FREQUENTLY ASKED QUESTIONS (FAQS)
Declaration of Major or Minor

When can I declare my major?

Declaring a major can be done anytime provided that you have done the introductory course of your intended major and fulfill the requirement set by that particular department.
However, declaration of major must be done before you reach Level 2. You will automatically be in Level 2 when the credit hours you earned are more than 30. If you are in Level 2 and have not declared your major, you will not be able to register for any course during pre-registration and add/drop periods.

What is the procedure to declare a major?

First, you must complete the introductory course of your intended major. 
To major in HIST, PSCI and SOCA, you must obtain:

· a minimum of a B grade for the relevant introductory Human Sciences course or 
· a CGPA of at least 2.8.
To major in PSYC and COMM you must obtain:

1. a B grade for the relevant introductory Human Sciences course and 
2. a CGPA of at least 2.8.

To Download the ‘Declaration of Major (for HS student only)’ form 
1. Go to http://www.iiu.edu.my/irkhs
2. Click on ‘Downloads’.
3. Click on ‘Office of the Deputy Deans (Human Sciences)’. The form is at No. 19. 
4. Get recommendation from Head of Department.
5. Submit the form to Sr. Fathihin or Br. Azmi at the Office of the Deputy Deans (Human Sciences) to be processed.
6. Check your new graduation audit/study plan through online.
How do I decide on my specialization? 

To decide on a specialization, you need to consult the relevant authority at your department. Your specialization does not need to be declared at the Office of the Deputy Deans (Human Sciences) but may need to be declared at departmental level. Please refer to your department for further enquiry.

What if I do not fulfill any of the requirements to declare my major?

Based on your best grade and interest, you need to list down your first five choices of major. Next, you have to fill in the ‘Declaration of Major’ form and get a recommendation from the Head of Department of your first choice. If unsuccessful, you need to go to your second choice. Repeat the process until you have gone through all your five choices.
If all departments reject your application, the next step is to make an appointment to see the Deputy Dean (Academic Affairs). Please see or call Sr. Adibah phone number at the Office of the Deputy Deans (Human Sciences) to arrange for an appointment.
How to declare minor in other Kulliyyah?
HS and BENL students are very fortunate because they have the opportunity to widen their knowledge in other Kulliyyahs’ disciplines. The available minors are:

· Business Administration
· Economics

· Information Technology

· Laws

· Education – for BENL students only

Before you can declare your minor, you must declare your major first. However, it is possible to declare your major and minor at the same time, depending on the conditions set by a particular Kulliyyah. 

Condition to Minor in Business Administration or Economics

You must obtain a CGPA of at least 2.8.
Conditions to Minor in Information Technology

You must register for INFO 1102 Database System I and ICTM 1301 Internet Application and obtain at least a C grade for both subjects.
Conditions to Minor in Laws

You must register for LAW 1020 Malaysian Legal System and obtain at least a B grade for the subject. Besides that, you must obtain a CGPA of at least 3.00 at the time of your application.
Conditions to Minor in Education – for BENL students only

You must obtain a CGPA of at least 3.3 and attend an interview session at the Institute of Education.

If you have fulfilled the requirement(s), you can download the ‘Declaration of Minor from other Kulliyyah (Batch 053 & Above)’ form.

1. Go to http://www.iiu.edu.my/irkhs
2. Click on ‘Downloads’.
3. Click on ‘Office of the Deputy Deans (Human Sciences)’. The form is at No. 21. 
4. Fill in the information needed.
5. Submit the form to Sr. Adibah at the Office of the Deputy Deans (Human Sciences) to be processed.

Registration

Why doesn’t the subject that I have taken appear in my study plan? 

If a subject does not appear in your study plan even after you have taken it, the possible reasons might be:
a) You fail that subject and thus it does not appear in your study plan

b) You took the subject during PRSS programme. You need to apply for transfer of credit for the subject. To download the ‘Application for Credit Transfer’ form:

1. Go to http://www.iiu.edu.my/irkhs
2. Click on ‘Downloads’. 
3. Click on ‘Office of the Deputy Deans (Human Sciences)’. The form is at No. 8.

4. Complete the form.
5. Submit the form to Sr. Zanuriah at the Office of Deputy Deans (Human Sciences) to be processed. 
c) If you have passed the subject, you may see or call staff phone number at the Office of the Deputy Deans (Human Sciences) and request to generate your study plan.
Why can’t I register online? 
If you are unable to register during pre-registration or add/drop periods, this could be due to several reasons. The most important thing is to carefully read the message that appears on screen when you try to log-in. Please jot down the message and you may contact staff phone number at the Office of the Deputy Deans (Human Sciences) to identify the problem.

The possible reasons might be:
a) You try to register on a day which is not meant for your level. For instance, you are in Level 2 but you try to log-in on a registration day for Level 3. Your level is determined by your credit hours earned, not attempted. Credit hours can only be earned if you pass the registered courses in examinations. Please check your level and credit hours earned by printing your latest confirmation slip.
Determination of Level

Level 1
: earned between 0 – 30 credit hours 
Level 2
: earned between 31 – 60 credit hours 


Level 3
: earned between 61 – 90 credit hours 


Level 4
: earned 91 credit hours and above

b) You are blocked from doing course registration by the Finance Division. Please settle your outstanding fees to be released from the blockage.
c) You key-in the wrong password. Please check your password.
d) If you applied for study leave (SL) last semester, you need to clear your SL status first. Please see or call Sr. Norfaridani phone number at the Office of the Deputy Deans (Human Sciences) to clear your SL status.
Where can I get the adjustment form? 

All forms are available from KIRKHS website. We do not provide any form at our office. You may get the ‘Adjustment (for registration problem only)’ form from http://www.iiu.edu.my/irkhs. Go to ‘Downloads’ and click on ‘Office of the Deputy Deans (Human Sciences)’. 
Excuse from classes

I want to apply for absence from classes for 2 weeks because I want to get married. Where can I get the form and what is the procedure?

The form can be printed from http://www.iiu.edu.my/irkhs. Go to ‘Downloads’ and click on ‘Office of the Deputy Deans (Human Sciences)’. 

After you have obtained all lecturers’ recommendation, submit the form to Sr. Norfaridani at the Office of the Deputy Deans (Human Sciences) to be processed. Please attach your supporting document i.e. wedding invitation card. You are not allowed to miss classes before your application is approved.
Examination

I am 7 months pregnant. My due date for delivering my baby is on 21st June (during examination period). Can I apply for special examination this semester? What is the procedure?

Yes, you can. You must obtain a medical report confirming the expected due date from IIUM Health Centre or from a government hospital and submit the report to Sr. Ayunita or Sr. Zanuriah at the Office of the Deputy Deans (Human Sciences) before the final examination period begins. Please enclose your name, matric number and contact number with the report. Please print your examination slip to check whether your appeal has been processed or not. It should state ‘Absent with permission’ for each course you applied.
During the first week of the new semester, you must come to the Office of the Deputy Deans (Human Sciences) and see Sr. Fathihin to confirm your intention to sit for special examination.
What is the procedure to take resit Examination?

How do I apply to resit a paper?

Application for resit examination is only allowed for graduating students who are supposed to graduate last semester but unfortunately fail one course or more. A student who obtained a ‘Y’ (barred) will not be allowed to resit a course. You may apply for resit during the first week of a normal semester and the first three days of a short semester. A fee of RM100 per course will be charged. 

The ‘Application for Resit Examination’ form can be printed from http://www.iiu.edu/irkhs. Go to ‘Downloads’ and click on ‘Office of the Deputy Deans (Human Sciences)’. Complete the form and submit it to Sr. Ayunita at the Office of the Deputy Deans (Human Sciences) if the course(s) that you applied for is under Human Sciences Division. 
Marks for resit examination will be out of 100 percent, but it does not affect your final CGPA. When you apply for resit examinations, you have two options:

a) Resit and register the course in the current semester. Once you have registered, you need to go to class as usual until you obtain the result for the resit examination. If you pass resit examination (PR), the course will be dropped. If you fail resit examination (FR), you have to continue with the class and sit for the examination at the end of semester.
b) Resit but do not register the course in the current semester. If you fail resit examination (FR), you have to repeat and register the course next semester.

Graduating Matters

Why is my name not in the graduating list? This is my last semester.

I am a graduating student; however my name is not in the graduating list pasted at the Kulliyyah’s notice board? Why?

Please print your graduation audit and see Sr. Ayunita or Sr. Zanuriah at the Office of the Deputy Deans (Human Sciences) for consultation. They will check the problem and confirm your status.
When can I do clearance?

I am a graduating student, when should I do clearance?

You can do clearance when the Office of the Deputy Deans (Human Sciences) has updated your status as graduated (GR). We will check all graduating students’ status after the final examination results are released to students. Please allow at least 5 working days from the day results are released for us to complete the checking and updating.
Once your status is graduated (GR), you may print ‘Clearance’ form at http://iiu.edu.my/anr/apply.html The form is grouped under ‘STUDENT’S FORMS’ - ‘Graduations & Convocations’.
Can the Kulliyyyah provide any letter to confirm that I am a student of IIUM and graduating this semester? How long would it take?

It is called temporary certification letter. The letter can be applied at A&R for a fee of RM1. The application form can be printed from http://iiu.edu.my/anr/apply.html It is grouped under ‘STUDENT’S FORMS’ – ‘General Applications’. A&R has stated that the process will take 3 working days excluding the application day.
Transcripts

How can I get full academic transcript?

When can I get my full transcript?

The office of the Deputy Deans (Human Sciences) only provides partial academic transcript. You are eligible to obtain your full academic transcript only after:
· your status has been updated as ‘GR’ (graduated) by Office of the Deputy Deans (Human Sciences);
· your graduation has been endorsed by the University Senate;
· you have done your clearance. 
Once the three conditions have been fulfilled, you may collect your full academic transcript at the Admissions and Records Division (A&R).

How do I apply for partial transcript?
You need to download the ‘Application for Partial Transcript (Undergraduate)’ form:

1. Go to http://www.iiu.edu.my/irkhs
2. Click on ‘Downloads’. 
3. Click on ‘Office of the Deputy Deans (Human Sciences)’. The form is at No. 3. 
4. Complete the form.
5. Submit it to Sr. Adibah at the Office of the Deputy Deans (Human Sciences) to be processed. A fee of RM3 per transcript will be charged. 

If you want your transcript to be posted, you must provide an A4 size envelope with mailing address and stamp. 
Upon receiving your request, we will process your partial transcript within 2 working days. If you insist on getting your partial academic transcript on the spot, a fee of RM25 per transcript will be charged.
Readmission

What is the procedure to apply for readmission?

Students who are eligible to apply for readmissions are:

a) First year students whose CGPAs are above 1.00;

b) Two consecutive provisional pass students whose GPAs are above 2.00 irrespective of year of study. Provisional pass means when a student obtains a CGPA less than 2.00 in a semester;

c) Terminated students due to non-registration with valid reasons;

Application for readmission only opens during normal semester. Dismissed students need to get a ‘Readmission’ form from Sr. Norfaridani at the Office of the Deputy Deans (Human Sciences) during the first week of a new semester. A fee of RM150 will be charged. Application during the second week of a new semester will be charged with RM300.

Change of Programmes
How do I change programmes from Kulliyyah of IRKHS to other Kulliyyahs and from other Kulliyyahs to Kulliyyah of IRKHS?
The process of changing programmes from one Kulliyyah to another Kulliyyah is handled by Admissions and Records Division (A&R). Please refer to A&R office at the Central Administration Building.
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