of class attendance record and therefore, there shall be no more cases of which walk in lecturers to DDAA Office to submit the attendance record.
e. Attendance Forms
For record purposes, DDAA Office has prepared two (2) forms (downloadable from DDAA Website) concerning on class attendance report submission:
	Form
	User

	Students’ Attendance Record Submission
	Course Instructor

	Submission of Class Attendance
	Head of Department


(iv)
ELIGIBILITY FOR ENTRY TO EXAMINATION

a. Officially registered with a Course with Final Examination Mode of Assessment and Attained 80% Class Attendance
If a course is with final examination assessment, a student is eligible to sit for the final examination only if he / she is officially registered for the course and fulfills the required 80% of attendance and other requirements as provided in the Senate policy. A student must be barred from taking the examination if he / she fails to meet any of the above requirements.

PART B:
PROCEDURES FOR WARNING AND BARRING

(i)
PERCENTAGE FOR WARNING

a. 0% Class Attendance

Student with 0% class attendance should have been warned much earlier than the barring deadline. Lecturers are reminded not to delay the issuance of warning letter.  
b. 10% Class Attendance 
It is a responsibility of the lecturer to issue a warning letter to the student who has missed the classes for ten percent (10%) of the total classes per semester. A copy of the letter shall be sent to the Deputy Dean Academic Affairs / Head / Parents and Student’s File.  The DDAA Office will issue the copy of warning letter to the student / HOD / Parents and Student’s File.
However, the warning notice after 10% absence from classes may be dispensed with if the lecturers can justify to the Dean of the Kulliyyah that the issuance of such notice is not reasonably practicable when after all means have been used to issue the notice to the student but to no avail, or where the time frame between the first warning notice and the barring notice is too close due to the time taken to process the first notice and the need to beat the deadline of the issuance of the barring notice to the students.
(ii)
PERCENTAGE FOR BARRING AND RECOMMENDATION FROM KULLIYYAH

a. 20% Absent from Class

When a student has been absent for twenty percent (20%) of lectures, the student should be informed that he / she will be barred from the registered course of the semester. The procedure to bar the student is done by filling in the barring form and getting recommendation from the HOD of the Department. The form should be forwarded to the DDAA Office.

b. Authorization to Bar 
Irrespective of whether a particular course is with final examination or non-final examination assessment, the Dean of the Kulliyyah has the authority to bar a student who does not achieve minimum class attendance requirement of 80% from the total class sessions.
(iii)
ISSUANCE OF BARRING LETTER

a. Barring Letter

Based on the recommendation from the Kulliyyah, the DDAA Office will issue the barring letter to the student and a copy is sent to the HOD / Course Instructor / Finance Division / Parents and Student’s File. 
(iv)
CONSEQUENCE OF BARRING

a. Impact of barring by mode of Course Assessment

Depending on mode of the course assessment, consequence of barring is as follows:

	Mode of course assessment
	Impact of being barred

	Final Examination
	· The student will not be allowed to sit for the final examination.

· A “Y” grade, which is equivalent to an “F”, will be computed in the student’s CGPA.

· Student will have to repeat/replace the course in the subsequent semester, depending on the type of the course.



	No Final Examination
	· The student will be barred from the registered course of the semester.

· A “Y” grade, which is equivalent to an “F”, will be computed in the student’s CGPA.
Student will have to repeat/replace the course in the subsequent semester, depending on the type of the course.




b. Illegal Barring

Barring without warning is considered null and void. The DDAA Office has no option but to allow the student to continue with the registered status course in the semester, to attend the final examination (for course with examination assessment) and be graded accordingly.
Lecturers are reminded not to delay the issuance of warning towards the end of the deadline of barring. This is because warning after the barring deadline is pointless.
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