
Student Handbook 2016 - 2017





Student Handbook   I   Page 3

Executive Introduction

Rabdan Academy has a clear mandate from its 
stakeholders to create a University status dual sector 
education institution which has a rigorous qualifications 
framework to develop the nation’s future leaders and 
ensure continued national resilience capability within 
the UAE.

Rabdan Academy use a phased approach to achieve its 
mission to create a world-class education institution 
beginning with a small cohort of students in September 
2012 and expecting to grow significantly shortly 
thereafter. The roadmap includes a Foundations 
program, short courses and additional undergraduate 
and postgraduate programs.  

In 2013, the Academy offered an initial catalogue 
of two Bachelor of Science programs - Integrated 
Emergency Management (IEM) and Business Continuity 
Management (BCM).  In 2014, the Bachelor of Science 
in Comprehensive Police Station Management, a 
program developed to be directly relevant to the needs 
of its stakeholder community - the Police, enrolled the 
first cohort of students.  In 2105, further new programs 
are being developed to meet the needs of our stakeholder 
partner organizations.

Students come primarily from stakeholder organisations 
including traditional military, police, Ministry of Interior, 
Critical Infrastructure & Coastal Protection Authority (CICPA) 
and the National Emergency and Crisis Management 
Authority NCEMA communities, but also include a 
broader spectrum of government departments and 
private industries with national resilience agendas, i.e. 
utilities, finance, travel and tourism.

Rabdan Academy is a dual sector institution that 
delivers academic programs, but also coordinate the 
accreditation of vocational training. The model will 
create flexible learning pathways for students by 
recognising their prior learning and experience and 
allowing them to fast-track through their qualifications. 
It will link to and co-ordinate with leading institutions 
and developmental agendas around the world. 

Flexibility is also provided through multiple exit points 
within the programs. Students may choose to exit at 
Associate Degree, Higher Diploma or Bachelor levels or 
transfer their credits to other institutions or employment 
organisations.

Rabdan Academy has defined a niche market position 
based upon servicing its stakeholder community with 
educational programs that have a geographic focus, 
dual sector and academic elements and a developmental 
educational approach.

The UAE has a demonstrable need for a Resilience 
Academy. Rabdan Academy has been designed to meet 
that need.
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1. Academy Vice President  
    Introduction and Welcome

Thank you for choosing to study with the Rabdan 
Academy.

On behalf of the whole team at Rabdan Academy, we 
welcome you to join us and study in one of the world’s 
most unique academies. 

We have an educational institution conceived from the 
vision of His Highness Sheikh Mohammed bin Zayed 
bin Sultan Al Nahayan, Crown Prince of Abu Dhabi and 
Deputy Supreme Commander of the UAE Armed Forces.  
His vision is driven by a clear focus on the challenges 
faced in ensuring the resilience of our nation. Many key 
departments and agencies of the UAE have worked 
together to make Rabdan Academy a reality. 

The learning curriculum and environment have been 
created to help you become a leader in your chosen 
field. The Academy is built on lessons learned from 
around the globe and creates a world-leading educational 
experience for you that:

•	 Supports	your	individual	learning	needs.
•	 Enables	you	to	transfer	your	qualifications	as
             you move between roles.
•	 Helps	to	develop	your	career.
•	 Enables	you	to	work	more	effectively	with	your
             colleagues in other agencies to better protect
            our country, and
•	 Provides	internationally	benchmarked
           qualifications.

I expect you to work hard, and if you have been away 
from education for a while it may feel challenging in the 
early stages.  But I pledge my full support and the 
support of my team, to each of you. We are all here to 
make Rabdan Academy the best of its kind in the world, 
and that means we must provide you with the best 
opportunity to succeed and reach your full potential. We 
will support you today and in your future career.

So I welcome you to Rabdan Academy.  Make the most 
of your time here and focus on your studies. Together 
we will make an important difference to the resilience 
and future success of our nation.

Dr. Faisal Obaid Al Ayyan
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2. General Information

A - How to use the Handbook

The purpose of this handbook is to help you prepare for your studies at Rabdan Academy. It answers key questions, 
provides information about your rights and responsibilities and explains what we expect of you during your time with us.

B - Assessment Centre

Rabdan Academy Assessment Centre staff work with you to plan your personal study goals and curriculum. The Centre 
offers  support for your learning and, where appropriate, exempts you from courses and modules that you have already 
passed. This saves time and allows you to progress through your studies efficiently.

When it is appropriate, your prior learning and experience will be recognised, for example, knowledge and skills gained 
during active service and through studying for previous qualifications.

C - Key Contacts

If you have any queries that cannot be answered by reading this handbook, the names and contact details for our key 
service areas are listed below.

Student services

For all general student enquiries, queries and issues, please contact the Student Services Office as follows:
Name:        Mohamed Abdulla Al Kindi
Position:     Student Services & Registration Officer
Telephone: +971 2 599 9116     
Email:         studentservices@ra.ac.ae   

Normal office hours: 08:00 to 16:00

Other enquiries

All other enquiries can be made with specific Rabdan Academy departments or service areas as shown below.

Key Service Areas 

Department                     Name                    Phone                 Email

Academy President &         Suha Moussa El Zein        +971 2 599 9002 selzein@ra.ac.ae 
Academy Vice President Office

Academic Affairs &        Dr Michael Lee Jacobson          +971 2 599 9030  mjacobson@ra.ac.ae
Interim Dean         

Institutional Effectiveness       Austin Frank Bond   +971 2 599 9004 byoung@ra.ac.ae

Library  Faye Michele Doran       +971 2 599 9100 fdoran@ra.ac.ae

Registrar  Samya Salem Al Saedi    +971 2 599 9110 salsaedi@ra.ac.ae

Student Services        Mohamed Abdulla Al Kindi  +971 2 599 9116 studentservices@ra.ac.ae



Faculty 

Business Continuity and Integrated Emergency Management

Name     Position
Dr. Amadeus Michael Kubicek  Faculty Lead – Assistant Professor BCM& IEM
Dr. Naill Mohamed Al Momani  Associate Professor
Dr. Carlos Samuel   Assistant Professor
Dr. Sudha Sudhir Arlikatti  Associate Professor
Frank William DelGrosso   Lecturer BCM & IEM
Anthony Michael Eli Mcaleavy  Lecturer BCM & IEM
John Harrison    Associate Professor

Comprehensive Police Station Management

Name      Position 
Dr. Andrew Mcinnes   Program Chair CPSM
Jonathan Alexander Kearney  Assistant Professor
Ebrahim Sulaiman Al Blooshi  Assistant Lecturer
Douglas Edward Abrahamson  Assistant Professor

General Education & Foundations

Name      Position
Deborah Elizabeth Wilson  Program Chair, Foundation & General Education
Dr. Patrick Michael Doran  Associate Professor, General Education
Maurice Abi Raad   Senior Lecturer, Foundation & General Education
Lisa Ann Fraser    ESL Instructor
Nathan Andrew Soelberg   ESL Instructor
Katherine Barr Miller   ESL Instructor
Halina Stolar    ESL Instructor
Dr. Carla Amoi Rudder   Associate Professor
Jon  Albert  Petersen   Senior Lecturer
Vilja   Wheatcroft   ESL Instructor
Besma Bent Omar Allagui  ESL Instructor
Laura Marie Mcwhorter   ESL Instructor
Allison Moira Priest   ESL Instructor
Dr. David Brian McKay   Associate Professor, General Education
Dr. Jules St John    Assistant Professor, Foundation & General Education
Dr. Sylvie Marguerite Raymond  Associate Professor, Foundation & General Education
Mohammed Mhmood Al Matalka  Arabic Lecturer
Khawla Saeed Al Hattawi   Assistant Professor, Environmental Science
Bridie Jacquele  Farah   Ethics Lecturer

Crime Scene

Name      Position
Mohammed Mhmood Al Matalka  Arabic Lecturer
Ebrahim Sulaiman Al Blooshi  Assistant Lecturer
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D - Campus Location

Street address: Al Dhafeer Street                                           Postal address: P.O. Box 114646, Abu Dhabi, U.A.E. 
Telephone: +971 2 599 9111                                                 E-mail: studentservices@ra.ac.ae
Fax: +971 2 599 9112                                                           Web: www.ra.ac.ae



3. Academic Calendar
The key dates in Rabdan Academy annual calendar are listed below. 
 
Ramadan and religious holidays are based on the official Hijra calendar from the Ministry of Justice and Islamic Affairs.  This means that apart from 
National Day and New Year’s Day, they will need to be confirmed.  Announcements of closures on religious and/or public holidays will therefore 
be announced near the time.

 

Towards a more resilient nation 

Academic Calendar 2016 - 2017 

Pre Semester 
Sunday, August 14th, 2016 Deans, Program Chairs, and Faculty return from leave 

Sunday to Thursday, August 14th - 18th, 2016  New student placement, advising, and registration  

 

Fall 2016: August 21st, 2016 - January 5th, 2017 

Date Range 
Instruction  

Week# 
Days Activity Important date this week 

Aug 21st - 25th, 2016  1 5 Classes begin, orientation, advising, and 
timetable distribution 
Student Ceremony 
Last day to add/drop courses 

Sunday, August 21st, 2016 
 
Tuesday, August 23rd, 2016 
Thursday, August 25th ,2016 

Aug 28th - Sep 1st, 2016  2 5 Last day to withdraw from a course without 
penalty(WW) 

Thursday, September 1st, 2016 

Sep 4th - 8th, 2016 3 5 Apply withdraw from a course with penalty(WF)  

Sep 11th - 15th, 2016  4 2 Eid Al Adha Sunday, September 11th,12th,13th 2016 

Sep 18th - 22nd, 2016  5 5   
Sep 25th - 29th, 2016 6 5   

Oct 2nd  - 6th, 2016  7 4 Hijri New Year's Day Sunday, October 2nd, 2016 

Oct 9th - 13th, 2016  8 5 Midterm Exams  

Oct 16th - 20th, 2016 9 5   

Oct 23rd - 27th,2016  10 5   

Oct 30th - Nov 3rd ,2016  11 5   

Nov 6th - 10th, 2016  12 5   

Nov 13th - 17th, 2016  13 5 Advising and Pre-registration  

Nov 20th - 24th, 2016  14 5   

Nov 27th - Dec 1st, 2016  15 4 Martyrs Day & UAE National Day Celebrations Wednesday, November 30th, 2016 

Dec 4th - 8th, 2016  16 5 Final Exams Sunday, December 4th 2016 

Dec 11th - 15th, 2016  17  Final Grades Due 
Milad Un Nabi 

 
Monday, December 12th, 2016 

Dec 18th - 22nd, 2016    Winter Break Sunday, December 18th 2016 

Dec 25th - 29th, 2016    Winter Break  

Jan 1st - 5th, 2017    New Year’s Day 
Winter Break (students only) 

Sunday, January 1st, 2017 

 Total 75   

 
Spring 2017: January 8th, 2017 – May 25th, 2017 

Date Range 
Instruction 

Week# 
Days Activity Important date this week 

Jan 8th - 12th, 2017 1 5 Classes begin, orientation, advising, and 
timetable distribution  
Student Ceremony 
Last day to add/drop courses 

Sunday, January 8th, 2017 
 
Tuesday, January 10th, 2017 
Thursday, January 12th  2017 

Jan 15th - 19th, 2017  2 5 Last day to withdraw from a course without 
penalty (WW) 

Thursday, January 19th, 2017 

Jan 22nd - 26th, 2017 3 5 Apply withdraw from a course with 
penalty(WF) 

 

Jan 29th - Feb 2,2017  4 5   
Feb 5th - 9th, 2017  5 5 Activity Week – Sports Day, Health Day, etc.  

Feb 12th - 16th, 2017  6 5   
Feb 19th - 23rd, 2017  7 5   
Feb 26th - Mar 2nd, 2017  8 5 Midterm Exams  

Mar 5th - 9th, 2017  9 5   

Mar 12th - 16th, 2017  10 5   

Mar 19th - 23th, 2017 11 5   

Mar 26th - Mar 30th, 2017    Spring Break  

Apr 2nd - 6th, 2017   Spring Break (students only)  

Apr 9th -13th, 2017  12 5   
Apr 16th - 20th, 2017  13 5   

Apr 23rd - 27th, 2017  14 4 Israa and Miaraj Monday, April 24th, 2017 

Apr 30th - May 4th, 2017  15 5   
May 7th - 11th, 2017  16 5   

May 14th - 18th, 2017  17  Final Exams  

May 21st  - 25th, 2017  18  Final Grades Due  

 Total 79   
 
 
 
 



 

Towards a more resilient nation 

Post Semester 

June 15th, 2017 Last day for Faculty 

June 22nd, 2017 Last day for Deans and Program Chairs 

 
 Summer 2017: Condensed and Optional: May 28th - July 13th, 2017  

Date Range 
Instruction  

Week# 
Days Activity Important date this week 

May 28th – Jun 1st, 2017 1 5 Classes begin 
Last day to add/ drop  courses 
Last day to withdraw from a course 
without penalty(WW) 

 
 
Thursday, June 1st, 2017 

Jun 4th - 8th, 2017 2 5 Apply withdraw from a course with 
penalty(WF) 

Thursday, June 8th 2017 

Jun 11th - 15th, 2017 3 5   

Jun 18th - 22nd, 2017 4 5 Midterm Exams  

Jun 25th - 29th, 2017 5 2 Eid Al Fitr Monday - Wednesday, June 26th - 28th, 2017 

Jul 2nd - 6th, 2017 6 5  Thursday, July 6th, 2017 

Jul 9th -13th, 2017 7 3 Final Exams 
Final Grades Due  

Wednesday, July 12th, 2017 
Thursday, July 13th, 2017 

 Total 30   

 
Faculty return from leave: August 13th, 2017        Classes begin: August 20th, 2017 

 
Public and Religious Holidays 

Holiday Date Days 

 Arafat Day  Saturday, September 10th, 2016 1 

 Eid Al Adha Sunday- Tuesday, September 11 - 13 2016 3 

 Hijri New Year's Day Sunday, October 2nd, 2016 1 

 Commemoration Day Wednesday, November 30th, 2016 1 

 National Day Friday, December 2nd, 2016 2 

 Prophet Mohammed ‘s Birthday Monday, December 12th, 2016 1 

 New Year’s Day  Sunday, January 1st, 2017 1 
 Israa and Miaraj Monday, April 24th, 2017 1 

 Eid Al Fitr  Monday – Wednesday June 26 - 28, 2017 3 
Note: The exact date of Islamic and religious holidays is subject to confirmation. 
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Academic Calendar 2016 - 2017 
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Dec 4th - 8th, 2016  16 5 Final Exams Sunday, December 4th 2016 
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Instruction 

Week# 
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Jan 8th - 12th, 2017 1 5 Classes begin, orientation, advising, and 
timetable distribution  
Student Ceremony 
Last day to add/drop courses 

Sunday, January 8th, 2017 
 
Tuesday, January 10th, 2017 
Thursday, January 12th  2017 
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Feb 12th - 16th, 2017  6 5   
Feb 19th - 23rd, 2017  7 5   
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Mar 5th - 9th, 2017  9 5   
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Apr 2nd - 6th, 2017   Spring Break (students only)  
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4. Academic Integrity
You are expected to behave respectfully and with integrity at all times. You must take personal responsibility for educational 
honesty and maintain the highest standards of personal conduct at all times. You must do your own educational work and 
make an equitable contribution to the group effort when participating in group work or assignments.

Rabdan Academy prohibits dishonest and unethical behaviour under all circumstances, in particular:

•	Cheating
•	Plagiarism
•	Obtaining	unfair	advantage
•	Copying,	and
•	Unauthorised	access	to	Rabdan	Academy	systems,	data	and	records.

Academic staff will work with you to ensure that you fully understand what constitutes educational dishonesty and that you 
understand the consequences of engaging in it.

Any staff member who becomes aware of any matter of educational dishonesty by a student will meet with the education 
advisor of the student and discuss the alleged breach with the student in the presence of the student’s advisor. If it is 
determined that educational dishonesty has not occurred, no further action will be taken. If after discussing the matter, the 
staff member and educational advisor consider the breach to be of a minor nature, they have the discretion to impose an 
appropriate sanction. The matter will be formally reported in writing to the Registrar and the details shall be placed on your 
student file. You will be formally advised by the Registrar that the matter has been placed on your file and also advised of 
future action if there is any repeat offence.

If the staff member and Education Advisor consider the breach to be of a significant nature then they will refer the matter to 
a committee. If the matter is referred to a committee, you will be advised within seven days of the referral and the protocols 
for you to attend a formal hearing to respond to any issues and present facts which you believe are relevant to the case. The 
Committee shall determine whether a breach has occurred and rule on any penalties or sanctions that may be imposed. If 
the student is found to have committed a breach then a letter will be issued to the student outlining the sanctions, which 
have been imposed, and the findings. The letter will be placed on the student file. If the case is dismissed, then the student 
shall be advised that he is free to continue with his studies. The student has the right to appeal the matter and if the appeal 
is subsequently upheld then the report of the matter shall be removed from the student file record.

5. Students Rights and Responsibilties
We recognise that you have a right to be treated with respect and fairness, and that you have equal rights of access to all 
services and facilities to support your educational endeavours. The Rabdan Academy grants these rights in return for your 
cooperation in treating fellow students, staff, property and facilities with respect. While enrolled at Rabdan Academy, you 
must abide by its policies, procedures, rules and regulations. Some of your responsibilities include:

•	Participating	actively	and	positively	in	the	teaching	and	learning	environment.
•	Maintaining	steady	progress	in	your	studies.
•	Engaging	positively	with	the	social	and	cultural	life	of	the	Rabdan	Academy.
•	Responding	to	reasonable	requests	from	Rabdan	Academy	faculty	and	staff	without	undue	delay,	and
•	Whenever	possible,	contributing	positively	to	the	reputation	and	development	of	the	Rabdan	Academy.

The Academy policies regarding a student’s rights and responsibilities are designed to ensure that you have a clear 
understanding of the policies, procedures, rules and regulations, to which you should adhere whilst enrolled. You should 
familiarize yourself with your rights and responsibilities with respect to:

•	Appeals	and	grievances
•	Data	protection	and	privacy	issues
•	Disciplinary	procedures
•	Health	and	safety
•	Student	personal	records



If you have a concern that your rights have been breached or ignored, you should seek advice from your educational advisor 
in the first instance, to discuss the matter and outline your concerns. If your educational advisor is unable to assist 
or resolve the matter, then you should seek advice from the Director of Academic Affairs for academic matters, and the 
Manager of Student Services and Registration for non-academic matters. Your advisor will advise you of the procedures 
that will be followed to seek resolution to the matter. If the matter cannot be resolved at this level, then the matter will be 
referred to the Executive Vice President whose decision will be final. Any breaches of the Academy rules and regulations 
will be subject to the Student Discipline Policy.
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6. Health and Safety

We are committed to providing a safe and healthy 
environment for our staff, students and visitors. However, 
you are expected to take responsibility for your own 
actions and not put yourself or others at risk.

Any occupational health and safety issues identified 
will be taken seriously and addressed promptly. If you 
identify any health and safety risks or have any health 
and safety concerns, you must contact Student Services 
and Registration promptly to report any injuries or 
incidents that occur.  

Rabdan Academy campus is a no smoking campus.

7. Student Council

You have the oppor tun i ty  to  par t ic ipate in 
dec is ion-making processes through the Rabdan 
Academy Student Council (RASC)  on educational and 
non-educational matters.

Every full-time or part-time student enrolled in the 
Foundations or Bachelor’s program  is eligible to vote 
in RASC election, and to participate in Student Council 
sponsored activities.   Only full-time students, in good 
academic standing, may run for and hold the offices of 
RASC.

The objectives and purpose of RASC are to:

•	 promote student understanding of and appreciation 
for the complexities of the operation of an institution 
of higher education;

•	 actively engage student participation in the 
discussion of issues relevant to the development 
of the Academy;

•	 represent the diverse student population of Rabdan 
Academy by pursuing academic, social, administrative, 
and policy initiatives of interest to the student body; 

•	 responsibly manage and actively advocate on behalf 
of students in addressing their implicit and explicit 
concerns, thus providing a positive communication 
link between the student body and the management 
of Rabdan Academy; and

•	 support transparency in the operation of the Academy.

All powers of RASC are delegated to it by the executive 
management of Rabdan Academy and/or the Board of 
Trusties.   All actions of RASC are subject to review, 
and possible veto, by the Executive Vice President.  

The Executive Vice President appoints a member of 
the faculty as an advisor to aid RASC in its activities 
and projects. In order to modify rules and regulations 
involving the student body, the elected RASC president 
must bring the consensus of RASC to the Executive Vice 
President, and the Board of Trusties.

8. Student Activities and 
     Organisations

Organised activities are encouraged, provided they 
support the Academy mission, vision, objectives and the 
social, cultural and recreational interests of the student 
body.  Activities related to educational, scholarship, 
professional leadership and student development are 
particularly welcome.  Any organisation or club formed 
must be open to all Academy students and must support 
and represent the interest of its members.  No organisation 
or club may have affiliations with others that have 
illegal aims or goals, or that breach UAE local or federal 
laws. The Academy encourage the formation of student 
groups, organisations and clubs that are aimed at 
positively supporting students’ learning, recreational, 
social and cultural experiences.  Where a group, 
organisation or club’s activities are in breach of any 
rules or regulations of the Academy, the Executive Vice 
President shall have the right to order the organisation 
office bearers to cease all activities which are in breach, 
and remedy the breach.

Any organisation or club formed to encourage and 
support student activities must be open to all enrolled 
students at the Academy.  All groups, organisations and 
clubs must be registered with the Student Services 
department.

•	 Prepare and document their aims, objectives, rules 
and by laws and principal activities, in the form of a 
constitution or articles.

•	 Register the organisation and its constitution or 
articles with Student Services.

•	 Formally appoint and register the names of any office 
bearers who have responsibility for running or 
organising the group, organisation or club.

•	 Prepare and submit an annual report of activities 
and achievements, (and a set of financial accounts, 
where required by the constitution or articles) to 
Student Services.

•	 Adhere to the student publications policy for any 
student-run media.

•	 Notify Student Services of any changes to the 
organisation constitution, articles, office bearers or 
if the group, organisation or club has suspended or 
terminated its operation.
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9. Students Publications

Student publications are encouraged and supported, 
providing they enhance the culture of the Academy. In 
general, student publications considered appropriate 
include:

•	 Those that serve as a tool to assist inform and 
enhance education and learning experiences.

•	 Magazines, bulletins and news journals including 
electronic and social media about education and 
learning events such as guest speakers, conferences, 
research, job and industry placement opportunities, 
scholarships and other general educational topics.

•	 Forums for expressing and discussing ideas and 
opinions related to student life and educational 
matters, and

•	 Notices and information promoting social, recreational, 
sports, cultural and entertainment events.

All publications originating from Rabdan Academy must 
be cleared by the Manager of Student Services and 
Registration before they are distributed or posted in any 
hard copy or online format.

Student authors and editors are responsible for the 
quality and content of their publications and must comply 
with the Academy publications policies and procedures.  
Contact the Manager of Student Services and Registration 
for details.

10. Student Code of Conduct

During your time at the Rabdan Academy, you have four 
primary obligations:

If a group, organisation or club fails to fulfil any of these 
requirements, or breaches the rules and regulations of 
the Academy, the Executive Vice President of Academy, 
or nominee, can order the organisation or club to:

•	 Cease the activities until a remedy or resolution is 
agreed and implemented before the activity, 
organisation or club is allowed to continue; or

•	 Cease all operations permanently.

The office bearers of the student group, organisation or 
club shall have the right of appeal.

A - You must maintain high standards of person
      conduct by:

•	 Actively participating in the learning process.
•	 Attending scheduled course teaching activities and 

submitting assignments on time unless unforeseen 
or exceptional circumstances arise.

•	 Behaving ethically and avoiding any action or 
behaviour that would unfairly disadvantage other 
students.

•	 Ensuring your activities are conducted safely, and 
that you do not place others at risk of harm, and

•	 Not behaving in any way that impairs the freedom of 
your fellow students to pursue their studies.

B - You must respect other members of the Rabdan  
      Academy community by:

•	 Treating staff, fellow students and visitors with 
courtesy, tolerance and respect.

•	 Not engaging in behaviour that is unlawful, 
discriminatory, obscene, and dangerous or that 
could be considered as offensive to others.

•	 Not engaging in behaviour that is perceived to be 
harassing, threatening or intimidating or that causes 
others to fear for their personal safety, and

•	 Not behaving in a way that disrupts or interferes 
with any educational activity or other cultural, social 
or sporting activity.

C - You must use and care for Rabdan Academy
      resources in a lawful and appropriate manner by:

•	 Using and caring for all Rabdan Academy resources, 
such as buildings, equipment, grounds, library 
and information and communication technology 
resources, in a lawful and ethical manner. 

•	 Being mindful of the need for resources to be shared 
by all members of the Rabdan Academy community;

•	 Ensuring your actions does not harm Rabdan 
Academy’s reputation.

•	 Not using, possessing or supplying any prohibited 
drugs, substances or weapons on campus.

•	 Not using Rabdan Academy’s name, resources, 
reputation or crest for private gain or the gain of a 
third party, without prior permission, and

•	 Not engaging in any fraudulent or corrupt activity.

D - You have an obligation to become familiar
      and comply with, Rabdan Academy’s 
      regulations, rules and policies.
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11. Dress Code

You should be aware that your studies prepare you to enter the UAE workforce. You are expected to present a professional 
appearance at all times, and present yourself in clothing that respects UAE customs and traditions and clothing that you 
would be expected to wear in a work environment in the UAE.

The following dress code for all students must be observed.

•	 Male students must wear the official UAE national attire, comprising the Kandoura, Ghatra and Egal. The hair length 
should not exceed 3 cm. Moustaches/beards and sideburns must be neatly trimmed.

•	 Female students must wear an abaya and a hijab.

•	 You are not allowed to wear

a. Jeans
b. T-shirts
c. Sportswear
d. Tight-fitting clothing
e. Transparent clothing

12. Gender Accomodation

The Rabdan Academy campus has the main entrance for male and female students.  Upholding the rules is a joint responsibility 
of all Academy staff and students.

Teaching and learning space is shared by male and female students.  During scheduled classes, male and female students 
are required to sit in designated parts of the classroom, and may not mingle during or after class time.  Male and female 
students may not work in a mixed group on assignments,  share class notes, or engage in conversations inside or outside 
the classrooms.  Any violations may lead to warnings or disciplinary actions including dismissal.  The Library and prayer 
rooms are provided with times and separate space for male and female students.  Fieldtrips are arranged separately according 
to gender.



A - Confidentiality

Student records are confidential. The confidentiality will 
remain in perpetuity, including throughout the duration 
of the student’s enrolment at the Academy, after the 
student has stopped attending, after he has withdrawn, 
and after a student has graduated, including after the 
records that have been archived or destroyed.

Information in the Academy Student Information System 
is not public information. This information is available 
for corporate use.  For corporate purposes, the Academy 
authorized personnel may disclose information from 
a student’s records to authorized persons within the 
Academy, the Ministry of Higher Education and the 
institutions or agencies that operate under its auspices 
(the Ministry) only if those persons have a legitimate 
educational interest.  

The student’s written consent is required before 
disclosing personal and academic information contained 
in the student records, including to the student sponsor 
and official guardian. A student has the following 
obligations, and rights with regard to the student‘s 
records:

• Rights

•	 The right to inspect, review and be provided with 
copies of his/her academic information.

•	 The right to seek rectif ication of his/her 
personal and academic information that he 
believes are inaccurate.

• Obligations

•	 Provide up to date information and details of the 
sponsor.

•	 Provide up to date personal information to the 
Academy.

B - Academy Confidentiality Procedure

A student’s personal and academic records may not 
be released without the written consent of the student.   
The confidentiality of information is permanent until the 
student provides consent, in writing, to release the 
information to a third party or his/her sponsor. Student 
records may be disclosed to Academy personnel with 
legitimate interests in the records.   Graduate listings 
consisting of the Rabdan Student ID, full name, 
credential details and the Academy student email 

address may be released to the Ministry periodical-
ly for corporate use, for statistical analysis, or for the 
purpose of establishing contact with graduates in con-
nection with employment opportunities for graduates. The 
consent of the student to release the graduation details 
is obtained from the student at the time of admission, 
and a record of the consent is maintained in the ad-
ministrative records. Some student records created 
and maintained by the Academy may be subject to the 
federal or emirate statutory disclosure or reporting re-
quirements.  Such records will be disclosed without the 
students’ consent.  Except to the student himself, or a 
person in respect of whom the student has given his/
her consent in writing, student information may not be 
released from a student’s records. Grades or evaluations 
should be posted publicly in a manner that protects the 
identity of the student.  Any request to release the record 
of a deceased student will be evaluated on the individual 
merits of that request.  The Academy reserves the right 
to deny the request in whole or in part.  

C - Student Procedure- Personal Information

A student must provide confirmation of his/her 
personal details in the form of a statement, at the 
following intervals.  These details are entered into and 
maintained in the Student Record System. Such 
confirmation may be made electronically, or in the 
form of a signed statement, in accordance with the 
procedure at the Office of Student Services and 
Registration.

•	 On admission
•	 At the start of each semester
•	 Two weeks before the end of the final semester

A student may submit a request in writing to request 
copies of his/her personal and academic information.  
The Registrar will respond within two weeks from the 
date the request is received.   The procedure that the 
student must follow to make the request is as 
prescribed by the Student Record Custodian at the 
Academy and may require the student to make the 
request online and/or to make payment for photocopies.
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D - Student Procedure – Inspect, Review,
      Amend Information

Some student personal and academic information may 
be made available and displayed to students via the Student 
Window of the Student Information System Portal.   A 
student has the right to request to make amendments 
to his/her personal and academic information that he 
believes are inaccurate.  The student may be required 
to produce evidence in the form of original legal 
documentation where the request involves a change of 
the personal information.   The procedure to request 
making amendments is as prescribed by Registrar and 
may require the student to make the request online 
or make payment for copies. Response to requests is 
made within two weeks of the date of the request.  The 
request to make amendments to personal and academic 
information must be in writing and contain the following:

•	 Description of the portions of specific record(s) that 
the student wishes to have amended

•	 The text or instructions as to the change desired
•	 The reason why the change is justified

E - Student Consent

The procedure below includes making requests for Letter 
of Reference, and Official Transcripts.

A student may request the release of his/her personal 
and academic information to a third party or to his/her 
sponsor at any time by providing consent.  The consent 
must be in writing and contain the following information:

a.  To whom the records are to released
b.  The specific information that is to be released
c.  The purpose for the release e.g. application for a job
d.  The student’s signature, and date of request

No information will be provided to a third party - 
including relatives, friends, other students, or prospective 
employers - who may wish to contact the student or 
verify student status at the Academy without a written 
release from the student containing all of the above.   
Verbal requests, and requests made over the telephone 
are not accepted.  No information is released over the 
telephone.   The Academy maintains the following 
documentation of requests and disclosures.  This may 
be required for the purpose of auditing student record 
keeping procedures by government officials or other 
purposes.  
a.   The name of the person who requested the information
b.   Whether requests are granted
c.   The names of and title of the receiving party, and
      their legitimate interests.

Where an emergency is involved, or at the direction of 
the Executive Vice President, or a court order, the 
Registrar may release to the appropriate authority, with 
a legitimate reason to know, information in the student 
records.

F - Student Information Release Procedure

Personal and academic information contained in the 
student records may be released only after the student 
has provided his/her consent in writing, duly signed and 
dated. On admission, all students are required provide 
the following information: 

Personal information:
Full name
Date of birth
Gender
National ID number
Passport number, union number, and ethbara number
Passport expiry date
Marital status
Mailing address
Residence telephone number

Guardian information
Name of legal guardian
Husband information (if married female student)

Emergency contact information
Name of person to contact in an emergency
Address
Tel (residence)  (office)  (mobile)
Relationship to the student

Academic information
High School Certificate, if applicable
GSC scores, if applicable
CEPA results, if applicable
Previous educational history
English language proficiency certificate e.g. IELTS
Maths proficiency certificate, e.g. CEPA Maths results

Sponsor information (for scholarship and sponsored 
students only)
Name of sponsor (organization)
Name of immediate supervisor, position title
Mailing address
Tel (office) (mobile)

Before the start of each subsequent semester after 
admission, or on re-admission, or re-enrolment, the 
student is required to renew and update the consent to 
the Academy.

Student Handbook   I   Page 19



G - Name Change

Where a student’s name has changed for legal reasons, 
he must apply to the Registrar to change his/her name 
in the official student record system, by providing the 
following documentation.  

•	 A written request (letter) requesting the change 
duly signed and dated.

•	 Copy of the old passport – marked ‘CANCEL’ across 
the copy.

•	 Copy of the new passport – marked ‘NEW’ on the 
top right corner.

•	 The official document to support the change, which 
is either court order or letter from immigration.

All the above documents are maintained on the student 
file.  On the date that the name is changed in the Student 
Record System, the Registrar issues an unofficial 
transcript bearing the name before the change, and the 
date, together with an unofficial transcript bearing the 
new name and the date, and place both in the student 
file, with all the above documentation.

A - New Student Orientation

Newly admitted students participate in an orientation 
program that introduces them to various aspects of the 
Academy community.  During orientation the students 
meet with their educational advisors to plan their 
academic program, register for classes, learn about 
Academy resources and campus life, and meet with other 
Academy students, faculty, staff and new classmates. 
The orientation sessions are held before the Fall semester 
and the Spring semester.

B - Learning Support 

You will learn in a friendly and supportive environment. 
Our staff are industry-trained and experienced, and most 
importantly, committed to your success.

To ensure that you have the opportunity to excel in your 
chosen program of study, we aim to provide you with the 
highest levels of educational support.  In particular, we 
ensure that class sizes are conducive to effective learning 
and are appropriate to the objectives of the course, and 
educational advisors will provide support and advice

C - Educational Advisors

Following admission, you are allocated an educational 
advisor. You should have an initial meeting with your 

Student Handbook   I   Page 20

14. Student Services

advisor during the first two weeks of each semester. At 
this initial meeting you should agree with your advisor to a 
schedule of regular meetings to enable continuity of con-
tact. The scheduled meetings will be structured to ensure 
that the advisor is available to provide advice and information 
on academic and non-academic matters. If you are 
uncomfortable, or have difficulty working with your 
advisor, you should discuss this with the Program Chair. If 
your issues or concerns cannot be resolved, the Program 
Chair will assign an alternative  advisor.

The main functions of your Educational Advisor are to:

•	 Provide information on academic requirements of 
the program and courses.

•	 Assist you with any enrolment and registration re-
quirements regarding scheduling of classes, required 
pre-requisites and electives.

•	 Discuss issues regarding your concerns around 
course loads and requirements such as assignments, 
tests and examinations.

•	 Monitor your academic progress and advise on is-
sues such as study plans, study tips and advice, 
grading and issues regarding how to maintain good 
academic standing.

•	 Discuss and explain the rules and regulations and 
academic policies and procedures such as academic 
progress, internships, recognition of prior learning, 
data protection, rights and responsibilities, grievanc-
es and appeals.

•	 Discuss and advise about Student Services such as 
recreational, careers advice and counselling.

•	 Provide advice on career planning and work expe-
rience opportunities, résumé and curriculum vitae 
writing and interview preparation.

•	 Advise and assist with any personal or family issues 
raised by the student, and

•	 Liaise with other Academy staff on issues related to 
your academic progress.

To ensure that your relationship with your educational 
advisor is effective and productive, you are expected to:

•	 Request regular appointments with your advisor to 
discuss academic progress, 

•	 Ensure you are familiar with the relevant academic 
policies and procedures, the academic program and 
course requirements.

•	 Seek guidance from and consult your advisor on 
issues related to your academic and non-academic 
matters, and

•	 Be familiar with a your rights and responsibilities and 
obligations as an enrolled student.



D - Career and Pathway Counselling, and
      Placement Services

To ensure that you are better able to make informed 
choices about your educational program and courses 
and how these relate to future career choices and 
opportunities, the Academy provides you with career 
advice and support.  The role of your advisor includes 
assisting you with educational, career and personal 
issues and providing advice.

Our career support provides opportunities for you to 
receive pathway counselling, employment placement 
and work experience advice and assistance and 
internships in addition to the on-going career assistance 
offered to Alumni. On request, the career services 
office will provide you with information, advice and 
assistance in matters related to your personal, educational, 
career and professional goals and objectives. 

E - Counselling

Rabdan Academy provides counselling services for 
students seeking advice or assistance. The range of 
counselling includes:

•	 Information and referral services; and
•	 Group counselling workshops and seminars.

All counselling services are provided on a strictly 
conf idential basis and complete privacy and 
conf identiality will be maintained at all times. 

F - Student Housing

Your sponsor may require you to reside in the Emirate of 
Abu Dhabi while enrolled at the Academy.    If required, 
the Academy will work with your sponsor organization 
to arrange student housing, and the ancillary services.  
The Academy does not provide housing arrangements 
for your family. 

The timeline to apply for student accommodation is 
announced by the Student Accommodation Manager 
each semester.  You must complete an application form, 
sign for acknowledgment of content, and, where you 
wish to use the parking facilities, submit a copy of your 
driver’s license and car registration card.   During the 
first week of the semester, students in assigned housing 
must remain in the Emirate of Abu Dhabi unless prior 
approval is obtained from the designated officer at the 
Academy. 

To ensure that a safe, secure and student-friendly 
environment is maintained, students residing at the 
facility are required to observe the following rules.

You must
•	 Behave in the best possible way.
•	 Obey all fair and safety rules.
•	 Stay in your assigned room. 
•	 Notify the housing manager if you must leave the 

Student Housing for one or more nights (e.g. if you 
must leave Abu Dhabi because of a family emergency).

•	 Apply for Student Housing each semester during 
the dates announced.

•	 Submit a copy of your vehicle registration and driving 
licence if you need parking.

•	 Only use the swimming pool or gym during the 
opening hours.

•	 Shut down all electrical devices before leaving your 
room.

•	 Keep your valuables secure.
•	 Inform the Housing Manager if you are sick.
•	 Be a good neighbour to any residents living near to 

the Student Housing.

You must not
•	 Smoke or use any illegal substances in the Student 

Housing.
•	 Allow any friends, relatives or guests to stay in your 

room.
•	 Damage furniture or the building.
•	 Leave anything valuable in your room.
•	 Play violent games or games that might cause injury 

or damage the furniture or building.
•	 Sound your car horn or make any other loud noise 

that might upset the other residents or neighbours
•	 Wash your car.
•	 Take food into your room.
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15. Library
The Rabdan Academy has a library and information centre containing books, journals, reports and other media. You can search 
the library catalogue and use many of its resources and services online via the library intranet.  Staff at the library service 
desk will answer your enquiries and provide detailed information about opening hours, membership, borrowing and the 
availability of information and electronic resources.   Whilst on campus, you have access to modern computer laboratories 
where you can study, conduct research and collaborate with other students in a technology-rich environment.

Library services include:

•	 Borrowing and Circulating
•	 Copying and Printing
•	 Course Resources 
•	 Internet Resources
•	 Off campus access
•	 Recommend a Purchase (Student and Staff))
•	 Trial Database Request 

Electronic Resources include

•	 Online Public Access Catalogue (OPAC)
•	 Databases
•	 eBooks

The borrowing privileges for different types of materials are as below.

A - Membership

On admission, you are issued with an ID Card that entitles you to full access to the library facilities and borrowing rights. You 
must carry your ID card at all times while in the library and show your ID to staff if requested as a means of personal identification. If 
you contravene library regulations you may be suspended or, for very serious contraventions, banned from entry to the library.
  
You will participate in an induction program, which includes library familiarisation. The induction is undertaken at the beginning 
of the first academic year for full time students.

B - Conduct in the Library

The library is a facility intended for private study and as such you must respect the needs of others by conducting yourself in 
a quiet manner. It is recognised that on occasions there may be the need for brief conversations but these should be kept to 
a minimum and conducted as quietly as possible.

Personal electronic equipment such as phones, tablets or laptop computers can be used but personal headsets must be 
used at all times. Mobile phones must be switched to silent mode.  Library staff has the right to ask you to cease using any 
equipment that is deemed to be disruptive to others using the library.

Books Periodicals Renewal Holds

6 14 No loan - 10

Loan
Period

Loan
Period

Period Maximum
item

Maximum items
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Food must not be consumed in the library. Bottled water 
and covered drinks are allowed in the library.

You must treat all library resources with care and must 
not mark, annotate, damage or remove any of the library 
materials without permission.

All materials used in the library must be returned to the 
library service desk for re-shelving.

An announcement will be made 10 minutes before the 
library is due to close and you are required to leave the 
library with all your personal belongings by its scheduled 
closure time.

It is your responsibility to look after your personal 
belongings and the Academy accepts no responsibility 
for personal items left in the library.

Any breach of these regulations may lead to you being 
subject to disciplinary action in accordance with the 
student code of conduct.

C - Borrowing Items

It is your responsibility to ensure that you have followed 
the procedures to borrow any of the library materials. For 
physical resources this is achieved by ensuring that the 
materials are booked out either via the library service 
desk or the self-check-out library facility. Loans of books 
are usually for a period of two weeks but this may be 
reduced for items in high demand.

In the case of on-line electronic resources, the user is 
responsible for conforming to the usage conditions 
stipulated for the resource, including any copyright 
restrictions. You will not alter, damage, abuse, destroy 
or delete any computer file, data, program, database 
or library network. You will not download, copy, sell or 
distribute any computer program, audio or video file 
or other electronic software without permission or 
authorisation. 

Reference material will be kept in a separate section 
of shelving in the library and will be clearly marked for 
reference only. Reference material must not be taken away 
without the permission of the Librarian. This will normally 
only be granted under exceptional circumstances. 
Reference material will include designated reference 
books including: directories, dictionaries, bibliographies 
and similar material, as well as historical and archival 
material and periodicals.

Reserved material will be available for course-related 
research and supplemental reading and must remain in 
the library, unless otherwise approved by the Faculty and 
Instructors or Librarian.
D - Returning Items
It is your responsibility to ensure that the loaned item is 
returned by the due date.
Returned item must be given to Library staff or checked-
in  via the self-check-in facility. On the authority of the 
Librarian any loan may be recalled if necessary before its 
loan return date.

E - Fines and Lost or Damaged Book Fees
Fines may be levied for unauthorised late return of loaned 
items or for lost or damaged materials. The library reserves 
the right to invoice a user for the non-return of an item for 
the actual replacement cost plus shipping (if applicable) + 
20% processing fee.   The amount invoiced will be used to 
cover the full replacement cost plus administrative costs.   
You are reminded that a condition of graduation is that all 
outstanding payments to the Rabdan Academy have been 
made prior to receiving your degree certificate.      

F - Compliance

You are required to conduct yourself in accordance 
with the Rabdan Academy code of conduct and library 
regulations. You will be courteous and respectful to the 
Library personnel and Security Offices at all times. If 
deemed appropriate, disciplinary matters will be enforced 
in accordance with the relevant staff and student codes 
of conduct.  In the case of visitors their status may be 
revoked.  

You are required to abide by relevant UAE legislation in 
respect of data protection and also international treaties, 
including current copyright legislation, applying to either 
print and/or electronic materials. You must not photocopy 
entire books, monographs or multiple chapters for your 
personal, professional or commercial use.



A - Student ID, Emails

On enrolment, you receive a student ID card.   Your ID 
card identifies you as a student of Rabdan Academy 
and entitles you to access the full range of facilities and 
services provided for students.  You must carry your ID 
card while on campus, and show your card to Academy 
personnel on demand.   You must also show your card 
to enter an examination room.

You will have access to a student email account while 
enrolled at Rabdan Academy.   Student Services staff 
will help you set up your username and password.  
You are responsible for keeping your password secure 
and not misuse it.  The Academy will send official 
announcements to you by email, for example, official 
holidays, events, and examination schedules.  You are 
responsible for checking your emails regularly.  On 
admission, you are required to sign the Internet access 
and Email Policy form

B - Internet Use

Rabdan Academy provides students with access to 
the Internet, including but not limited to web browser, 
chat services and social networking, as well as via 
Smartphone, tablet or other application.  These facilities 
are provided for student use in carrying out their normal 
duties including academic coursework or research.  At 
its sole discretion, the Academy normally permits use 
of the facilities for personal use subject to the following 
conditions:

•	 Such use does not incur significant cost, nor 
consume significant amounts of time.

•	 Such use does not interfere with the legitimate use 
of the facilities by others.

•	 Such use does not infringe any legislation, nor any 
other Academy policy or rules, and

•	 The user accepts that the Academy monitors usage 
of its facilities to an extent necessary for the efficient 
operation and management of those facilities, to 
ensure compliance with its statutory obligations, 
and to ensure that the rules and policies governing 
use are adhered to.

This discretion may be withdrawn if any of the above 
conditions are violated.  Serious or repeated violation 
will lead to disciplinary proceedings being initiated, and 
may lead to disciplinary action under the terms of the 
relevant disciplinary procedure.

Internet users have a responsibility to learn about and 
comply with Academy policies on acceptable uses of 
electronic services.  Violation of Academy policies may 
result in disciplinary action dependent upon the nature 
of the violation.  Examples of prohibited uses of internet 
access include:

•	 International and unauthorized access to other 
people’s personal accounts on non-Academy 
systems.

•	 Accessing websites that provide, or purport to 
provide services and products contrary to UAE law, 
including but not limited to pornography, stolen 
goods, alcohol etc.

•	 Use of the internet for commercial activities or 
personal gain.

•	 Access or distribution of restricted documents.
•	 Sending of messages or posting to websites that 

constitute violations of the guidelines in the Academy 
standards of student conduct.

•	 Impersonating others or sending fraudulent 
communications.

•	 Behaving in a manner likely to bring the Academy 
into disrepute, and

•	 Behaving in a manner which violates UAE laws or 
the policies and procedure of the Academy.

The Academy may monitor web browsing records as laid 
down in the policy on Data Security, Privacy and Public 
Records.  In the event of disciplinary procedures, these 
records may be produced in evidence.

17. General Academic
       Information

A - Academic Year

The academic year is made up of two regular semesters 
and an optional and condensed summer term. The two 
regular semesters, Fall and Spring, consist of 15 weeks 
of teaching, and one week each of mid-term and final 
examination period. 

The summer term is of six-week duration.   Courses 
offered in the summer term are offered with an intensive 
mode of delivery.   In the summer term, a three-credit 
course meets 90 minutes (1.5 hours) per day, five days 
per week.   A five-credit course meets 150 minutes (2.5 
hours), five days a week.  A one-credit course meets 90 
minutes (1.5 hour), two days per week.  Because of the 
intense nature of coursework, students are advised they 
should take a maximum of 9 credits. 

16. Student ID, emails and 
      Internet Use 
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B - Credit System

The credit hour is the unit of measurement for academic 
work at the Academy. The Academy uses a notional 
quantum of 1 credit = 15 hours of classroom instruction 
hours, with an additional expected study load of 30 
hours, with an annual nominal total of 450 hours or their 
equivalents i.e. practical, tutorial or studies.  

For scheduling purpose, one credit represents one 
formal scheduled class hour per week for one semester.  
A lecture hour has a notional duration of fifty minutes.  
During Ramadan, the duration of a lecture hour may be 
shortened to 40 minutes. Each credit represents the 
equivalent of 15 hours of formal scheduled classes in 
a semester.  For every credit hour enrolled, students 
are expected to spend two hours outside class in self/
private or group study. A 3- credit course therefore 
comprises 45 hours of formal scheduled classes and 90 
hours of self/private study in a semester.  

C - Credit Load

The total program credit of undergraduate programs 
typically ranges from 120 to 130 credits. To ensure 
students will be able to complete the program within 
four years, the standard credit load of a student should 
typically be between 12 and 18 credits each semester.  
Successful academic achievement usually requires 
about two hours of outside study for each hour spent in 
class. For example, enrolment in 16 credit hours would 
require about 32 hours per week of study time outside 
class.  Students who wish to enrol in more than 18 credits 
in a semester require advance written approval of the 
Dean and the Registrar.   The maximum credit load in 
a summer session should not exceed 9 credit hours. 
Enrolment in more than 9 credit hours in a summer 
semester requires advance written approval of the Dean 
and the Registrar.

D - Full and Part-Time Status

The full or part-time status of a student is determined 
by the number of credits for which he/she is registered 
at the close of the course add/drop period. A student 
is studying in full-time mode when the student’s study 
load in a given semester is 0.75 or more.  A student is 
studying in part-time mode when the student’s study 
load in a given semester is less than 0.75.  

E - Student Classification

Undergraduate students admitted to a Bachelor’s 
degree program are classified on the basis of earned 

semester credit hours, for the purpose of student 
records.

F - Declare/Change Program Major 

Students should make their initial choice of major on 
admission, and confirm their choice before completing 
30-degree credits. 

To initially request a major, a student must file an applica-
tion with the Office of Student Services and Registration 
by submitted a Program Major Declaration Form. The 
student’s advisor, the student sponsor, and the Program 
Chair of the academic department that offers the major 
must approve the application. 

To change an existing major, a student must file a new 
application with the Office of Admissions and 
Registration. This application must be approved by 
the student’s advisor and by the Program Chairs 
of both the student’s current major and the student’s 
requested major. Changes of major are subject to space 
being available in the sought major.  Once approved, the 
change of major will be effective the following semester.

G - Concentration Track

A concentration track is a focused area within the major 
field of study, which the student may choose to follow 
but does not lead to a specialized award or degree. 
Concentration tracks are normally used to help students 
focus their selection of advanced elective courses within 
their selected major. The concentration track will only be 
noted on the student transcript once the requirements 
are completed and the Bachelor’s degree is awarded.

H - Duration of Study

All degree requirements must be completed within six 
years of admission to the Academy as an undergraduate 
degree student, inclusive of any leave of absence 
periods. 

The duration of study for each level of the credential 
award is an additional two consecutive semesters above 
the full time program length. 
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The duration of study is calculated from the date of first 
enrolment into the program and includes all withdrawn 
periods based on permitted leave of absence periods 
approved by the Dean.

A new duration of study commences when a student 
starts a new program major as a result of transfer from 
one program major to another.   Students who do not 
complete their studies within the overall duration of the 
program may be subject to academic dismissal. A 
student dismissed for exceeding the duration of study 
must apply for re-admission.   Students who are re-
admitted will be treated as a new applicant and may 
be required to complete the program under a modified 
structure where the program has been updated.

18. Academic Regulations
A - Award Regulations

1 - Degree Requirements

A student is required to adhere to the graduation 
requirements stated in the Catalogue in effect for the 
year in which the student was admitted to a degree program, 
or for the year in which the student declared his/
her academic major. Degree and major requirements 
change from time to time and there are established 
procedures for making such changes that protect the 
Academy’s integrity and the individual student’s welfare. 
In case of major changes in course offerings, the Dean 
determines the equivalent graduation requirements to 
be applied.  The Academy will confer the Bachelor’s 
degree after the following requirements have been met:

•	 Successful completion of the Academy General 
Education requirements, and

•	 Satisfactory completion of the requirements of the 
chosen degree program, and

•	 A minimum cumulative grade point average (GPA) 
of 2.00, and

•	 Completion of the final two (2) years in residence at 
the Academy. Transfer and exchange students must 
also meet the additional conditions specified in the 
Graduation Residence Requirements.

•	 Students completing programs with major and 

minor components must satisfy the requirements 
specified by the Faculty/Department offering the 
major/minor. 

•	 Students registered for a double major must satisfy 
the requirements of each major as specified by the 
Faculty/Department offering the major. 

•	 Candidates for degrees must file an Application for 
Graduation Form in the Office of Student Services 
and Registration during the first week of classes 
for the semester in which the student is expected 
to graduate. The Office of Student Services and 
Registration initiates the process for graduation 
only after the application has been received and 
signed by the student and his/her academic 
advisor. Students must complete all degree 
requirements by the end of the semester for which 
they apply to graduate, including General Education 
requirements. If a student fails to meet all degree 
requirements, he must reapply to graduate later. 

2 - Total Degree Credits

To receive a Bachelor’s degree from the Academy, a 
student must complete a minimum of 120 semester 
credit hours. The total degree credits for of the Academy 
programs typically range from 120-130 semester credit 
hours. Students should consult with their Advisor for 
information on specific credit requirements. Consultation 
with the Advisor is essential, as it will also enable the 
student to complete the required degree credits within 
four years.

3 - Graduation Residence Requirements

Enrolled students seeking graduation from an 
undergraduate Bachelor degree program must comply 
with the following residence requirements:

•	 Unless otherwise approved by the Dean, students 
must complete their final two academic years in 
residence at the Academy. 

•	 Students registered on an Academy recognized 
semester exchange program must complete their 
final academic year in residence at the Academy. 

•	 Transfer students must complete more than 50% of 
the intended degree program credit hours in 
residence at the Academy. These credits must include 
a minimum of 36 credit hours from the intended 
degree program courses at 300-level or above. 

All enrolled students are expected to focus exclusively 
on their courses and degree program. As all students 
are on sponsorship, the objective of their study is to 
complete the degree they have chosen and to attain 
the grade point average required to graduate. Except 
as noted below, students are not permitted to pursue 
courses or degrees offered at another college or 
university even if it is at the student’s own expense and 
during the student’s own time..

/



Students who will be away from the campus in the summer 
and who wish to take coursework at another college or 
university must have prior approval, on the recommendation 
of the Dean. Pre- approved coursework, taken at colleges 
and universities that are accredited or recognized by 
the UAE Ministry of Higher Education and Scientific 
Research, equivalent to courses offered at the Academy 
may be accepted in transfer. Students who apply for 
permission to take a course at another university must 
be in good academic standing, not have transferred 
more than 50% of the total numbers of credits required 
for the degree, and not be in senior standing.

4 - Apply to Graduate

Each potential graduate shall apply for an official degree 
audit to be conducted with his/her or her academic 
advisor one academic year before the expected graduation 
date.  This audit will confirm all remaining unfulfilled 
degree requirements and guide student registration in 
their final semester of enrolment. Students are required 
to submit a petition to graduate, before the end of the 
first week of their final semester of enrolment. A final 
graduation audit, conducted after grades are submitted 
for the student’s final semester of study, will determine 
if the student has satisfied all requirements for the 
degree including major, minor, double major or 
concentration as applicable.

5 - Graduation Certificate Replacement 

Graduated students may request a replacement 
Credential Certificate from the Office of Student 
Services and Registration if their original certificate has 
been destroyed or misplaced. The name of the graduate 
on the replacement certificate will appear as the same 
name that was registered with the Academy at the time 
of graduation.  The certificate that display the word of  
“Replacement” and the date.   The original Certificate 
format, if different from the format currently being used 
by the University, cannot be duplicated. The replacement 
Certificate will be similar to that awarded to the current 
year’s graduating class. The Academy will use the signatures 
of the officials currently holding office rather than the 
signatures of the officials who signed the original 
Certificate.

B - Progression Regulations

1 - Academic Standing

All enrolled students, in all programs, must maintain 
a satisfactory rate of progress in their programs and 
courses to maintain good academic standing status.  
The following program and course progression statuses, 
which apply, include:

•	 Good educational (academic) standing
•	 Warning
•	 Probation
•	 Dismissal
•	 Withdrawn
•	 Leave of absence
•	 Incomplete standing
•	 Failed course 

2 - Academic Standing Notifications

In order to graduate a student must maintain good 
educational (academic) standing which requires a 
minimum C or Pass Grade or a cumulative Grade Point 
Average of 2.00.  At the end of each semester, students 
are assigned a Program Status in the form of Academic 
Standing.  A notation is recorded on the Student transcript 
to show one of the following statuses:

a - Good Academic Standing
A student, who makes satisfactory progress, meets 
minimum attendance requirements, complies with all 
program criteria, and maintains a semester grade point 
average of 2.0 or higher is deemed to be in good academic 
standing. A notation of Good Academic Standing is 
recorded on the transcript for that semester.

b - Academic Warning 
A student is placed on Academic Warning if his/her se-
mester grade point average is below 2.0 but his/her 
Cumulative GPA is above 2.0.  A notation of Academic 
Warning is recorded on the student’s transcript at the 
end of that semester.

c - Academic Probation
A student is placed on Academic Probation if his/her 
cumulative GPA falls below 2.0. A notation Academic 
Probation is recorded at the end of that semester on 
the student’s transcript.  The student then has one 
further semester on Academic Probation to attain a 
2.0 cumulative grade point average and return to Good 
Academic Standing.  Unless otherwise approved by the 
Dean, a student on Academic Probation is allowed to 
register for a maximum of 12 credit hours per semester. 

d - Academic Dismissal 
A student who fails to remove his/her probation status 
after two semesters on Academic Probation, or at the 
end of one semester after transferring to a new program 
while on Academic Probation, will be academically 
dismissed from the Academy.  A notation of Academic 
Dismissal is recorded on the student’s transcript. 
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3 - Failed Course (Course Repeat)

A student who earns an F grade is deemed to have failed the course but may be permitted to repeat the course. A student 
may not proceed to another course for which the prerequisite is the failed course.  A student is normally permitted to 
repeat a course once.  If the student fails the repeated course, then the student’s academic standing will be reviewed by the 
Director of Academic Affairs or the Director of vocational Affairs to determine whether the student is allowed to continue or 
alternatively be subject to dismissal from the program and the Rabdan Academy.  Except where the Dean of Faculty gives 
permission because of extenuating circumstances, a student shall not attempt a course more than three times.

A student’s transcript includes both attempts at a course and records both grades achieved for that course.  The grade 
point average is calculated on the higher of the grades awarded for a repeated course for the semester, and cumulative 
grade point averages.

19. Student and Graduation Awards
The Academy awards outstanding students. Awards are noted on the student transcripts.

A - Student Awards

The Dean’s List

The following students shall be placed on the Dean’s List:
•	 Bachelor students in good academic standing, who achieve a GPA of 3.50 or above in any semester, while taking at 

least 14 credits each semester.

The President’s List

The following students shall be placed on the President’s List:
•	 Students in good academic standing, who achieve a GPA of 3.50 or above in any semester, for two consecutive 

semesters, while taking at least 14 credit hours each semester.

B - Graduation Awards

Distinction and Honours

Students who meet the following GPA criteria will graduate with Distinction and Distinction with Honours.

Distinction:  A program GPA between 3:50 and 3:79

Distinction with Honours: A program GPA between 3.80 and 4.00.

      
The President’s Award
   
This award is given to graduates who have made the most significant contribution to student life at the Academy  throughout 
the final academic year while maintaining a GPA of 3:0 or above in each semester of their final academic year.  One award 
is given for each program.  The President makes the final selections.
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C - Industry Awards

Students are eligible for the following awards by specified sponsors.

GHQ Rabdan Academy Student Award
This award is for outstanding students each semester sponsored by the General Headquarters who achieve a GPA of 3:00 
or above, and who demonstrate exemplary behaviour.  One award is given for each program.             
 
Ministry of Interior Rabdan Academy Student Award  
This award is for outstanding students each semester sponsored by the Ministry of Interior who achieve a GPA of 3:00 or 
above, and who demonstrate exemplary behaviour.  One award is given for each program.  
           
Abu Dhabi Police Rabdan Academy Student Award 
This award is for outstanding students each semester sponsored by Abu Dhabi Police who achieve a GPA of 3:00 or above, 
and who demonstrate exemplary behaviour.  One award is given for each program.         

D - General Education Awards  
 
Best Attendance :  The student with the best attendance earns this award. 
Most Improved :  The most improved student earns this award.
Most Active :   The student who makes the most contribution earns this award.    
Outstanding Student : The most outstanding student in the program each semester earns this award.
Leadership Award :  The student who demonstrates leadership by contributing to student life at the Academy 
   earns this award.  One award per program each semester.   

 20. Academic and Student Policies and Procedures
A - Enrolment

On admission students are enrolled into the Bachelor of Science degree, unless the student specifies on admission his/her 
s preference to be enrolled at the Associate Degree, or the Higher Diploma level.  Only students enrolled into a program of 
study are eligible to register in courses. Through the enrolment process, students assume academic and financial responsibilities 
for the classes in which they register. They are relieved of these responsibilities only after formally terminating enrolment 
by dropping or withdrawing from the Academy.  Withdrawals with or without penalty are implemented in accordance with 
timeline published in the Academic Calendar each semester.  

Where a student’s enrolment into a program has been cancelled for non-payment of a charge or any other money, or the 
student has failed to return on request any property on loan, the student’s enrolment may be reinstated upon payment of 
all outstanding charges and other money, or the outstanding property has been returned.

Where a student’s enrolment in a program has been cancelled for poor performance, the student may reapply for admission 
upon the completion of any conditions that may apply to the cancellation, subject to the discretion of the Dean of Faculty.  

B - Course Registration 

When selecting courses, a student must comply with requirements relating to prerequisite units and co-requisite units 
unless that requirement has been waived by the relevant Dean of Faculty because of exceptional circumstances. 

Where a student’s performance in a course has been unsatisfactory, the student may be disallowed from continuing in a 
course by the Dean of Faculty, and shall receive a grade based on the assessment up to the time of discontinuance. 
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1 - Registration Timelines

The Office of Student Services and Registration is responsible for conducting the registration process by which students 
register in classes and announce the timeline and procedure each semester.   Registration information is provided to stu-
dents and faculties before the registration period begins.   

For continuing students, pre-registration into the following academic year is conducted in the final week of each semester 
after the final grades have been released.  Registration is confirmed one week before the start of a new semester. The 
student advisors and the Program Chairs are responsible for submitting pre-registration requests following the timeline as 
announced by the Office of Student Services and Registration each semester. The registration period and other important 
dates are published in the annual Registrar’s Calendar.

2 - Registration Holds 

Students will not be permitted to register if there is a “hold” on their account. Holds may be related to academic standing 
(probation or dismissal), non-academic offence violations (disciplinary), or administrative due to incomplete documentation, or 
financial issues. To clear a hold, the student must contact the Office of Student Services and Registration to find out what 
must be done to fulfil the obligation(s).

In circumstances where a student is required to return or replace Academy property (computer equipment, teaching or 
learning resources or other Academy property lost or damaged), an administrative hold may be placed on the student.  This 
will prevent the student from continuing any studies until the matter is satisfactorily resolved.

3 - Auditing Courses

Subject to availability, students may, with the approval of the Program Chair and the permission of the Faculty member, 
audit courses without credit. The permission of the Program Chair and Faculty member must be obtained prior to registration, 
and the student must register as an audit student. Registration priority will be given to other eligible students.

Student permitted to audit courses are required to follow the same registration procedures as persons taking the courses 
for credit. Audit students do not receive grades or credits.  A notation of ‘AU’ is recorded on the transcript as a record of 
the audit.  Participation in class discussion and written work is permitted at the discretion of the instructor. A fee per credit 
hour may be charged. The status of Audit cannot be changed after the course has begun, or after the course is completed 
on audit status.  The Academy reserves the right to cancel an audit registration if class size exceeds space available.  If an 
audit student participates in the course assessment and earns a final grade in the course, the grade will not be entered 
onto the transcript. 

C - Course Add and Drop

Students are allowed to drop and/or add courses during the first week of the Fall and Spring semesters or during the 
first three days of a summer session. Courses dropped during this permitted period are not recorded on the students’ 
transcripts. Students interested in dropping or adding courses should consult with their advisors and contact the Office of 
Student Services and Registration to submit a Course Add/drop form.

D - Withdrawal

1 - Withdrawal from the Academy 

A student who wishes to leave Rabdan Academy must notify the Academy in writing of his/her intention. The student 
formally withdraws and completes the withdrawal procedure in person at the Office of Student Services and Registration 
in person.    Where the student is on scholarship, the student must obtain the approval of their sponsor in writing. The 
sponsor’s approval letter must be attached to the withdrawal application form. 



A withdrawal is effective on the date when the Office of Student Services and Registration receives the form, duly completed.  
Withdrawal from the Academy must follow the same timeline for withdrawal from courses to avoid academic and financial 
penalty.  (See below)  Any student who leaves the Academy before the close of a semester without withdrawing officially 
will receive a failing grade (F) in each course for which he is registered. 

A student who applies to return to the Academy after withdrawal is required to apply for re-admission. He will be treated as 
a new applicant and may be required to complete the program under a modified structure where the program is updated.

2 - Withdrawal from Program 

A student who wishes to withdraw from, or discontinue, a program must notify Rabdan Academy in writing of his/her 
intention.  Withdrawing from program will not affect a student’s progression status provided the application is made before 
the penalty date when educational penalties will be applied.   A student who applies to resume a program after withdrawal 
is required to apply for Re-enrolment and will be treated as a new applicant and may be required to complete the program 
under a modified structure where the program is updated.

3 - Withdrawal from Course(s)

All students are expected to maintain full- time status by carrying a minimum load of credits per semester as specified in 
the Academy Catalogue. Students are permitted to withdraw from courses. Sponsored students must obtain the approval 
of their sponsor to withdraw from courses and submit the letter with the Withdrawal form. However, under exceptional 
circumstances the Dean (for undergraduates) may recommend to the Registrar to allow a student’s credit load to drop 
below the minimum full-time credits.

a - Withdrawal from Course(s) Without Penalty 

A student may withdraw from a course at anytime after the first week and before the second week of classes in a 
semester without penalty. A grade of WW is noted on the transcript. The WW does not affect a student’s GPA.

b - Withdrawal from Course(s) With Penalty

A student, who withdraws from a course after the second week of a semester, withdraws with educational penalty. A 
grade of WF will be entered on the transcript. The grade of WF is equivalent to an F (0.0 quality points), and is used 
in the calculation of the GPA.

E - Deferral

A student is permitted to defer his/her enrolment in the following cases:

1 - Leave of Absence

Students may apply in writing to the Dean of the relevant Faculty for deferral (leave of absence).  At the time of application, 
the student must have successfully completed at least one course to defer a program of study, if there is good reason to 
do so.  The maximum period for a program deferral should not normally exceed twelve months. 
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A leave of absence is granted for no more than two consecutive semesters for a valid reason. In general, a student must 
be in good academic standing. The student must complete a Leave of Absence form at the Office of Student Services and 
Registration. The Registrar must approve the leave of absence and may grant exceptions in those cases when the student 
is not in good academic standing. A student may apply for a leave of absence once throughout the duration of his/her 
program at the Academy. Please refer to the Academy Catalogue for details of program duration.To resume studies after 
a leave of absence a student must apply for re-enrolment by completing a Re-enrolment Form at the Office of Student 
Services and Registration.   

2 - Program Level Deferral 

It is recognized that some students may wish   to return to study after a break caused by professional and/or personal 
pressures. Students that have left the program either at Associate Degree or Higher Diploma level will be eligible to re-join 
the program after completing a specific qualification. The maximum period allowed is 2 academic years between program 
levels.  This deferral period is in addition to the duration of study period allowed under the program.

3 - Course Repeat Deferral

A student who is unable to register in a semester because he is waiting to repeat a failed course when it becomes available 
in a subsequent semester is allowed to defer his/her registration.  The maximum time allowed for deferral is one semester 
plus a summer semester up to the 20th teaching day of the third subsequent semester.  A deferred student does not need 
to apply for re-enrolment in a subsequent regular semester.  If a deferred student declines the offer of a place in a subsequent 
semester, he must apply for re-enrolment at a future date subject to space being available on the program. The deferral 
period is counted within the duration of study period allowed under the program. A notation “Deferred” is recorded on the 
transcript in the semester.

F - Re-enrolment

A student who is in Good Academic Standing and has withdrawn from the program may apply to re-enrol in the same 
program, with the approval of his/her sponsor.  Re-enrolment depends on space availability on the program and is at the 
discretion of the Dean.

G - Re-instatement

A student dismissed for non-academic reasons (e.g. behaviour, disciplinary) reasons may apply for Re-instatement. 
Re-instatement is at the discretion of the Dean. A student dismissed for academic integrity reasons may not apply for 
re-instatement.

H - Re-admission

Students who accept the offer of admission but did not show up by the end of the add/drop period in the semester of 
admission forfeit the offer and must apply for re-admission. 

A student who is dismissed for exceeding program duration may apply for re-admission. Readmission is at the discretion 
of the Dean.

A student who is dismissed for unsatisfactory academic program may not apply for re-admission.

I - Class Attendance

You are expected to attend all of their scheduled classes, laboratories and tutorials. Faculty members are required to take 
the roll at the commencement of each session. The following procedures apply in respect to students’ absenteeism.

•	 A session is normally a one hour class.  Course instructors should record attendance by the hour for accuracy and 
equity;

•	 All course instructors must use the Student Information System (SIS) to record student attendance.  Records should 
be updated regularly (within 24 hours).  In addition course instructors may use their own records (hard and/soft copy) 



•	 Following the initial commencement of a session, a 10 minute grace period is granted for all students. At the discretion 
of the course instructor, students should be allowed to enter the class after the period of grace but they will be recorded 
as absent for that session. It is recognised that this can be highly disruptive and the course instructor should raise the 
issue of time keeping with the student after the session and in private.

•	 If a student is absent from a complete session then that absence must be recorded on the class register and the 
student will be required to advise the faculty of the reason for their absence within 24 hours.

•	 “Excused absences” for personal and medical reasons (including where the absence is supported by a medical certificate) 
are recorded as absences.  Course instructors should advise students of their responsibility to keep the original medical 
certificate with them as they may be required to produce it later to Student Services to justify an absence.  

•	 Where a student’s absence is for the reason of being required to report to the sponsor, a record should be entered as 
‘Present’ in SIS after the student has provided a written letter from the sponsor, and stamped by Student Services and 
Registration to endorse the absence.

•	 For each course, absent periods are counted from the first day of the third week in a semester for the purpose of applying 
automatic course suspension, and issuing warning letters.

•	 When absence reaches 5%, Student Services and Registration issue a First Warning letter to the student.
•	 When absence reaches 10%, Student Services issue a Second Warning letter and arranges for the student to meet his 

Advisor. The Advisor is required to submit a written report on a standard form to Student Services, signed by the Advisor, 
the student, the student’s sponsor, and the program chair (or designee). The report is maintained on the student’s 
physical file.

•	 When absence reaches 20%, the student is automatically suspended from the course. The student may appeal to the 
Manager of Student Services and Registration within 24 hours and provide documentation to justify the absences. If 
no appeal is received, or if the appeal is rejected, the student receives a fail (F) grade for the course.

•	 In extenuating personal circumstances and on medical grounds only, a student may be allowed to continue in the 
course where absence exceeds 20%.

•	 No student may exceed 40% of class absences for any reason.

J - Internship 
 
Students participating in credit-bearing internships must have completed at least 30 credit hours or 25% of their course and 
achieved a cumulative GPA of 2.0. A student undertaking a credit bearing internship may receive no more than six credits 
towards their nominated course. Work experience and internships will be in mixed male and female environments.

K - Assessments and Examinations

1 - Assessments

Assessments may include a range of continuous assessment, portfolios, assignments, presentations and test and examinations 
that will be conducted at set points during an academic year (midterm, end of term, final year)

Students will be advised in advance, usually at the beginning of a course, of their course assessment requirements, 
including dates for assessments/tests/assignments/examinations, and the percentage contribution an assessment, 
assignment, examination or test will have towards the overall score or grade for a course. 

2 - Tests and Examinations

At the beginning of each semester your course instructor will provide you with the planned set of assessments for each 
course, the schedule (dates/times/locations) and the percentage, which each assessment shall contribute towards the 
overall grade for a course.

All assessments, (except continuous assessments) are held under supervised conditions where the student is responsible 
for adhering to the examination rules and regulations.  Any breach results in disciplinary procedures being initiated against 
the students.  The schedules for mid-term, end of term and final examinations are published within the Student Handbook.
The official examination periods for mid-term and final examinations are published on the Academic Calendar.  All mid-term 
and final examinations are held on the date and at the time listed in the official final examination schedule issued by the 
Office of Student Services and Registration
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3 - Failing to Attend a Final Examination

If a student misses a final examination then the student may be entitled to request a make-up examination provided the 
student has a valid excuse for missing the examination. A request for make-up examination shall be made in writing to the 
Director of Academic Affairs or the Director of Vocational Affairs initially and if endorsed shall be submitted to the Director 
of Student Services and Registration for consideration and approval.

A student who misses and examination shall receive 0.0 GPA (F grade) for the course. In circumstances where a student 
was unable to attend for medical reasons, the student will be required to provide to the Director of Student Services and 
Registration, in writing, an authorized medical certificate from a qualified and registered medical practitioner within seven 
days from the date of which the examination was held. In this circumstance the student shall receive an incomplete (I) grade 
and be entitled to attend a make-up examinations.  

4 - Incomplete Examinations

Any make up examinations must be held at least seven days prior to the registration date for the follow semester.  If a student 
who is scheduled to attend a make-up examination subsequently misses the examination, he is deemed to have failed and 
will receive a 0.00 GPA (F grade) for the course.

Students who are excused from a final examination will be required to sit for a make-up examination administered at a time 
and place set by the Office of Student Services and Registration. 

5 - Incomplete Grade 

The incomplete grade (I) is an optional grade that can only be assigned when a student has satisfactorily completed a major 
portion of the work in a course but for non-academic reasons beyond the student’s control and deemed to be acceptable 
in accordance with the Academy regulations, was unable to meet the full requirements of the course. An incomplete grade 
(I) assigned in a course must be removed and the grade change submitted by the end of the first full week of classes in the 
next regular semester. Failing to remove the grade of I in the allotted time will result in the grade of I being changed to the 
grade of F.

6 - Examination Administration

Student Services and Registration is responsible for the administration of all examinations at the Academy, including:
•	 Exams scheduling, and
•	 Communicating the schedule to students 

7 - Mid-Term Examinations

•	 The academic calendar includes a mid-term examination week.  
•	 All mid-term examinations are held on the date and time listed in the official examination schedule issued by the Office 

of Student Services and Registration.  
•	 The Office of Student Services and Registration is responsible for the administration of mid-term examinations.
•	 Depending on the approved course syllabus, a course may not include a mid- term exam. 
•	 There is no uniform structure specified for the mid-term exam. It is at the discretion of the instructor teaching the 

course to choose an appropriate structure for the course. 
•	 The mid-term exams are considered part of the learning process and therefore, worked solutions are normally made 

available to students after the grades have been released. 

8 - Final Examination

•	 The academic calendar includes a final examination week. 
•	 All final examinations are held on the date and time listed in the official final examination schedule issued by the Office 

of Student Services and Registration. 
•	 In general, most of the courses will include a final examination. However, depending on the approved course syllabus, 

other forms of final assessment in lieu of a final exam is allowed in certain courses.



9 - Examination Rules 

Start time

•	 All examinations will start on time.   
•	 If you arrive more than the 30 minutes (half an hour) after the exam has started, you may not be allowed to take the 

assessment.  
•	 If you arrive late for any reason, you will not get additional make-up time.

ID Check

You must show your Rabdan student ID card to enter the exam room.  If you do not have your ID card, you must go to Student 
Services to get a temporary ID slip.  

Stationery

You must bring your own stationery.   No stationery will be provided to students.

Leaving the exam room

•	 You must spend at least one hour in the exam room after the start time.   The Head Proctor may give you permission to 
leave before one hour depending on the exam.  After leaving the room, you will not be re-admitted.

•	 You may not leave during the last 15 minutes of the exam without permission.  If you leave without permission, your 
exam paper may not be marked.

Behaviour

•	 Talking is not allowed.
•	 Your behaviour must be perfect.
•	 You must not behave in any way that may be seen as cheating.
•	 Do not look at other students or signal to them in any way.
•	 The penalties for cheating are very severe.

Questions

If you have a question about the exam paper, raise your hand and wait for a teacher to come to you.

Cheating

•	 Student found cheating will not be allowed to take further exams, and will be subject to disciplinary action.
•	 Should proctors suspect inappropriate activity and/or materials present, proctors have the authority to investigate and 

seize any unauthorized material located on the person.

Time allowed

•	 The teacher will explain the total time allowed.  Not extra time will be allowed after the exam has officially started.

Finishing the exam

•	 You must not take any exam materials out of the room, including scrap paper
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L - Grading and Grade Point Average

1 - Letter Grades and Grade Points

To ensure there is a consistency of assessment, all grading shall follow the Rabdan Academy Assessment guidelines which 
use a grading system from “A” to “F” for all assessment purposes. The following grading, which is used to assess a student’s 
GPA score, applies for all assessment within the Rabdan Academy:

Table 1 GPA Assessment for Students Enrolled Before Fall 2016

Table 2 GPA Assessment for Students Enrolled in Fall 2016 and Thereafter
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Pass

4.0
3.5
3.0
2.5
2.0
1.5
1.0
0.0    

4.0

3.7

3.3

3.0

2.7

2.3

2.0

1.7

1.3

1.0

0.0

90-100

87-89

84-86

80-83

77-79

74-76

70-73

67-69

64-66

60-63

0-59

A

A-

B+

B

B-

C+

C

C-

D+

D

F

Excellent

Very Good

Good

Satisfactory

Pass

Fail



Advanced Standing notations on transcripts are as follows:

Other grades, which may be recorded on a student’s transcript, but do not count towards a GPA score, include:

I *= A temporary grade awarded at the discretion of the Dean that indicates the student has not completed all course 
requirements for medical reasons or extenuating personal circumstances such as bereavement.
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Administrative notations on the transcript include:

Note: Administrative notations are not grades.

2 - Grade Point Average

The grade point average (GPA) is the cumulative numerical average, which measures student academic achievement at the 
Academy. It is reflective of the credit hours the student has attempted and the grades that the student has earned. The 
GPA is calculated by multiplying the grade value of the letter grade by the number of credit hours of the course. The result 
is the quality points that the student has achieved in the particular course. The sum of the quality points of the courses 
taken is divided by the total credit hours completed to obtain the GPA. Grades without a corresponding grade point value 
are excluded in the computation of the grade point average. 

Semester Grade Point Average

Semester Grade Point Average is based on all courses taken within a semester major, excluding courses graded P,S,U,N,K,I,W, 
and notations of CH,EX,TR.

For repeated courses, the higher course grade is included in the GPA calculation.

Cumulative Program Grade Point Average

Cumulative Grade Point Average is based on all courses taken across all credential levels (Associate Degree, Higher Diploma, 
Bachelor Degree) of a program major, excluding courses graded P,S,U,N,K,I,W, and notations of CH,EX,TR.

For repeated courses, the higher course grade is included in the Cumulative GPA calculation.

Grade Percentage GPA Description

AU 0 0 Audit

DA 0 0

Dismissed for academic integrity reasons

(=Academic Dismissal)

NB: A student receives DA grade for all courses in the 
semester where he is subject to academic integrity 
dismissal.

DN 0 0

Dismissed for non academic reasons

NB: A student receives DN grade for all courses in 
the semester where he is subject to Dismissal for 
behaviour/disciplinary reasons.

SA 0 0 Suspended for academic integrity reasons

SN 0 0
Suspended for non-academic reasons
(e.g. behaviour, disciplinary).

WF 0 0
Withdrawn (after course drop period permitted
                   on the Academic Calendar)
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GPA Calculation for students who have  exited with an  Associate Degree or a Higher Diploma. 
 
Where a student is admitted to a Bachelor of Science program and  subsequently applies to exit with  an  Associate Degree 
or Higher Diploma, the GPA calculation utilizes a Program GPA.

The program GPA reflects the GPA attained within each level of the Bachelor degree (the Associate degree level, the Higher 
Diploma level, the Bachelor degree level) should the student opt to exit at a particular level.  

Program Grade Point Average

Program Grade Point Average is based on all courses in a particular credential level within the Bachelor program. (e.g. 
Associate Degree, Higher Diploma, Bachelor Degree) , excluding courses graded P,S,U,N,K,I,W, and notations of CH,EX,TR.

A minimum Program Grade Point Average of 2.00 is required to graduate with an award credential (Associate Degree, 
Higher Diploma, Bachelor Degree).

3 - GPA Calculation Example

An example of GPA calculation is shown below:

M - Advanced Standing

The Academy may recognize a student’s  prior  educational  achievements through  either study  completed  at  another  
accredited  educational  institution, professional  qualifications  and other   recognized  credentials   and/or   formally   
recognized  workplace   experience  of  students. When awarding advanced standing, consideration may be given to any 
of the following:

•	 Courses successfully completed at other UAE recognized (accredited) institutions.
•	 Courses completed at other overseas  recognized (accredited) institutions.



•	 Qualifications from recognized professional bodies.
•	 International examinations (IELTS, TOEFL, IB); and
•	 Relevant experiential learning, which has been 

formally recognized, assessed and validated.

The Academy may grant advanced standing credit for 
a student’s prior learning and previous credentials, 
qualifications and work based experience provided that 
they meet the requirements  of the rules and regulations 
for credit recognition, and any conditions that have been 
approved by licensing or accrediting body.

The level of credit granted for any previous study, 
credential or qualification held by a student shall be 
determined by the Director of Academic Affairs or the 
Director of Vocational Affairs, in consultation with the 
relevant teaching faculty of the program or course 
against which the credit is being sought, and the Vice 
President Education if required.

Regardless of the level of credit ranted, any pre-requisite 
and co-requisite course requirements must still be met.

Advanced standing credit will be considered only for 
those courses in which the applicant has achieved a 
minimum GPA of 2.0 or a “C” grade has been awarded. 

Advanced Standing credit may not exceed the following:

•	 50% of the total program or course credit for a non-
degree program; and

•	 25% of the final two years of a  four-year undergraduate 
program.

Advanced Standing Credit may only be granted after the 
student has been fully admitted as a freshman to the 
Academy. 

A student must formally apply in writing to the Director 
of Academic Affairs or the Director of Vocational Affairs 
by completing the  Advanced Standing Credit Evaluation 
Request at the Office of Student Services and Registration 
and provides all documentary evidence (in original form) 
in support of their application such as transcripts, 
credentials, awards, and employer citations.

The Director of Academic Affairs or the Director of 
Vocational Affairs will provide written feedback within 
14 days, advising the student of the status of the 
application (acceptance) and the next steps required 
for formal evaluation, or if the application is rejected, 
advise as to the reasons for rejection.

If the course being evaluated for a for advanced standing 
credit is a prerequisite for another course then a student 

shall not be permitted to enrol in that course, prior to 
receiving formal advice about the granting of advanced 
standing credit for a prerequisite course.

Each application is evaluated on a case-by- case basis. 
All students must submit their application for advanced 
standing credit evaluations within the first semester of 
their freshman year at the Academy. 

Credits earned through Advanced Standing (Transfer 
Credit) are considered non-residence credits for meeting 
degree requirement  for graduation purpose.  

N - Credit by Challenge

A student may receive credit for a course without having 
undertaken the normal coursework if he successfully 
completes a challenge examination where it may not 
be appropriate to award credit based on Advanced 
Standing in certain courses.   Eligible students should 
contact the Program Chair in which credit is sought to 
request administration of an examination.  The decision 
to offer an examination rests with the Program Chair.  
If the Chair authorizes an examination, the student is 
instructed to complete the Credit by Examination form 
at the Office of Student Services and Registration. Hours 
earned through Credit by Examination will be indicated 
on the transcript.   No grade points are awarded in the 
calculation of the GPA.  The credit hours attempted will 
be assigned equal to the credit hours earned. Failure on 
such an examination will incur no grade point penalty or 
credit hours attempted. Credits earned through “credit 
by examination” are considered in residence credits for 
degree requirement purposes.

Credit by Examination is subject to the following 
conditions:

•	 Credit by Examination testing may normally be 
offered during the final examinations period.  The 
exam must reasonably cover the learning outcomes 
of the course. 

•	 Students may attempt Credit by Examination in a 
given course only once. 

•	 No more than 10% of the total credit hours in a 
program major may be earned through Credit by 
Examination.

•	 Credit by Examination test scores will be reported 
with a CH on the transcript. An unsuccessful 
attempt is recorded as an N. Neither grade will be 
included in the calculation of the student’s GPA. 

•	 Students requesting Credit by Examination must 
satisfy all pre-requisites of the course for which they 
are being examined.



O - Student Grievance

The Academy is committed to providing a positive, 
friendly and harmonious environment which is conducive 
to supporting the learning, performance and personal 
development of all students.  If you feel you are being, 
or have been subjected to unfair treatment, harassment 
or discrimination related to either an educational or a 
non educational matter, you have the right to raise the 
grievance, or any other any issue of concern.

To ensure that student complaints and grievances are 
treated seriously and responded to in an appropriate and 
timely manner, all student grievances are co-ordinated 
through Student Services  and Registration department. 
The Director of Student Services and Registration shall 
appoint a suitable member of the Student Services team 
(resolution manager), who will be responsible for ensuring 
that grievances, complaints and matters of concern are 
treated in a timely, fair and equitable manner.

 If you have a grievance, you should in the first instance 
discuss the matter with the person involved to attempt 
to resolve the grievance through informal discussion. If 
the grievance cannot be resolved, then you should 
discuss the matter with your educational advisor in 
order to seek advice on how to resolve the issue 
informally.  If the matter has still not been resolved 
through informal processes, then you should prepare a 
written statement of the grievance and submit it to 
Director of  Student Services and Registration, providing:

•	 A brief outline of the nature of the grievance; 
•	 Names of the parties involved; and 
•	 A summary of attempts to resolve the grievance.

All grievances that are formally lodged in writing with 
Student Services will be acknowledged within 24 hours 
and a resolution manager appointed.  You will be advised 
of the procedure to follow.

If the grievance relates to an educational matter, such 
as a program, course, delivery, assessment, grades or 
examination issue, then it shall be referred to the Director 
Academic Affairs or the Director Vocational Affairs. 

If the grievance is a non-educational matter, such as 
those related to a personal issue, bullying or harassment 
or other such matters then it shall be referred to the 
Director Student Services and Registration.

All matters related to the grievance will be treated as 
confidential.

P - Student Discipline

All students enrolled at the Academy are expected to 
behave responsibly at all times and meet high standards 

of personal conduct, educational (academic) integrity 
and community behaviour. All students are required to 
obey the Rabdan Academy rules and regulations and adhere 
to high standards of personal and educational conduct 
and the Student Rights and Responsibilities Policy. Any 
student who breaches the rules shall be subject to the 
relevant disciplinary procedures appropriate to the 
misconduct or misdemeanour. A student who is subject 
to any disciplinary procedure shall have the right to 
appeal any decision or ruling, according to the procedures 
set out in the Student Appeals Policy.

Upon enrolment you should familiarise yourself with the 
Student Code of Conduct and the Student Rights and 
Responsibilities which require you to adhere to a range 
of rules and regulations including:

•	 Academic integrity and honour (including issues 
regarding cheating, plagiarism, copying and copyright 
infringement).

•	 Class attendance, punctuality and class behaviour.
•	 Completion of all assignments, assessments and 

academic learning obligations.
•	 Participate and behave appropriately in scheduled 

assessments, examinations and tests, and 
•	 Meeting all Course and Program completion 

requirements.

Unacceptable behaviour towards other students and 
employees, vandalism, theft and bringing disrepute on 
the Academy will not be tolerated. Any student who fails 
to adhere to the rules and regulations of the Rabdan 
Academy shall be subject to disciplinary procedures.

In the event of a reported misdemeanour or misbehaviour, 
the student shall in the first instance be advised of 
their breach of the prevailing rule or regulation, and 
the subsequent actions which may be taken.  A Senior 
Manager will investigate the reported misdemeanour 
or misbehaviour and determine whether there are 
reasonable grounds to believe that a breach of 
the Rabdan Academy rules, regulations or standards of 
conduct has occurred.

If the misbehaviour or misdemeanour concerns an ac-
ademic matter, the Director or Academic Affairs or the 
Director of Vocational Af fairs shall advise the 
student.  Where the matter concerns non-educational 
and non-academic matters, the Manager of Student 
Services and Registration shall advise the student.

A Senior Manager will investigate the reported 
misdemeanour or misbehaviour and determine whether 
there are reasonable grounds to believe that a breach of 
the Academy rules, regulations or standards of conduct 
has occurred.
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If a student is found to have breached any of the Academy 
rules and regulations regarding the required standards 
of academic conduct or personal behaviour then the 
following disciplinary outcomes will be issued by the 
Director Academic Affairs, the Director  Vocational Affairs 
or the Director Student Services and Registration 
depending on whether the misbehaviour is academic or 
non-academic:

•	 A verbal warning 
•	 A written warning
•	 A formal hearing

A student shall only receive two verbal or written warnings 
for any misdemeanour or misbehaviour before a formal 
hearing is undertaken.

Verbal warning
A verbal warning will be issued to a student when it has 
been determined that a minor infringement of the rules 
and regulations has occurred. The verbal warning will be 
issued by an appropriate member of faculty and recorded 
on the student’s record.

Written warning
In the case of a written warning, the responsible director 
shall prepare a report of the matter and the recommended 
disciplinary action to be imposed.
The student shall have the opportunity to present their 
case regarding the matter before any disciplinary action 
is imposed. Any subsequent disciplinary action must be 
endorsed by the Executive Vice President.

Formal Hearing
Where the responsible director makes a recommendation, 
then the student shall have the opportunity to present 
their case regarding the matter at the hearing prior to 
any disciplinary action being recommended or taken. 
Any subsequent disciplinary action must be endorsed 
by the  Executive Vice President.

Disciplinary Actions
Depending upon the seriousness of the breach, the 
disciplinary actions, which can be taken, may include:

•	 Personal counselling.
•	 Suspension from a class or course.
•	 Cancellation of an assessment, test result, assignment 

grade or examination result.
•	 Suspension from the Academy for a semester.
•	 Expulsion from the Academy, and
•	 The financial reimbursement or replacement of 

damaged property or the return of stolen property.

All  records of incidents involving disciplinary matters 
and actions shall be placed on the student’s file.

Q - Student Appeals 

Where you believe you have been treated unfairly 
regarding a decision or ruling related to an academic or 
non-academic matter, you should in the first instance 
discuss your concerns with your Educational Advisor.  
Where possible or practical your Educational Advisor 
should assist the student to discuss and resolve the 
issue with the other party.  If the issue cannot be resolved 
then you have the right to appeal the decision or ruling.

1 - Grading, Examination and Assessments

In seeking to appeal a final examination or assessment 
grade, a student must be able to demonstrate a valid 
reason for appeal.  This could include:
•	 An error such as the recording of a wrong grade or 

miscalculation, or
•	 Demonstrating an substantial inequality in grading 

in the class, or
•	 A medical, family or personal emergency which has 

substantially affected a student’s academic 
per formance

2 - Final Grade

Students have the right to appeal the final grade in a 
course.  In the first instance the student should meet 
with the following individuals, in the order listed, to discuss 
the matter:

•	 The faculty member teaching the course, and
•	 The Dean of Faculty

Within seven days of the decision or matter against 
which they are appealing, the student’s intention to 
appeal a decision or ruling should be made known to 
the Dean of Faculty, in writing. The student shall state 
the details of the decision or ruling in dispute, the 
steps already undertaken to try and resolve the matter 
and the grounds for the appeal.  The Dean of Faculty will 
select a committee of the faculty, who will review the 
student’s performance in the course and may include 
interviews with the student and the faculty member 
teaching the course.  The chair of the committee will 
forward the grade appeal recommendation to the Dean 
of Faculty for final approval.  The decision will be final 
and cannot be appealed.  The student may still be able 
to attend all classes.  The Dean of Faculty will inform the 
student of their status in this matter.
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3 - Examination and assessment Grades

Students have the right to appeal their course examination 
and assessment grades.  The procedures for appeal are 
the same as for a final grade appeal except the matter 
shall be dealt with by the Board of Examiners.

4 - Other Academic (non-grading) Matters 

Academic grievances are complaints brought by 
students regarding the Academy’s provision of 
education and academic services affecting their role 
as students. Academic grievances must be based on a 
claimed violation of the Academy regulations, policy, or 
established procedures. This policy does not limit the 
Academy’s right to change the regulations, policies, or 
procedures.

For other academic (non-grading) matters such as progression 
appeals, cheating, plagiarism, class non-attendance, the 
student shall lodge an appeal in writing to the Director 
of Academic Affairs within seven days of the decision.  
A decision shall be made and the student advised within 
14 days from lodgement of the appeal.  The decision will 
be final and cannot be appealed.
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