




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 2020, further new programs are 
being developed to meet the needs of our stakeholder 
partner organizations.

Students come primarily from stakeholder organizations 
including traditional military, police, Ministry of Interior, 
Critical Infrastructure & Coastal Protection Authority 
(CICPA) and the National Emergency and Crisis 
Management Authority NCEMA communities, but will 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 coordinates the 
accreditation of vocational training. The model will create 
flexible learning pathways for students by recognizing 
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 
organizations. 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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Academy President’s 
Introduction and Welcome

Welcome to Rabdan Academy. I am proud to be presiding 
over this state-of-the-art educational institute that is at 
the cutting edge of the delivery of resilience education 
and training for the Government and private sectors. It 
is an Academy built on the realization in the UAE that 
resilience is critical to the Nation’s interests and that 
true resilience is achieved by joined up policies, planning 
and responses from Government organizations and the 
private sector, so that the reaction to incidents and 
emergencies of any kind is coordinated and effective. The 
Coronavirus pandemic reminded us all of the criticality of 
resilience and coordinated responses, and the Academy 
not only adapted to react to the crisis, but has also 
contributed to the National response.The Academic 
Year may be impacted by the pandemic and we must all 
remain flexible and responsive as the situation evolves.

Rabdan Academy was developed to educate and 
train students from a wide array of key stakeholders, 
in a range of programs from Masters level degrees 
to short vocational courses. It also seeks to work 
with stakeholders to drive common standards and 
interoperability of vocational training, and achieve the 
most effective outcomes in an efficient manner through 
the development of Centers of Excellence.

The Academy is a future-class, multi-disciplinary learning 
environment of choice for the continuing development of 
safety, security, Defense, emergency preparedness and 
crisis management professionals. It is an independent 
and autonomous institution reporting directly to the 
Executive Council of the Abu Dhabi Emirate. Its ambition 
is to contribute to the development of a world-class 
crisis response capability consistent with the Abu Dhabi 
Plan and 2030 Economic Vision. The Academy will lead 
the approach of the UAE in combining academic and 
vocational education, linking education with research 
to assist in the development of resilience policies. It is 
the first in the UAE to provide learning in a dual sector 
structure that recognizes prior learning and experience, 
sharing accumulated credits from course to course and 
job to job. This removes duplication of effort and provides 
students with clear career pathways and professional 
development.

While building the dual-sector curriculum, the Academy 
is fully accredited by the Commission for Academic 
Accreditation in the Ministry of Higher Education and 
Scientific Research. Accreditation is important for our 
students as course credits are recognized within the 
UAE and internationally, and also transferable between 
programs and institutions.

Rabdan Academy is a forward-looking educational 
organization, capable of going beyond traditional learning 
models and methodologies to address the educational 
needs of today’s students, using a blend of face-to-
face and online learning techniques as appropriate. Its 
curriculum and delivery methodology is applications-
based and relevant to both students’ needs and skills 
necessary for their future professions. It is an Academy 
dedicated to ensuring that the Nation can respond to 
future incidents and emergencies, in an uncertain and 
unstable world, with the necessary resilience to protect 
its interests.

James Anthony Morse 
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Vice President’s 
Introduction and Welcome

Dear Students,

With all respect and appreciation, the Academy’s team 
and I would like to welcome you all to Rabdan Academy. 

Firstly, this magnificent academy has come to exist as a 
result of the vision of his Highness, Sheikh Mohammed 
bin Zayed Al Nahyan, Crown Prince and Deputy Supreme 
Commander of the United Arab Emirates Armed Forces, 
who has foreseen the urgent need to direct our efforts 
towards building UAE’s resilience, so our country can 
face all types of challenges.  

Rabdan Academy has transformed his Highness’s vision 
to the reality that stands before you, a source of pride 
for all your colleagues who have graduated here over the 
past years. 

Therefore, Rabdan Academy has laid down a robust 
foundation that relies on a futuristic vision of curricula 
that aim to achieve the concept of the  learning 
organization, through building a joint vision with 
stakeholders and targeting learning outcomes that 
realize an advantage in international competitiveness – 
while taking into consideration innovation and pioneering 
as a fundamental work mechanism. 

Strategy and resilience are not limited to curricula and 
syllabuses, but are included when we train and educate 
our students. Thus, what the Academy is aiming for is 
to produce graduates who are able to face challenges 
through having been equipped with skills and mental 
faculties enabling them to deal with the constant changes 
surrounding them.   

We are indeed different from the rest – not by our words, 
but by our actions. 
This is because we are aiming at resilience, a pioneering 
ability and the drive to embrace novelty by equipping 
graduates with leadership and educational skills to 
support the following:

Working in collaboration with the staff of other 
government departments and organizations to maintain 
the security of the country and its assets 

To be supported at times of crisis and mobilization by the 
notions of resilience, the ability to simulate reality with 
innovative solutions.     

Dear students:

Together we can achieve our goals, with a solid 
institutional foundation, not only in word but in action on 
the ground, action that manifests itself in the following:   

◊ Commitment 
◊ Innovation 
◊ Collaboration 
◊ Simulation abilities 
◊ Pioneering 

I have faith in your unlimited capabilities, to achieve 
unprecedented success in the near future. While you 
are with us, here at Rabdan, don’t consider yourself as a 
mere graduate with a degree or a certificate. In fact, you 
are a role model, a partner to our success, and moreover, 
a producer of that very success. 

Dr. Faisal Obaid Al Ayyan
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Rabdan Academy Strategy Map 
2018 – 2022
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1. General Information

How to use the Handbook
The purpose of this handbook is to help the student prepare for his/her studies at Rabdan Academy. It answers key 
questions, provides information about the student’s rights and responsibilities and explains what to expect of him/her 
during their time at the Academy.

https://portal.ra.ac.ae/sites/RabdanPortal/SitePages/AboutRabdan.
aspx

Social media sites

https://mail.ra.ac.ae/owa/auth/logon.aspx?replaceCurrent=1&url=ht
tps3%a2%f2%fmail.ra.ac.ae2%fowa2%f23%authRedirect3%dtrue

Webmail

https://ra.ac.ae/sign-in/ E-learning platforms for students at Rabdan 
Academy

https://eservices.ra.ac.ae/SSS/Student Portal

https://lms.ra.ac.ae/login/index.phpMoodle

https://elibrary.ra.ac.ae/ Library

https://eservices.ra.ac.ae/innovationInnovation portal

Student Services Contact information 
For all general student enquiries, queries and issues, please contact the Student Services Office as follows:

Name:               Mr. Abdulla Omar Baslaib
Position:           Student Services and Registration Manager
Telephone:       +971 2 599 9101
Email:               studentservices@ra.ac.ae;  abaslaib@ra.ac.ae
Normal office hours: 7:00 am to 5:00 pm (Sunday - Thursday)

For Other Enquiries
All other enquiries may be made with specific Rabdan Academy departments or service areas as shown below in the 
following table.

Department Name Phone Email

Academy President & Vice 
President Office

Ms. Nahla Ebrahim Al Nuaimi +971 2 599 9002 rabdanea@ra.ac.ae

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

Dean of Faculty Dr. Faisal AlKaabi +971 2 5999033 falkaabi@ra.ac.ae

Academic Affairs Dr. Walid Yassin +971 2 599 9029 wyassin@ra.ac.ae

Vocational Affairs (Interim) Mr. Salem Saif Al Kaabi +971 2 599 9044 ssalkaabi@ra.ac.ae

Institutional Effectiveness Dr. Khaled Abdulla Al Obeidli +971 2 599 9020 kalobeidli@ra.ac.ae

Finance Mr. Hamad Abdulrahman Al Zaabi +971 2 599 9090 halzaabi@ra.ac.ae

Library Ms. Asmaa Saad Assim +971 2 599 9119 assim@ra.ac.ae
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List of Program Chair/Faculty Members

# Name Position Email Phone
1 Dr. Carla  Amoi Rudder Associate Professor crudder@ra.ac.ae 02 599 9056 

2 Dr. Basma Bent Omar Allagui Assistant Professor ballagui@ra.ac.ae 02 599 9059

3 Dr. Khawla  Saeed  Hassan  Al Hattawi Assistant Professor kalhattawi@ra.ac.ae 02 599 9072

4 Dr. Shamma Hamdoon Mohammed Al 
Naqbi

Program Chair Foundation - 
Assistant Professor

shalnaqbi@ra.ac.ae 02 599 9070

5 Dr. Asma Saleh Ahmed Al Teneiji Assistant Professor ateneiji@ra.ac.ae 02 599 9034

6 Dr. Abdulla Rashed Obaid Al Dhaheri Assistant Professor - Adjunct aaldhaheri@ra.ac.ae 02 599 9856

7 Lisa  Ann  Fraser ESL Instructor lfraser@ra.ac.ae 02 599 9064

8 Katherine Barr  Miller ESL Instructor kmiller@ra.ac.ae 02 599 9060

9 Allison Moira Priest ESL Instructor apriest@ra.ac.ae 02 599 9065

10 Mohammed Mhmood Mustafa Al 
Matalka

Arabic Lecturer malmatalka@ra.ac.ae 02 599 9851

11 James John Anthony Ryan Lecturer jryan@ra.ac.ae 02 599 9074

12 Layla Yousef Mousa Al Jenaibi Assistant Lecturer laljneibi@ra.ac.ae 02 599 9073

13 Robert Belanger ESL Instructor rbelanger@ra.ac.ae 02 599 9045

14 Michael Gallagher ESL Instructor mgallagher@ra.ac.ae 02 599 9049

15 Ameera Ali Hamdan Alshehhi Assistant Lecturer aalshehhi@ra.ac.ae 02 599 9832

16 Nasir  Mohammed Amro  Al Lagtah Assistant Professor - Adjunct nallagtah@ra.ac.ae

Preparatory & General Education
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# Name Position Email Phone

1 Dr. John Harrison Associate Professor jharrison@ra.ac.ae 02 599 9052

2 Dr.John George Hatzadony Program Chair Homeland 
Security - Assistant Professor

jhatzadony@ra.ac.ae 02 599 9069

3 Dr. John Anthony Hardy Assistant Professor jhardy@ra.ac.ae 02 599 9847

4 Dr. Spyridon Plakouda Assistant Professor splakoudas@ra.ac.ae 02 599 9848

5 Dr. Stefan Marc Brooks Associate Professor sbrooks@ra.ac.ae 02 599 9848

6 Dr. Jolene Anne R Jerard Assistant Professor jjerard@ra.ac.ae 02 599 9066

7 Dr. Paola  Maria Raunio Assistant Professor praunio@ra.ac.ae 02 599 9838

8 Dr. Francisco Javier Rojas Ruiz Assistant Professor fruiz@ra.ac.ae 02 599 9836

9 Dr. Massimiliano Fiore Assistant Professor mfiore@ra.ac.ae 02 599 9835

10 Dr. Arsene Saparov Assistant Professor asaparov@ra.ac.ae 02 599 9829

11 Spyridon  Litsas Associate Professor slitsas@ra.ac.ae

12 Petros Violakis Assistant Professor pviolakis@ra.ac.ae

Homeland Security
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# Name Position Email Phone

1 Dr. Carlos Samuel Assistant Professor csamuel@ra.ac.ae 02 599 3409

2 Dr. Sudha Sudhir Arlikatti Associate Professor sarlikatti@ra.ac.ae 02 599 3509

3 Dr. Amadeus Michael Kubicek Assistant Professor akubicek@ra.ac.ae 02 599 9850

4 Dr. Komal Raj Aryal Assistant Professor karyal@ra.ac.ae 02 599 9853

5 Dr. Nguemdom Viviane Estelle 
Foyou

Assistant Professor nfoyou@ra.ac.ae 02 599 9859

6 Dr. Khameis Mohamed Obaid 
AlAbdouli

Assistant Professor kabdouli@ra.ac.ae 02 599 9833

7 Dr. Edris Alam Associate Professor ealam@ra.ac.ae 02 599 9834

8 Dr. Frank William DelGrosso Lecturer BCM & IEM fdelgrosso@ra.ac.ae 02 599 9852

Business Continuity Management (BCM) & 
Integrated Emergency Management (IEM)

# Name Position Email Phone

1 Dr. Alistair Paul Wilson Assistant Professor awilson@ra.ac.ae

2 Dr. Perry Charles Stanislas Assistant Professor pstanislas@ra.ac.ae 02 599 9054

3 Dr. Scott Ian Fairgrieve Professor sfairgrieve@ra.ac.ae 02 599 9860

4 Dr. James Patrick Welch Lecturer jwelch@ra.ac.ae 02 599 9863

5 Dr. Mohamed Khaleifa Khameis Al 
Hmoudi

Assistant Professor - Adjunct malhmoudi@ra.ac.ae

6 Dr. Amanda Jane Davies Program Chair of Science in 
Policing and Security - Assistant 
Professor

adavies@ra.ac.ae  02 599 9868

7 Saleh Omar Salem Binamro Lecturer ssalem@ra.ac.ae  02 599 9828

8 Florence Allison Mcareavey Lecturer fallison@ra.ac.ae  02 599 9865

9 Talal Rashed Salem AlHarthi Lecturer talharthi@ra.ac.ae  02 599 9831

10 Eric  Halford Assistant Professor ehalford@ra.ac.ae

11 Johannes Pieter Oosthuizen Lecturer joosthuizen@ra.ac.ae  02 599 9861

12 Ebrahim Sulaiman Ebrahim 
AlBlooshi

Assistant Lecturer ealblooshi@ra.ac.ae  02 599 9046

Policing and Security (P&S) and Crime Scenes (CS)
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2. Campus Location

Street address:                   Rabdan Academy, 2 Dhafeer Street, Abu Dhabi. 
Postal address:                   P.O. Box 114646, Abu Dhabi, United Arab Emirates. 
Telephone:                           +971 2 599 9111
Email:                                  studentservices@ra.ac.ae
Fax:                                  +971 2 599 9112
Web:                                   www.ra.ac.ae
Social Media IDs:                         / RabdanAcademy 
Latitude and Longitude:           24.430110, 54.4 6768 
QR Code:                               Scan the QR code N follow the directions

                   24.430110, 54.436768
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3. Academic Calendar
The key dates in Rabdan Academy annual calendar are listed below:

Ramadan and religious holidays are based on the official Hijri 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.

Fall 2020 Semester
Date Range Instruction 

week#
Days Activity Important date this week

16 - 20 August 2020 0 0 Term 7 PAS Diploma Start
Dean, Program Chairs and Faculty return from leave       
New student placement and registration
Orientation, Advising and Timetable Distribution   
Last day to Add/Drop Courses

16 August (Sunday) 2020
19 August (Wednesday) 2020 
19August (Wednesday) 2020
20 August (Thursday) 2020
20 August (Thursday) 2020

23 August - 27 August 2020 1 4 *New Hijri Day
Classes Begin
Classes Begin  for MIA-MOD

23 August (Sunday) 2020
24 August (Monday) 2020
24 August (Monday) 2020

30 August - 3 September 2020 2 5

6 - 10 September 2020 3 5 Student Award Ceremony 7 September (Monday) 2020

13 -17 September 2020 4 5

20 - 24 September 2020 5 5 1 October (Thursday) 2020

27 - 1 October 2020 6 5 Deadline to withdraw from a course with 
no penalty (WW)

4 - 8 October 2020 7 5 Withdrawal from courses results in penalty (WF) 
Term 7 PAS Diploma Close

8 October (Thursday) 2020
8 October (Thursday) 2020

11 - 15 October 2020 8 5 Midterm Starts
Term 8 PAS Diploma Starts

11 October (Sunday) 2020 
11 October (Sunday) 2020

18 - 22 October 2020 9 5 Midterm Exams End

25 October - 29 October 2020 10 4 Prophet Muhammed›s Birthday 29 October (Thursday) 2020

1 - 5 November 2020 11 5

8 - 12 November 2020 12 5 Advising & Pre-registration week

15 - 19 November 2020 13 5

22 - 26 November 2020 14 5

29 Nov - 3 Dec 2020 15 2 Martyr›s Day 
UAE National Day

1 December (Tuesday) 2020
2-3 December (Wed-Thursday) 2020

6 - 10 December 2020 16 5 Term 8 PAS Diploma Closes
Final Exams Start 

10 December (Thursday) 2020
12 December (Saturday) 2020

13  - 17 December 2020 - Term 9 PAS Diploma Starts
Final Exams End

13 December (Sunday) 2020
19 December (Saturday) 2020

Total 77

Academic Calendar 2020 - 2021

24 - 20 December 2020 - Deadline for faculty to submit grades  
Winter Break For Students
Grades confirmed by Dean 
Examination Board and Academy Board      
Faculty winter break starts
Final Grades release  

20 December (Sunday) 2020
20 December (Sunday) 2020
21 December (Monday) 2020
24-23 December (Wed -Thurs) 2020
23 December (Wednesday) 2020
24 December (Thursday) 2020

31 - 27 December 2020 - Winter Break for Students and Faculty

Total 75
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Spring 2020 Semester Spring 2021 Semester
Date Range Instruction 

week#
Days Activity Important date this week

13 - 7 Jan 2021 Faculty return to work
Add/Drop Period    
Orientation, Advising and Timetable Distribution    

5 January (Tuesday) 2021
5-7 January (Tuesday-Thursday) 2021
5-7 January (Tuesday-Thursday) 2021 

10 - 14 Jan 2021 1 5 Classes Begin
New student  placement and registration

10 January (Sunday) 2021
11 January (Monday) 2021

17 - 21 January 2021 2 5 Student Ceremony  19 January (Tuesday) 2021

24 - 28 January 2021 3 5

31 January - 4 February 2021 4 5 Term 9 PAS Diploma Close 4 February (Thursday) 2021

7 - 11 February 2021 5 5 Term 10 PAS Diploma Starts  
Deadline to withdraw from a course with no 
penalty (WW)

7 February (Sunday) 2021
11 February (Thursday) 2021

14 - 18 February 2021 6 5 Withdrawal from courses results in penalty (WF) 18 February (Thursday) 2021

21 - 25 February 2021 7 5

28 February - 4 March 2021 8 5

7 - 11 March 2021 9 5

14 - 18 March 2021 10 5

21 - 25 March 2021 11 5

28 March - 1 April 2021 12 5 Term 10 PAS Diploma Closes 1 April (Thursday) 2021

4 - 8 April 2021 13 - Spring Break for Students and Faculty 4 April (Sunday) 2021

11 - 15 April 2021 14 5 Advising and Pre registration week 11-15 April (Sunday-Thursday) 2021

18 - 22 April 2021 15 5

25 - 29 April 2021 16 5

2 - 6 May 2021 17 - Final Exams Starts 1 May (Sunday) 2021

9 - 13 May 2021 Final Exams End
Eid al-Fitr

10 May (Monday) 2021 
13 May (Thursday) 2021

16 - 20 May 2021 Deadline for faculty to submit grades
Grades confirmed by Dean 
Examination Board and Academy Board                    
Final Grades release

16 May (Sunday) 2021
18 May (Tuesday) 2021
19-20 May (Wedy - Thursy) 2021
20 May (Thursday) 2021

Total 78

Academic Calendar 2020 - 2021
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Summer I  2021 Term** 
Date Range Instruction 

week#
Days Activity Important date this 

week

23 - 27 May 2021 1 5 Summer I starts    
Last day to add/ drop courses   
Deadline to withdraw from a course without penalty (WW)

23 May (Sunday) 2021
26 May (Wednesday) 2021
27 May (Thursday) 2021     

30 May - 3 June 2021 2 Withdrawal from courses results in penalty (WF) 3 June  (Thursday) 2021

6 - 10 June  2021 3 5

13 - 17 June 2021 4 5 Midterm Exams 13 June (Sunday) 2021

20 - 24 June 2021 5 5

27 June - 1 July 2021 6 5 Last day of Classes 1 July  (Thursday) 2021

4 - 8 July 2021 7 5 Final Exams Start
Final Exams End
Final Grade Release

4 July  (Sunday) 2021
5 July  (Monday) 2021                                            
8 July (Thursday) 2021 

Academic Calendar 2020 - 2021

Total 30

Summer II  2021 Term** 
Date Range Instruction 

week#
Days Activity Important date this week

11 - 15 July 2021 1 5 Summer II starts
Last day to add/ drop courses     
Deadline to withdraw from a course without penalty (WW)

11 July (Sunday) 2021
13 July (Tuesday) 2021 
15 July (Thursday) 2021

22 - 18 July 2021 2 0 Day of Arafat
Eid Al Adha
Withdrawal from a course results in penalty (WF)

18 July (Sunday) 2021
19 - 22 July (Mon - Thursday) 2021 
22 July (Thursday) 2021

29 - 25 July 2021 3 5

5 - 1 August 2021 4 5

12 - 8 August 2021 5 4 Midterm Exams
*Islamic New year 

8 August (Sunday) 2021
10 August (Tuesday) 2021

19 - 15 August 2021 6 5

26 - 22 August 2021 7 5 Final Exams Start 
Final Exams End

24 August (Tuesday) 2021
26 August (Thursday) 2021

Total 29

* Subject to the lunar calendar* Subject to the lunar calendar
** Full-time students are required to take courses in one of the two summer terms. ** Full-time students are required to take courses in one of the two summer terms. 
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4. Admission
The Rabdan Academy admission policy, procedures and application dates are available in Rabdan Academy Catalogue, 
which can be downloaded from the website https://ra.ac.ae/academy-catalogs/ 

For registration, please visit our admission portal https://ra.ac.ae/admission/login/userlogin

5. Students Rights and Responsibilities                                  
Rabdan Academy recognizes that the student has the right to be treated with respect and fairness, and have equal rights 
of access to all services and facilities to support his/her educational endeavours. Therefore, Rabdan Academy grants 
these rights in return for the student’s cooperation in treating fellow students, staff, property and facilities with respect. 
While enrolled at Rabdan Academy, the student must abide by its policies, procedures, rules and regulations. Some of 
the responsibilities include:

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

The Academy’s policies regarding a student’s rights and responsibilities are designed to ensure that the student has a 
clear understanding of the policies, procedures, rules and regulations, to which s/he should adhere whilst enrolled. The 
student should be familiarized with their rights and responsibilities with respect to:

◊ Appeals and grievances.
◊ Data protection and privacy issues.
◊ Disciplinary procedures.
◊ Health and safety.
◊ Student personal records.
◊ Educational and non educational disciplinary procedure 
◊ Educational and personal codes of conduct 

If the student has a concern that his/her rights have been breached or ignored, s/he should seek advice from the 
academic advisor in the first instance, to discuss the matter and outline the concerns. If the educational advisor is 
unable to assist or resolve the matter, then the student should seek advice from the Director of Academic Affairs for 
academic matters, and the Manager of Student Services and Registration for non-academic matters. The advisor will 
advise the student of the procedures that s/he should follow to seek resolution to the matter. If the matter cannot be 
resolved at this level, then the matter will be referred to the Academy Vice President whose decision will be final. Any 
breaches of the Academy rules and regulations will be subject to the Student Discipline Policy.
If the matter cannot be resolved at this level then it shall be referred to the Vice President Education. Any final decision 
will rest with the Vice President Education and will be binding on the parties involved.

The student is expected to behave respectfully and with integrity at all times. S/he must take personal responsibility 
for educational honesty and maintain the highest standards of personal conduct at all times. The student must do his/
her own educational work and make an equitable contribution to the group effort when participating in group work or 
assignments.

6. Academic Integrity
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Rabdan Academy prohibits dishonest and unethical behaviour under all circumstances, in particular:
◊ Cheating
◊ Plagiarism
◊ Obtaining unfair advantage
◊ Copying others work
◊ Unauthorised access to Rabdan Academy systems, data and records.

Academic staff work with the student to ensure that s/he fully understand what constitutes educational dishonesty and 
the consequences of engaging in it.

A Breach of Academic Integrity
Where a student is suspected of plagiarism, the faculty member shall follow this procedure:

◊ Speak with the student directly regarding the suspected plagiarism as soon as the plagiarism has been noted.
◊ Communicate with the Dean and Registrar to inquire whether the student records show that s/he previously committed 

this offence.

Where the faculty member suspects that a written assignment was not produced by the student, s/he may ask the 
student to reproduce the document in a test environment. The reproduction may be used as evidence supporting the 
faculty member’s allegations.

If the student admits plagiarising, then the faculty member follows the sanctions outlined in the Student Discipline 
Procedure and imposes the appropriate action. The decision is reported to the program chair, Dean and Registrar.
If the student denies the plagiarism allegation, then an investigation shall ensue.
The Faculty member informs the Program Chair about the suspected case and assembles the necessary materials 
including a rationale and justification for the allegation. The student is given not less than 3 working days’ notice in 
writing of the allegation(s) and of the details of all the piece(s) of work that be discussed.

The hearing shall:
◊ Normally comprise a Program Chair or nominee, other than the one , and the student who may be accompanied by a 

supporter from the Academy,
◊ Be minuted by a member of the Faculty attending the meeting or by another member of staff,
◊ Address all the allegations faced by the student, and permit the student an opportunity to justify the work and to offer 

any mitigation
◊ Where the student is absent from the meeting without good cause, s/he is presumed to have admitted the allegations 

and therefore forfeits the right to appeal.
◊ The Faculty progresses the case as an admitted offence.
◊ Where the committee upholds the allegation then a decision is made based on sanctions outlined in Student Discipline  

Procedure.
◊ The report is sent to the Registrar.

Where the case of plagiarism is not proven, the student’s work is assessed and graded as normal. In the event of a 
student appeal, the appeals procedure is followed.
A student may appeal to a Committee chaired by the Director Academic Affairs. Such an appeal must  be made in writing 
to the Director Academic Affairs, not later than five working days after the Investigating Committee’s decision has been 
issued.

The student does not appear before the Committee unless requested. The Committee’s decision is be final. Having 
considered the appeal, the Committee either confirms the findings and the penalty in all respects or uphold the appeal 
and allows assessment of student’s submitted work.
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Results of the investigation and appeal process must be reported to the Dean and Registrar no later than 3 working days 
from the date of the decision and be kept permanently in the student file. A separate file recording all plagiarism cases 
shall be created and maintained by the registrar. This file is accessible to Dean, Program Chairs and Director Academic 
Affairs. In the event where the case was not proven, no records are retained.

7. Health and Safety
Rabdan Academy is committed to providing a safe and healthy environment for our staff, students and visitors. However, 

Rabdan Academy expects all individual to take responsibility for their own safety and not put themselves or others at 

risk.

7.1 First aid and Medical  Emergency
In the event of illness or an health incident that require medical attention, students must contact Student  Services and  

Registration Dept. who arranges prompt access to a nurse, health care clinic or hospital as required. Trained First Aid 

staff are also available on campus to assist as first responders in these cases. Students with prior medical condition 

must advise the Student Services and Registration Dept. upon admission. The student’s medical information shall 

disclosed only with the patient’s written consent, except in case legally mandated in life- threatening emergencies.

7.2 Accidents, Incidents and  Near  Misses
At Rabdan Academy, all occupational health and safety issues identified are addressed promptly. If a student identified 

any health and safety risks or have any health and safety concerns, please report the issue to Student Services and 

Registration promptly to report any injuries or incidents that occur.

7.3 Smoking
Smoking is strictly prohibited inside building premises. There are designated smoking area marking as smoking zone, 

which are the only place to smoke for all the personnel.

“In support of health and Fire Safety, Rabadan Academy discourage smoking within campus vicinity.”

7.4 Parking and Driving On-Site
Drive carefully and considerately. Observed and follow speed limit and traffic signs. The following are the prohibited 

unsafe practice about vehicle parking:
◊ Leaving the car engine running for more than 5 minutes while in the underground parking.
◊ Leaving the car engine running while unattended (anywhere on campus).
◊ Parking in a Fire Zone as indicated by a red curb or in front of a fire hydrant.
◊ Parking in an area designated as either a special parking (i.e. President, Dean, Director, visitor, barricaded spots etc.).
◊ Parking in a no parking zone or area designated with yellow line, control signs or barricades 
◊ Improper parking which includes but not limit to the following violations:

         - Parking a vehicle in a manner that takes up two parking spaces.
         - Double-parking a vehicle (parking a vehicle so it blocks in another vehicle.)
         - Parking a vehicle in an angled parking Space against the flow of result the as (as the result of pulling through or         
           baking into  the space).

         - Parking in the travel lanes/driveways of any parking lot.
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7.5 Procedure for Fire / Building Evacuation:
Campus-wide alarm are in place to notify about Fire or any other emergency along with evacuation maps in common 

areas to guide the personnel to evacuate the building showing the primary and secondary (alternative) evacuation route 

towards designated assembly in case of an emergency. Further Tampering with any fire protection equipment/devices 

in the campus premises such as Fire extinguisher, fire hose reel, fire alarm, manual call point, break glass unit etc.is 

strictly prohibited.

7.6 Before Emergency:
◊ Know what exit route and alternate to use from your Location.

◊ Become familiar with alarm activation points, First Aid Kits and portable fire extinguisher locations.

◊ Save emergency contact number on your mobile phone.

◊ Know the location of assembly points.

◊ If you need assistance during an evacuation, notify in advance to EHS Team (ex. pregnant women, People 
of Determination etc.)

◊ Participate in the Emergency Evacuation Drills.

Individuals must follow the below steps in case of emergency:

◊ Sound of the fire alarm is an office notification from Rabdan Academy for evacuation.

◊ Stay calm, do not rush or panic and move in a steady speed but without running.

◊ All alarms shall be treated as real, never consider any alarm false.

◊ Do not crowd around the scene of incident.

◊ Calmly evacuate the building using designated escape routes.

◊  Do not obstruct the access to emergency vehicle (e.g. Ambulance, Civil Defense and Police).

◊ Do not return to the campus at any situation and remain outside until Rabdan Academy Emergency Officer announces 

that it is safe to re-enter.

◊ Wash or sanitize your hands frequently.

◊ Keep a safe distance of 2.0 meters with each other.

◊ Do not shake hands, do not hug or greet each other by touching nose.

◊ Use mask and gloves whenever you are in the premises.

◊ Do not share any item with each other

◊ If you have any symptoms i.e. fever, sore throat, cough, muscle pain, loss of taste and smell, chills, make sure not to 

go out of your home and if you are in the academy premises report to student service office or to the reception / security 

as soon as possible.

◊ In case of emergency or during building evacuation use the evacuation chairs situated at 2nd and 3rd floor for persons 

with certain disability or people of determination.
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7.7 Response to COVID -19 Guidelines & Preventative Measures in Rabdan Campus
◊ Only students have AL HOSN application and provide Covid19 result before entrance within 48 hours as well as have 

schedule to attend classes will allow to enter the campus.
◊ Students who don’t provide the result will not allow to enter the campus and will put them absent for these lectures.
◊ Temperature check, Hand –hygiene enforced and mask change Upon entering the students the campus.
◊ Entrance area for students: before entering the building for the temperature check, the student must be in line and 

standing on dots on the ground and distance between each dot is 2 meters.
◊ Physical distancing in all area and between the students.
◊ Continuous Disinfection of campus equipment.
◊ Not allowed to stand in groups inside or outside RA, 2 meters between each student in front of RA main entrance 

[required from Facility Management & Security team to keep in their consideration the social distance and maintain dot 
signs on the floor].

◊ Smoking area [remove the current seat and arrange for individual seats with 2 meters’ distance] also [required to keep 
a sign before the exit door mentioned the max number of persons, e.g.; 3 students, 2 staff].

◊ Students must start coming to their classes at least before half an hour; to account for any delays while using the 
sanitization facility.

Rabdan Academy Student Council 
The student has the opportunity to participate in decision-making processes through the Rabdan Academy Student 
Council (RASC) on educational and non-educational matters.

Every full-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 an office in 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.
◊ Virtual meeting and online sessions are available with creating forums through online application. 

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 Academy Vice President. The Academy 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 views of RASC to the 
Academy Vice President, and the Board of Trusties.

Eligibility for being nominated in student council To be eligible to hold a RASC office, one must:
◊ Be registered, active, full-time student of Rabdan Academy;
◊ Be in good academic, attendance and behavioral standing with the academic chairs and student services office;
◊ Have and maintain a cumulative CGPA of at last 2.0; and 
◊ Remain enrolled as a full-time Rabdan student for the full term in office. 

8. Student activities and Organizations
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Student Activities and Organisations 
Organised activities are in our campus or by online. Rabdan 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 encourages 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 Academy Vice President shall have the right to order the 
organisation office bearers to cease all activities which are in breach, and remedy the breach.

All groups, organisations and clubs must be registered with the Student Services department and all formed to support 
student activities. All groups, organisations and clubs must:

◊ 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; and
◊ 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.

If a group, organisation or club fails to fulfil any of these requirements, or breaches the rules and regulations of the 
Academy, the Academy Vice President, 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.

◊ Cease all operations permanently.
◊ Activate the online Activities for students which can be online sessions and workshops. 

Student 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.
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Student Code of Conduct
During their time at the Rabdan Academy, students have four primary obligations:

A. To maintain high standards of personal 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 the activities are conducted safely, and not placing others at risk of harm.
◊ Not behaving in any way that impairs the freedom of other students to pursue their studies.

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

activity.

C. Students 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 that actions do 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. Students have an obligation to become familiar and comply with, Rabdan Academy’s regulations, rules and 
policies.

Alumni 
The Alumni Office provides a point of contact between Rabdan Academy and graduates students. It strengthens the link 
between graduates and the Academy by involving them in diverse activities. The Office communicates regular updates 
on conference programmers, cultural events, socio-cultural activities and gathering opportunities according to our 
alumni’s interests and aspirations, all graduates of the university are automatically registered as alumni.

The council has established the following main objectives:
◊ Create a strong relationship between the alumni and the Academy and promote a sense of pride among all alumni.
◊ Empower Alumni to become active participants in the Academy.
◊ Engage the Alumni in Campus Life through awareness of the Academy’s development, accomplishments, programs, 

and offerings.
◊ To support the RA commitment in providing leadership through the development of recognized programs.
◊ Activate the online Activities for students which can be online sessions and workshops.
◊ Alumni’s can use the portal to find different certificate such as training as well as other inquires and information that 

can be beneficial for them. https://eservices.ra.ac.ae/alumni/
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Volunteer, Community Service & Integrated Health Program
In accordance with the decision of the Board of Trustees of the Rabdan Academy, all students enrolled in Rabdan Academy 
must complete (180) hours of non-academic volunteer work, community service (22.5 hours) for each semester as a 
mandatory requirement for graduation.

Also (480) hours in Integrated Health Program (60 hours) for each semester as a mandatory requirement for graduation 
which is ideally during the four-years on Bachelor degree and prorated for other study period (e.g. early exit at Diploma 
and Higher Diploma, transfer or withdrawal) as described/detailed in procedures.

◊ The contact hour is calculated based on the actual activities duration for example, student attend event for 3 hours, 
then the contact hours completed will be 3 contact hours.

◊ Student who received an award, medals or first positions will gain bonus hours as recognition and to motivate students.
◊ Total completed hours will be covert it to Contact load hours and will occur in the student transcripts.
◊ Integrated Sport Calculations: 4 Hours x 15 week per semester = 60 Hours per semester.
◊ RA Events and Social community activities :1.5 Hours x 15 week per semester = 22.5 Hours per semester; 180 hours 

for 4 years.
◊ 3rd year and 4th year students will be required to complete min 6 Contact hours; 12 Contact hours mainly in RA 

events.
◊ 3rd year students will require to complete 16 Contact hours in fitness and sport activities and 4th year students will 

require to complete 8 Contact hours in fitness and sport activities.
◊ Part-time students are excluded from participating in the program unless if they wish; therefore there participation 

will be optional.
◊ Students can apply for the participation through Student Service and Registration Department.
◊ Students are expected to: Apply to the organizer of the event. Check the event details (day/date/time/ supervisor/

role as volunteer). Participate in the event/achieve the goal. Fill in the Rabdan Academy Volunteering form after 
completion of the event.

The Integrated Health Program is offered on public holidays / weekends or after studying hours.
Students can complete volunteering hours, community service and Integrated Health Program through:

◊ Events and activities organized by Rabdan Academy.
◊ Government institutions and non-profit organizations.
◊ National events.
◊ Cultural and heritage activities.
◊ Health awareness activities.
◊ Social, scientific, and environmental activities.
◊ Fitness and Sport activities.
◊ Online sessions, lectures and forums.

Students should be aware that their studies prepare them to enter the UAE workforce. Students are expected to present 
a professional appearance at all times, in clothing that respects UAE customs and traditions and clothing that s/he 
would be expected to wear in a work environment in the UAE.

The following dress code for all students must be observed (either at the campus or through the smart platforms 
applications):

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

◊ Student must wear their Student ID Card on campus.
◊ Female students must wear an abaya and a hijab.

9. Dress Code
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◊ Students are not allowed to wear:
        a. Jeans
        b. T-shirts
        c. Sportswear
        d. Tight-fitting clothing
        e. Transparent  clothing.

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 or she has withdrawn, and after 
a student has graduated, including after the records have been archived or destroyed.

Information in the Academy Student Information System is not public. This information is available only for corporate 
use. For corporate purposes, the Academy’s 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  purpose.

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 rectification of his/her personal and academic information that he/she believes are inaccurate.

Obligations
◊ Provide update information and details of the sponsor.
◊ Provide up to date personal information to the Academy.

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 established by 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 receive copies of his/her personal and academic information. The Registrar 
will respond within two weeks from the date the request is received informing the student of the procedure that the 
student must follow, and may require the student to make the request online and/or to make payment for photocopies.

Student Procedure – Inspecting, Reviewing and Amending Information
Some student personal and academic information may be made available and displayed to students via the Student 
Information System Portal. A student has the right to request to make amendments to his/ her personal and academic 
information that he or she 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 
an amendment is as prescribed by Registrar and may require the student to make the request online or make payment 
for photocopies. A response to the request 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:

10.  Student Records and Student Data Protection
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◊ 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.

Student Consent
A student may request the release of his/her personal and academic information (such as a Letter of Reference and/or 
an Official Transcript) to a third party or to his/ her sponsor or parents at any time by providing consent. The consent 
must be in writing and contain the following information:
        a. To whom the records are to release.
        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 released to a third party - including relatives, friends, other students, or prospective employers 
- 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 Academy 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.

Student Information
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
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11.  Student Services
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. 
We have developed online orientation for new students to have the support. 

Learning Support
The Academy offer a friendly and supportive environment. The staff are industry-trained and experienced, and most 
importantly, committed to student success.

To ensure that students have the opportunity to excel in their chosen program of study, we aim to provide 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 that 
advisors and counsellors are available to provide the nessecary support and advice.

The writing center, located in the Poduim floor, is staffed during the day to provide assistance in English langugage 
communication. Furthermore, per the posted schedule assisnatce is available for math, science and Arabic courses.

Academic Advising
Following admission, the student is allocated an academic advisor. Students should have an initial meeting with his/her 
advisor during the first two weeks of each semester. At this initial meeting students should agree with the advisor to a 
schedule of regular meetings to enable continuity of contact. 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 the student has difficulty working with his/her advisor, s/he should discuss this with the Program 
Chair. If there are issues or concerns that cannot be resolved, the Program Chair will send a
recommendation to the Dean to assign the Student to an alternative advisor. The Dean’s decision is communicated to 
Student Services for action on our Student Information System.

The main functions of the Academic Advisor are to:
Provide information on academic requirements of the student’s program and courses; Advise the student on enrolment 
and registration requirements regarding required courses, pre-requisites and electives; Discuss issues regarding a 
student’s concerns around course loads and requirements such as assignments, tests and examinations.

Monitor a student’s academic progress and advise on issues such as study plans, study tips and advice, and issues 
regarding how to maintain good academic standing.Discuss and explain the Rabdan Academy’s rules and regulations 
and academic policies and procedures such as academic progress, rights and responsibilities, grievances and appeals.
Liaise with other Rabdan Academy staff on issues related to the student.

To ensure that the relationship with the academic advisor is effective and productive, the student is expected to:
◊ Request regular appointments with his/her advisor to discuss academic progress.
◊ Be familiar with the relevant academic policies and procedures, the academic program and course requirements.
◊ Seek guidance from and consult the advisor on issues related to academic and non-academic matters; and
◊ Be familiar with a student’s rights and responsibilities and obligations as an enrolled student.
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Academic information
◊ High School Certificate, if applicable
◊ GSC scores, if applicable
◊ Previous educational history
◊ English language proficiency certificate e.g. IELTS
◊ Maths proficiency certificate

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 their student information.

Name Change
Where a student’s name has changed for legal reasons, he or she 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 ‘CANCELS’ 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 Hokm Al Mahkamah or letter from Jawazat.

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 places both in the student file, with all the above 
documentation.

Accomodation Procedures   
Rabdan Academy provides residence for those students who are keen to use students’ residence during the study 
period at the academy. Student Service Office has already established Procedures of providing the residence through 
coordinating with the students’ sponsors. The available current residence is Bluemont Hotel, opposite to the academy.
The hotel provides the following services:

◊ Cafe & Restaurant
◊ 24-Hour Reception & Room services
◊ Information services
◊ Newspapers
◊ Laundry services
◊ Car parking
◊ Modern facilities, luxurious rooms and comfortable workspaces
◊ Gym and Spa
◊ Internet
◊ Housekeeping  Services
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Schedule of Meetings
The following points provide a summary of the mandatory meetings that should be taking place between the advisor 
and the advisee.

◊ Beginning of the semester: new students will be invited to attend group meetings with their advisor during the first 
few weeks of the semester so they can meet their advisor and be acquainted with the procedures that will be implemented.

◊ Pre-registration: an individual advising session will normally occur after the midterm examination period, where 
students will be provided with their course nominations for the forthcoming semester. Matters concerning the selection 
of new courses, academic progress and GPA scores will normally be discussed at this meeting, but the meeting will 
also provide an opportunity for the student or the advisor to raise any concerns regarding attendance, test results and 
examinations in their current courses. Remedial action may be recommended to the student if required or appropriate at 
this point.

◊ Online drop/add week: Where necessary, students may meet their academic advisors during the drop/ add week to 
obtain advice on additional courses they could add and drop (courses to be dropped and added are normally predetermined 
by academic advisors), and discuss strategies to improve their CGPA.

◊ At-risk students: At-risk students (i.e. those whose CGPAs are below 2.0) are required to meet with their academic 
advisors at least twice during a given semester. The first meeting should take place during the drop/add week (or if not 
possible the first few weeks of the semester), while the second week following the midterm examination (could take place 
at the same time as the preregistration). During the first meeting a developmental action plan is agreed upon and progress 
is discussed in the second meeting.

◊ Attendance over 10%: students are required to meet with their academic advisors when their attendance reaches 
10% in a given course. A form is completed and kept in the student file for future reference.

Career and Pathway Counselling, and Placement Services           
To ensure that students are able to make informed choices about the educational program and courses and how these 
relate to future career choices and opportunities, the Academy provides students with career advice and support. 
The role of the advisor includes assisting with educational, career and personal issues and providing advice. We also 
developed an online sessions on career counseling.

The role of academic counseling:
Acquainting male and female students with the university educational institution in which they are studying, and their 
academic and student systems.

◊ Helping male and female students to choose majors that are appropriate to their abilities and capabilities and to 
match their inclinations and desires.

◊ Supporting male and female students and helping them to obtain better results in their educational career.
◊ Assist male and female students in solving their academic and personal problems.
◊ Directing male and female students to take advantage of the services and capabilities provided by the educational 

institution.
◊ Guiding students and malfunctioning students to help them overcome their obstacles and achieve the desired success, 

and help them overcome their obstacles and problems.
◊ To care for male and female students excelling in their studies and talented people, and to take care of them and 

enhance their capabilities.

Our career support provides opportunities for students to receive pathway counselling and internships. Internships will 
be in mixed male and female environments.

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 confidential basis and complete privacy and confidentiality will be 

maintained at all times.
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Student Self Service: 
Rabdan Academy welcomes all student requests (Admin, Registrar, Academic, Parent request) through the Student Self 
Service portal: https://eservices.ra.ac.ae/SSS/

Service Desk (IT support)
Two computer laboratories are located in the Poduim floor P7 and P10. Each is outfitted with 20 workstations, which are 
available for students to use when not scheduled for a course.

For assistance in computer use and technical support of any educational technologies, please visit the support center 
located on the Poduim level near the elevators.
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12.  Student Fees

Tuition Fees – Preparatory
Per Course/Semester (AED)Preparatory

42,500 AEDFirst Semester

42,500 AEDSecond Semester

85,000 AEDPer Year (AED)

Tuition Fees – Program (Undergraduate)
2,850 (AED) per credit hour

123Number of Credit 

2,8505,7008,550Tuition Fee (AED)

Refunds
Tuition Fees and Accommodation Fees)

After 
3rd Week

2nd 
Week

1st 
Week

Prior 
to Start

Time Scale

No Refund100100100%

Semester start date is as published in Rabdan Academy Calendar 2020-2021
Note: Refund is after deducation of the admission fees (see below)

4,300 AEDAdmission Fees

Includes fees admission assessment and placement, orientation, 
admission administration, ID card, Student Email. This is one time payment on

Other Accommodation Fees

500 AEDTransfer Credit (per course)

2,850 AEDChallenge Exam (per course)

18,000 AEDAccommodation Fee 
(per semester)

Additional copies or 
replacement

1st Issue (AED)

10100Locker issuance

50locker Key replacement 

100Grade appeal 

Self-Payment
This option is for students who are paying their own fees. They can make payment by Direct Bank Transfer or via Cheque. 
Further, they have a choice to pay the tuition fee either in full or in instalments.

A student may make a payment in full within 30 days of the date of invoice. Otherwise, he/she can make a payment in 
proportion up to a maximum of three (3) equal installments, the first installment is required to be paid within 30 days of 
the date of invoice, while the second installment has to be paid within 30 days of the date of invoice as well as the third 
installments has to be paid within 30 days.  this case, the student has to submit a postdated cheque in advance at the time 
of first installment payment.
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13. Library
Rabdan Academy provides registered students with full access to a large collection of print and e-resources. The library 
is dedicated to support the academy curriculum and to encourage reading. Electronic databases include EBSCOhost, 
ProQuest, Scopus, Taylor & Francis and other well-known scholarly resources as well as open access resources. All library 
resources can be accessed through the library’s webpage.

Rabdan academy library provides reference service on campus as well as remotely by mail library@ra.ac.ae or submit 
a research question using the online form. Subject and research guides such as citation guide, how to access library 
resources, how to prevent fake news and many more can be accessed from the library web page. Working hours, services, 
and contact details available on the library web page.

Laptops and study tables are available for all Rabdan academy students and short course students. A quiet study area is 
available to work and study individually or to collaborate with others in group work.
All full time students participate at the beginning of each academic year in an orientation program to introduce them to 
library services and resources.

Library services include:
◊ Circulation service – self check-out and check-in kiosk
◊ Copying and printing
◊ Library collection – Databases, print and e-materials
◊ Laptops, study tables, and study area
◊ New items request – materials and textbooks
◊ Course reserves items request
◊ Information literacy classes, orientation and workshops
◊ Inter-library loan service (ILL)
◊ Research and study guides

Electronic resources include:
◊ Online public access catalog (OPAC) – all resources search
◊ Databases – E-books, journal articles and other materials

Membership
Upon admission to Rabdan academy, students are issued with an ID card which entitles them to full access to all library 
facilities, resources, and services. ID cards must be carried at all times and shown to staff for borrowing materials in person 
or through the kiosk.

Borrowing items and database usage 
◊ Library users must present their ID card to borrow materials.
◊ Library users are fully responsible for the materials they borrow.
◊ Borrowed materials may be renewed provided that there are no outstanding fines or other overdue materials on their 

account and that there are no holds on the items.
◊ Borrowed library materials should be returned to the circulation / information desk, the book drop box, or checked-in 

through the self-check-in kiosk.

Reference materials are kept in a separate section and cannot be borrowed, only under special circumstances, they are for 
library use only.

Reserved materials are available for course-related research and supplemental reading and must remain in the library 
unless approved by the faculty or the librarian. Faculty can reserve items by filling the online course reserve request form. 
In case of electronic resources and all library materials, users are responsible for adhering to intellectual property rights 
and copyright restrictions.
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Fines for lost or damaged materials
◊ Library users are responsible for the replacement of lost or damaged material.
◊ The cost of replacing the item will be determined by the library.

Conduct and compliance 
The library is a facility intended for study and research, students are to respect the needs of others by conducting themselves 
in an appropriate manner. 

Library users are free to use their mobiles, tablets and laptops. Ear buds or headsets are required when listening to videos 
or using multimedia. Mobiles are to be switched to silent mode. Library staff have the right to ask users to cease using any 
equipment that is deemed disruptive. light food, snacks and bottled water and covered drinks are allowed in the library.
It is student’s responsibility to look after their personal belongings and the library holds no responsibility for personal items 
left in the library. Lost and found items will be kept for maximum of 3 working days after that it will be handed over to the 
security department or reception.

Students are to abide by UAE legislation in respect to data protection and copyright law. Do not photocopy entire books, or 
multiple chapters for personal, professional or commercial use.

Students are required to conduct themselves in accordance with Rabdan Academy code of conduct and library regulations.
Students are to be courteous and respectful to all personnel. If deemed appropriate, disciplinary matters are enforced in 
accordance with the relevant staff and students’ codes of conduct.

Student ID, Emails
On enrolment, students receive a student ID card. The ID card identifies the student as a member of Rabdan Academy and 
entitles him/her to access the full range of facilities and services provided for students. Students must carry the ID card 
while on campus, and show the card to Academy personnel on demand. Students must also show the card to enter an 
examination room.

Students have access to a student email account while enrolled at Rabdan Academy. Student Services staff will help 
set up the username and password. Students are responsible for keeping the password secure and must not misuse it. 
The Academy sends official announcements by email, for example, official holidays, events, and examination schedules. 
Students are responsible for checking their emails regularly. On admission, students are required to sign the Internet 
access and Email Policy digitally via Student Self Service (SSS).

Internet Use
Rabdan Academy provides students with access to the Internet, including but not limited to a web browser, chat services 
and social networking, as well as via Smartphone, tablet or other mobile 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.

14. Student ID, Emails and Internet Use
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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 therelevant  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:

◊ Intentional 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.
◊ Behaving in a manner that 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.

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 of final examination periods.

The summer term is of six-week duration. Courses offered in the summer term are offered in an intensive mode of delivery. 
In the summer term, a three-credit course normally meets 90 minutes (1.5 hours) per day, five days per week. Because of 
the intense nature of coursework, students are advised they should take a maximum of 6 credit hours.
 
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.

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.

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, divided by the total number of credits for a full-time load (normally 15 credits). 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.

15. General Academic Information
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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.

Declaring/Changing  Program Major
Students are encouragded to determine the program of study at the time of admission. If the student’s program of study 
is not declared then, the student is required to do so by the time s/he successfully completed 15 credits. To declare 
a program of study, the student is required to complete a Program Declaration Form and submit it ot the Office of the 
Registrar. 

If the student is sponsored by an agency, the Registrar’s Office will communicate the request to the relevant agency and 
assigns the student to one of the exisiting programs of study upon the recipient of approval. To change a program of study, 
the student needs to complete the Change Program of Study Form.

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.

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.

The minimum enrolment period for a full time student undertaking an undergraduate degree will be four years, except 
where a student has received credit (advanced standing) for previous experience or learning through RPL or other credit 
recognition measures.

The maximum enrolment period for a full time student undertaking an undergraduate degree will be six years. Part-time 
students must complete their undergraduate degree in eight years. For all other awards, the maximum enrolment period 
shall be no longer than twice the full-time duration of the program, or its part- time equivalent. These conditions will be 
specified in the relevant  program documentation.

Students who do not complete within the specified time schedules may be subject to dismissal. Requests for any extension 
to time schedules are subject to approval from the Director Academic Affairs.

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.

CalssificationEarned Credit Hours 
Freshman0-29

Sophomore30-59

Jonior60-89

Senior90 or more

Program length 
Duration of Study, Full time (years)

Bachelor DegreeHigher DiplomaAssociate

Min:4
Max:6

Min:3
Max:4

Min:2
Max:3
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16. Academic Regulations   
Award Regulations

1. Degree Requirements
To be eligible for an award at the Rabdan Academy, a student must comply with all relevant rules, regulations and by-laws, 
in addition to the program- specific requirements for the award in which they are enrolled i.e. they must:

◊ Attain the number of credit points required for that award as stipulated by the award rules (subject to any credits 
awarded).

◊ Complete all other requirements for the award in which the student is enrolled including all required courses and pre-
requisite requirements (subject to any advanced standing awarded).

◊ Satisfy the requirements of the academic rules; and
◊ Satisfy the requirements of all other relevant rules, regulations and, by-laws of the Rabdan Academy.

Students completing programs with major and minor components must satisfy the requirements specified by the Faculty/
Department offering the major/minor.

A student wishing to graduate from a program must apply to the Registrar by filling the completion form, in the manner 
prescribed from time to time by the Registrar. The Registrar is responsible for determining that all eligibility conditions for 
program completion have been met by the student, and will advise the President accordingly.

Total Degree Credits
To receive a degree from the Academy, a student must complete the minimum number of credits specified for the award. 
These are shown below:

◊ An Associate Degree or Diploma may be awarded on the basis of the successful completion of a minimum of 60 
cumulative credits completed at Level 5. The learning outcomes achieved must be commensurate and consistent with QFE 
requirements for the level at which the award is offered;

◊ A Higher Diploma may be awarded on the basis of the successful completion of a minimum of 90 cumulative credits, 
with at least 30 credits completed at Level 6. The learning outcomes achieved must be commensurate and consistent with 
QFE requirements for the level at which the award is offered;

◊ A Bachelor Degree may be awarded on the basis of the successful completion of a minimum of 120 cumulative credits, 
with at least 30 credits completed at Level 7. The learning outcomes achieved must be commensurate and consistent with 
QFE requirements for the level at which the award is offered. The total degree credits for Rabdan Academy programs 
typically range from 120-130 semester credit  hours;

◊ A Master Degree may be awarded to students with an approved underpinning Bachelor Degree, on the basis of the 
successful completion of a minimum of between 30-36 cumulative credits, with at least 6-12 credits completed at Level 9. 
The learning outcomes achieved must be commensurate and consistent with QFE requirements for the level at which the 
award is offered.

Students should consult the Student Catalogue for the specific details that relate to each program, and with their Advisor 
for information on the credit requirements for each award. Consultation with the Advisor is essential if the student is 
intending to complete the required degree within the minimum period.

2. 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.
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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 for transfer credits. 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 year.

3. Apply to Graduate
A student wishing to graduate from a program must apply to the Registrar, in the manner prescribed from time to time by 
the Registrar. The Registrar is responsible for determining that all eligibility conditions for program completion have been 
met by the student, and will advise the President accordingly.

4. 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 will display 
the word “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.

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.
◊ Warning.
◊ Probation (1).
◊ Probation (2).
◊ Dismissal.
◊ Withdrawn.
◊ Leave of absence.
◊ Incomplete standing.
◊ Failed course.
◊ Administrative hold.

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.



Under-Graduates Student Handbook 20-21 l 39

b) Academic Warning
A student is placed on Academic Warning if the cumulative GPA is below 2.0 and if  they

◊ were in their first semester of study, or
◊ were on Good Standing in their previous semester.

Undergraduate students with a cumulative GPA below 2.0 are placed on warning if they were previously on Warning and 
achieve a semester GPA of 2.0 or less. Undergraduate students enrolled in degree programs before Fall 2018 are also 
placed on warning if they were previously on Probation (1) and achieve a semester GPA of 2.0 or less.
A notation of Academic Warning is recorded on the student’s transcript at the end of that semester.

c) Probation (1)
Undergradute students who were on Warning status in their previous semester and achieve a cumulative GPA higher than 2.0 
or were previously on Probation (1) and achieve a semester GPA of 2.0 or less are placed on Probation (1). Undergraduate 
students enrolled in degree programs before Fall 2018 are also placed on Probation (1) if they were previously on Probation 
(2) and achieve a semester GPA of 2.0 or less.

d) Probation (2)
Undergraduate students who are on Probation (1) and achieve a cumulative and semester GPA less than 2.0 are placed on 
Probation (2). Undergraduate students who are on Probation (2) and achieve a semester GPA of 2.0 or less are also placed 
on Probation (2).

e) Academic Dismissal
Undergraduate students whose cumulative and semester GPAs remain below 2.0 after being on Probation (2) are dismissed. 
This decision reflects the fact that these students will be unable to achieve a satisfactory score to graduate from their 
program.

Students receive notification of their Academic Standing status at the end of each semester issued through Office of 
Student Services and Registration.

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 to determine whether the student is allowed to continue or alternatively be subject to dismissal 
from the program and 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 cumulative 
grade point average is calculated on the higher of the grades awarded for a repeated course for the semester.
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17. Student and Graduation Awards   
The Academy awards outstanding students. Awards are noted on the student transcripts.

Student Awards

Graduation Awards
Distinction and Honours : Students who meet the following GPA criteria will graduate with the following Awards:

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 3.00 or above in each semester of their final 
academic year. One award is given for each program. The President makes the final selections.

Industry Awards
Students are eligible for the following awards by specified sponsors.

The President’s ListThe Dean’s List
The following students shall be placed on the 

President’s List:
The following students shall be placed on the 

Dean’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.

Bachelor students in good academic standing, who 
achieve a GPA of 3.50 or above in any semester, 

while taking at least14 credits each semester

From (GPA) - To (GPA)Graduation Performance
3.80 - 4.00Distinction with Honours

3.50 - 3.79Distinction

3.00 - 3.49Very Good

2.50 - 2.99Good

2.00 - 2.49Satisfactory

Abu Dhabi Police Rabdan 
Academy Student Award

Ministry of Interior Rabdan 
Academy Student Award

GHQ Rabdan Academy 
Student Award

This award is for outstanding
students each semester sponsored
by Abu Dhabi Police who achieve
a semester GPA of 3:00 or above,
and who demonstrate  exemplary
behaviour. One award is given for

each program.

This awardis for outstanding
students each semester sponsored
by  the  Ministry  of  Interior who
achieve a semester GPA of 3:00
or above, and who demonstrate

exemplary behaviour. One award is
given for each program.

This award is for outstanding 
students each semester sponsored 
by the General Headquarters who 
achieve a semester GPA of 3:00 
or above, and  who demonstrate  

exemplary behaviour. One award is 
given for each program.
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The student with the best attendance earns this award.Best Attendance:

The most improved student earns this award.Most Improved:

The student who makes the most contribution earns this award.Most Active:

The most outstanding student in the program each semester earns this award.Outstanding Student:

The student who demonstrates leadership by contributing to student life at the 
Academy earns this award. One award per program each semester.

Leadership Award:

Top Library User
Top Library Data-base User

Library Award:

The student who best participated in activities and community serviceVolunteer Award:

The student with best accommodation behaviors.Accommodation Award:

The student with best fitness abilities.Sport Award:

18. Co-education
Rabdan Academy is a teaching institution that delivers co-educational education, training and short courses to students, 
both on and off-campus. Students of all religions and nationalities are required at all times to behave and dress in a modest 
manner, and to respect Islamic law, the foundations of public order and the customs and traditions of the United Arab 
Emirates.

Entrance
Rabdan Academy’s main campus entrance is shared by both male and female students to according precautionary measures 
and preventive methods.

Teaching and Learning Spaces, Activities and Events
Teaching and learning spaces at Rabdan Academy are shared by male and female students.

◊ When using a shared space, male and female students may not mingle or engage in conversations unrelated
◊ No student at Rabdan Academy shall be required to participate in a mixed group. The right to sit in designated areas 

of the classroom and not participate in mixed groups for assignments, projects or course activities such as sharing notes, 
textbooks and related resources will be respected and single gender alternatives must be made readily available within the 
curriculum if requested.

◊ For female students, participation in mixed group activities and/or off-campus educational activities in or outside the 
UAE must be with the permission of the student’s parents, legal guardian or spouse.

◊ For all other activities and events not specified above, care must be taken to ensure that the individual requirements 
and needs of both male and female students are accommodated equally, in a culturally- appropriate manner.

Class Rooms   

Minimum Enrolment for Sections
◊ Minimum enrolment numbers for sections are specified in the procedure and are within parameters such as: physical 

capacity of the classroom, instructional mode of delivery, level of course and applicable social distancing as per Health 
Authorities guidelines. 

◊ The primary objective is to offer sections which are conducive to effective learning and are appropriate to meet the 
instructional objectives of the course. 

◊ Sections not meeting the minimum number of students will be cancelled due to low enrollment 
◊ Exceptions to the minimum enrolment numbers can be recommended and requires approvals as per the class size 

procedure. 
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Maximum Enrolment for Sections     
◊ Maximum enrolment numbers for sections are specified in the procedure to ensure effective learning at the 

undergraduate level. 
◊ Exceptions to the maximum enrolment numbers can be recommended and requires approvals as per the class size 

procedure.

Other Facilities
The Library, prayer rooms and other facilities at Rabdan Academy are provided with times and separate spaces for male 
and female students.

Certain areas and rooms on campus are designated for females only. Other common facilities are open to female students 
at allocated times. Unauthorized persons are not permitted in these areas.

Cafeteria
The cafeteria is treated as a public open space to according precautionary measures and preventive methods. The 
foundations of public order and the customs and traditions of the United Arab Emirates Rabdan Academy’s has a strategic 
location. Here in Rabdan academy we have different of restaurants and cafes. As well as Gym and Tas-heel. 

Student Accommodation
Residential accommodation facilities for male and female students are provided separately to according precautionary 
measures and preventive methods. Only guests of the same gender as the student may be received or entertained in the 
student accommodation facility. Guests must be accompanied by their host at all times.

All students residing in the student accommodation facility are held responsible for understanding and applying Rabdan 
Academy policies and procedures.

Conduct Towards Women
Female students at Rabdan Academy have the right to pursue their studies and extracurricular activities without unwarranted 
intrusion and must be treated with respect and consideration by staff and students alike.

Harassment or intimidation of female students will not be tolerated and students should report immediately any such cases 
to the Student Services.

A professional student counsellor for both genders (female/male) is available to confidentially discuss issues and provide 
advice on personal, emotional, or academic problems.

Violations
Any violations may lead to warnings or disciplinary actions, including dismissal, in accordance with the Student Discipline 
Policy.

Enrolment
After the admission is completed for students; Undergraduate students are enrolled into the Undergraduate Programs 
[Bachelor; Associate Degree] as per their Program on Admission. Only students who are on active enrollment and enrolled 
into a program of study are eligible to register for courses. Through the enrolment process, students assume academic 
and financial responsibilities for the classes in which they are registered in as per information published in the Academic 
Calendar for the withdrawal dates. They are relieved of these responsibilities only after formally stopping enrolment by 
dismissal or withdrawal or applying for Leave of Absence from the Academy. Withdrawals with or without penalty are 
implemented in accordance with timeline published in the Academic Calendar each semester for the Academic Year.

19.  Academic and Student 
Policies and Procedures      
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Where a student’s enrolment into a program has been cancelled for non-payment of a charge or any other financial 
obligation, 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 financial obligation, or the outstanding property has been returned.

Where a student’s enrolment in a program has been dismissed for poor performance, the student may re-apply for admission 
upon the completion of any conditions that may apply to the dismissal.

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

1) Registration Timelines
The Office of Student Services and Registration is responsible for conducting the registration process by which the students 
are registered in their classes and announce the Add/Drop period timeline and related procedures each semester as 
published in the Academic Calendar. Registration information is provided to students and faculties before the Add/Drop 
period begins.

For continuing students, pre-registration into the following academic year is conducted as per the mentioned dates in 
the Academic Calendar for Advising and Pre-registration week. When students are registered in the Student Information 
System “SIS” they will be officially informed. The Dean’s Office is responsible for submitting pre-registration nominations to 
the Registrar’s Office, following the timeline as announced by the Registrar’s Office 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 
(suspension or dismissal), non-academic violations (disciplinary), or administrative restrictions 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 be granted based on their admission and enrollment to audit courses without credit 
provided that they have been granted approval. The Dean’s Office will be notified of Audit students and to advise for their 
courses, and the student must register as an audit student. Registration priority will be given to other eligible students.

Students 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.

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 as per published in the Academic Calendar. Courses dropped during this permitted period 
are not recorded on the students’ transcripts. Students interested in dropping or adding courses should consult with their 
academic advisors and make the required changes online through the student portal.
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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 applicable. 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. The students can apply for 
Withdrawal online though Student Portal and should attach any relevant documentation.

A withdrawal is effective on the date when the Office of Student Services and Registration receives the form, fully 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 or she will be 
treated as a new applicant and may be required to complete the program under a modified structure where the program 
study planhas been 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 registered credit hours based status on their enrollment status such as Full Time or Part 
Time; 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. The students can apply to withdraw from their courses through submitting a 
request on the Student Portal and attaching relevant documentation. However, under exceptional circumstances the Dean 
(for undergraduate students) may recommend to the Registrar to allow a student’s credit load to drop below the minimum 
for the student enrollment status [Full Time / Part Time]; and the Registrar approval is required for such cases.

◊ Withdrawal from Course(s) Without Penalty
A student may withdraw from a course at any time after the first week and before the sixth week of classes in a semester 

without penalty as per published in the Academic Calendar. A grade of “WW” is noted on the transcript. The “WW” grade  
does not affect a student’s GPA.

◊ Withdrawal from Course(s) With Penalty
A student, who withdraws from a course after the sixth week of a semester until the end of the semester as per published 
Academic Calendar, 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 included in the calculation of the GPA.

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

◊ 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.

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.
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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.

◊ Program Level Deferral
It is recognized that some students may wish to return to study after an approved break. 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.

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.

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.

Re-admission
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. Re-admission is at the discretion 
of the Dean. A student who is dismissed for unsatisfactory academic program may not apply for re-admission.

Class Attendance
Course instructors are required to advise students of the class attendance policy and procedure in writing in the course 
syllabus and provide the syllabus to the students in the first class meeting and post the class attendance policy in the 
Learning Management System (LMS).

Students are expected to attend all of their scheduled classes, laboratories and tutorials and monitor their attendance on 
daily basis. Course instructors will take the roll at the commencement of each session. When absence reaches %20 of class 
time for a given course, the following procedures will apply which may result in the student’s suspension, withdrawal from 
the course or dismissal from the Academy.

Student Absence     
The following regulations shall apply with respect to a student’s absenteeism:

◊ Course instructors are required to record student attendance for all courses they are teaching in a given semester/ 
term.

◊ Attendance is recorded for every session held during the weeks of instruction indicated in the official Academic 
Calendar, as published on RA website.

◊ Course instructors must use RA Student Information System (SIS) to record student attendance.

◊ A course instructor may only choose either P (for Present) or A (for Absent) when recording student attendance, 
unless otherwise permitted by this procedure.

◊ Attendance for a given session must be recorded into SIS within a maximum of 24 working hours of the session 
(preferably in the first 10 minutes of the session). After 24 working hours of a given session, the system will not allow the 
course instructor to make changes to the attendance record of that session.



Under-Graduates Student Handbook 20-21 l 46

◊ In the event a course instructor would like to make changes to attendance records after the elapse of the 24-hour 
deadline, a request needs to be sent to his/her program chair indicating the reasons for the change.

◊ SIS requires course instructors to select the duration of class before taking attendance. Course instructors are to 
select the correct duration of class.

◊ Course instructors may at their own discretion keep their own records (hard and/soft copy).

◊ Following the initial commencement of the start of the class, a 10-minute grace period is granted for students who 
provided a valid documentation/ excuse such as accident report, request from stakeholder. 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 recognized 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 student services team of the reason for their absence within 24 hours by applying a 
request of the sickleave, justification and any other support documents through student self service. 

◊ “Valid absences” for personal and medical reasons will be considered when processing the student request.

◊ Where the session falls on a day that is announced as a public holiday or coincides with an Academy-wide event (e.g. 
National Day Celebrations) or when the student represents Rabdan in an event or mission, record a should be entered as 
‘Clear’ into SIS. This should be done centrally by the Office of Student Services. The number of sessions that are cleared 
should not affect student performance in the classroom. The SSR will maintain a record of those students taking part in 
the events above.

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

◊ When absence reaches 5%, Student Services and Registration issue an automatic 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% in a given course, the student is required to write to the Manager of Student Services and 
Registration within 24 hours and provide documentation to justify the absences. If no documentation is received, or if the 
student absence remains over 20% after taking into consideration excused absences, the student receives a ‘withdrawn for 
poor attendance’ (WF) grade for the course.

◊ When absence reaches 20% in a given course, the student is required to write to the Manager of Student Services and 
Registration within 24 hours and provide documentation to justify the absences. If no documentation is received, or if the 
student absence remains over 20% after taking into consideration excused absences, the student receives a ‘withdrawn for 
poor attendance’ (WF) grade for the course.

◊ The student can appeal the WF decision within two days of being notified. A decision on the student appeal should be 
made and communicated to the student within 3 working days. Between the time the student appeal is submitted and the 
time the decision is communicated to the student, the student is required to attend all classes.
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◊ Course instructors will be able to take attendance for those withdrawn for poor attendance for a period of a week, 
after which the student’s attendance record are locked.

◊ If the student’s appeal is approved but s/he misses additional classes during or after the appeal process without 
having valid reasons, s/he will be withdrawn from the course for poor attendance and is assigned a grade of WF.

◊ When the attendance records for a student are locked, s/he will receive a an email from SSR advising him/her that 
the grade for the course in question is WF and that s/he needs to stop attending the class because the decision is not 
appealable.

◊ 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.

Internship
The Rabdan Academy will actively promote and support all credit and non-credit bearing internships, practicums, industry 
(work) placements and other experiential learning opportunities, relevant to a student’s program of study.

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 course instructors will provide students 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.

3) Failing to Attend a Final Examination
A student who misses an examination shall receive a zero for the relevant assessment item. If the student has a valid 
excuse for missing the examnination, then the student may be entitled to request a make-up examination. Any request 
for a make-up examnination shall be made in writing to the Dean of Faculty initially and Registrar using Incomplete Grade 
Request Form. The request shall be provided within seven working days from the date on which the examination was held. 
The student is required to attached all supporting documnation to the Incomplete Grade Request Form. The incomplete 
grade stanting is awraded to the discretion of the Dean of Faculty or his/her designee.

4) Incomplete Examinations
Any make-up examinations must be held and the I grade change must be removed no later than the end of week 6 of
If a student who is scheduled to attend a make-up examination subsequently misses the examination, s/he will receive 
a 0.0 GPA for the relevant examination. The faculty member is required to report the grade earned by the student to the 
Registrar’s office using the Grade Change Form in order to remove the I grade before the end of week 6.
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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 Examination
◊ The academic calendar includes a mid-term examination week. There are no teaching days during this 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

8) Final Examination
◊ The academic calendar includes a final examination week. There are no teaching days during this 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 a student arrives more than the 15 minutes after the exam has started, s/he will not be allowed to take the exam.
◊ If a student arrives late for any reason, s/he will not get additional make-up time, and s/he must report to Student 

Services to get permission to enter the exam room.

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

Stationery
◊ Students must bring their own stationery. No stationery will be provided to students.
◊ Students must spend at least 30 minutes in the exam room after the start time. The Head Proctor may give the 

permission to leave before one hour depending on the exam. After leaving the room, students will not be re- admitted.
◊ Students may not leave during the last 15 minutes of the exam without permission. If students leave without permission, 

their exam paper may not be marked.
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Behaviour
◊ Talking is not allowed.
◊ Students behaviour must be perfect.
◊ Students 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 students have questions about the exam paper, they are requested to raise their hand and wait for a teacher to approach 
them.

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 such as not for limitation Smart device, course materials…etc.

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
Students must not take any exam materials out of the room, including scrap paper.

Electronic devise usage
Students are prohibited from carrying mobile phones and any other electronic devices in the examination hall. The 
possession of these devices is considered cheating, therefore student integrity policy and procedures will be applied.
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Grading and Grade Point Average

1) Letter Grades and Grade Points
The grading system is based on letter grades. Each letter grade is assigned a grade point on a four-point scale used to 
assess the student’s academic standing.

Table Table 20192019 :  : 11 Fall Before Enrolled Students for Assessment GPA Fall Before Enrolled Students for Assessment GPA

   Table    Table 22 : Thereafter and  : Thereafter and 20202020 Fall in Enrolled Students for Assessment GPA Fall in Enrolled Students for Assessment GPA

Advanced Standing notations on transcripts are as follows:Advanced Standing notations on transcripts are as follows:

Performance levelGPARangeGrade
Excellent 4.090-100A

3.585-89B+

Good3.080-84B

2.575-79C+

Satisfactory2.070-74C

1.565-69D+

Pass1.060-94D

Fail0.00-59F

Performance levelGPARangeGrade
Excellent 4.090-100A

Very Good3.787-89A-

3.384-86B+

Good3.080-83B

2.777-79B-

Satisfactory2.374-76C+

2.070-73C

Pass1.767-69C-

1.364-66D+

Fail1.060-63D

0.00-59F

DescriptionGPAPercentageGrade
Challenge (=Advanced Standing)00CH

Exemption (=Advanced Standing)00EX

Transfer Credit  (=Advanced Standing)00TR
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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.

Administrative notations on the transcript include:

Note: Administrative notations are not grades.

DescriptionGPAPercentageGrade
In progress00K

Satisfactory (non-credit course)00S

Unsatisfactory (non-credit course)00U

Withdrawn (before course drop period 
permitted on the Academic Calendar)

00W

Pass with credit (non-credit course)00P
No grade00N

Incomplete00I*

DescriptionGPAPercentageGrade
Audit00AU

Dismissed for academic integrity reasons00DA

(=Academic Dismissal)
NB: A student receives DA grade for all 

courses in the semester where he is 
subject to academic integrity dismissal.

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.

00DN

00SA Suspended for academic integrity reasons
Suspended for non-academic reasons 

(e.g. behaviour, disciplinary).
00SN

Withdrawn (after course drop period 
permitted on the Academic Calendar)

00WF
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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.

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, and Bachelor Degree).
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GPA Calculation Example
An example of GPA calculation is shown below:

Advanced Standing
The Academy may recognize a student’s prior educational achievements through study completed at another accredited 
educational institution, professional qualifications and other recognized credentials, and/or formally recognized workplace 
experience. When awarding advanced standing, consideration may be given to 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).
◊ 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 
Program Chair, in consultation with the relevant teaching faculty of the program or course against which the credit is being 
sought, and the Dean of Faculty.

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

Fall 2020

Quality PointsGrade ValueGradeCreditCourse

6263GE1110

93B3GE1120

62C3GE1130

00F3GE1140

124A3GE1150

3.33.3B+3GE1160

36.318Semester total credit

Semester GPA (SGPA) = Quality Points/Credit i.e. 36.3 / 18 = 2.01

Academic Standing: Good

003GP1210

6.92.3C+3GP1220

3.91.3D+3GP1230

00TR3IS1261

10.812Semester Total Credit

Semester GPA (SGPA) = Quality Points/Credit i.e. 10.8 / 12 = 0.90

Academic  Standing: Warning

47.1
(36.3+10.8)

30
(18+12)

Cumulative Total
(Sum of Credits)

Cumulative GPA (CGPA) = 47.1 / 30 = 1.57
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A student must formally apply in writing to the Program Chair by completing the Advanced Standing Form 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 Program Chair 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.

Credit by Challenge Examination
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. Credits 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 Challenge Examination is subject to the following conditions:
◊ No more than 10% of the total credit hours in a program major may be earned through Credit by Challenge Examination.
◊ Credit by Challenge 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 Challenge Examination must satisfy all pre-requisites of the course for which they are 

being examined.

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 a studemt feels that s/he are being, or have been 
subjected to unfair treatment, harassment or discrimination related to either an educational or a non-educational matter, 
the students has 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 a student has a grievance, s/he 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 s/he should discuss the 
matter with the 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 s/he 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.
◊ a summary of attempts to resolve the grievance
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All grievances that are formally lodged in writing with Student Services are acknowledged by the resolution manager of 
the President’s Office. Within five working days, the resolution manager communicates a decision from the President’s 
Office on the matter. If the matter is resolved, the resolution manager advises the student and other persons involved in 
the matter, and the grievance is recorded as resolved and closed. If the matter cannot be resolved, or the student is not in 
agreement with the options presented for resolution, the student may seek to resolve the matter independently.

All matters related to the grievance are treated as confidential. Resolution procedures In an initial letter of response, the 
resolution manager, after seeking advice from the President / Vice-President, advises both the student and the President’s 
Office of the course of action proposed to seek an acceptable resolution for the grievance raised. Within five working days, 
the resolution manager then proceeds with the steps outlined to the student, to resolve the grievance. This may include (but 
not be limited to) the following: meeting with the student and other associated persons involved in the original grievance 
(mediation); or obtaining a ruling from the President’s Office on the matter. All matters related to the grievance are treated 
as confidential by all persons involved. If the matter may be resolved, the resolution manager shall advise the student and 
other persons involved of the resolution and the grievance shall then be recorded as resolved and closed. If the matter 
cannot be resolved, or the student is not in agreement with the options presented as a resolution, the student is advised of 
the outcome and may seek to resolve the matter independently.

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. Warnings can be made in the student service department by appeals only can be done in SSS 
(Student Self Service). 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 students should familiarise themselves with the Student Code of Conduct and the Student Rights and 
Responsibilities which require them 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:

1.1 Any student who fails to adhere to the rules and regulations of Rabdan Academy shall be subject to disciplinary 
procedures as outlined in this document; and

1.2. where a student is suspected of being involved in criminal or other unlawful activity or behaviours, the matter 
will be referred to the appropriate authority for investigation and possible prosecution.

All incidents involving disciplinary matters and actions shall be recorded on the student’s personal file. Disciplinary  
procedures  (Non-academic matters) In the event of a reported non-academic misdemeanour or misbehaviour, the student 
shall, in the first instance, be advised of the breach in the prevailing rule or regulation and the subsequent actions that may 
be taken.

The Director Student Services (or nominee approved by the President) investigates the reported misdemeanour or 
misbehaviour and determines whether there are reasonable grounds to believe that a breach of the Rabdan Academy rules, 
regulations or standards of conduct has occurred.
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If a student is found to have breached any of Rabdan Academy’s rules and regulations, then the Director Student Services 
may:

◊ issue a verbal warning (if the offence is a minor/ first offence); or
◊ issue a written warning (if the offence is more serious or the student repeats a minor offence, and the recommended 

disciplinary action may lead to suspension from classes or Rabdan Academy); or
◊ arrange a formal hearing (where the offence is serious or the student is a persistent offender, and the recommended 

disciplinary action may lead to suspension or expulsion from Rabdan Academy).

Verbal warning
A verbal warning is issued to a student when it has been determined that a minor infringement of the rules and regulations 
has occurred. The verbal warning is recorded on the student’s personal file.

Written warning
In the case of a written warning, the Director Student Services shall, in collaboration with the student’s academic advisor 
and a colleague not related to the case, prepare a report on the matter, indicating whether or not a disciplinary action is 
recommended.The student shall have the opportunity to present a case regarding the matter before any disciplinary action 
is imposed.

Formal Hearing
Where the Director Student Services determines that a formal hearing is required, the procedures outlined below for formal 
investigations shall be initiated.

Disciplinary Actions
Disciplinary actions for non-academic matters are issued by the President or Vice-President, after receiving advice from 
the relevant officer investigating the matter. Depending upon the seriousness of the breach, the disciplinary actions that 
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 Rabdan Academy for a semester.
◊ expulsion from Rabdan Academy.
◊ the financial reimbursement or replacement of damaged property or the return of stolen property.

Disciplinary matters (Academic matters)
In the event of a reported academic misdemeanour or misbehaviour, the student shall, in the first instance, be advised by 
the Dean of the alleged breach in the prevailing rule or regulation and the subsequent actions that may be taken.
The Dean conducts a preliminary investigation to determine whether the breach is a first or a second or a third offence. In 
general, academic offences involve violating academic integrity and dishonest acts, such as:

◊ Cheating e.g. a student tries to gain anadvantage in an exam or facilitates the cheating of another student in an 
examination. , Removing reserved materials from a laboratory or library to have additional study time at home is considered 
another form of cheating.

◊ Plagiarism e.g. a student claims submitted assessment is their own, and does not follow proper citation procedures; 
or paraphrases or copies a portion of a document without citing the source. Specifically, a student places his/her name on 
an assignment that he/she did not write.

◊ Collaboration e.g. a student copies part of the work of another student exactly on an assignment on which collaboration 
is allowed but copying is not, or a student poses as, or facilitates another posing as, someone else during an exam.

For academic matters, the sanctions that may be applied depend on the frequency of the offence.



Under-Graduates Student Handbook 20-21 l 57

First Offence
For first offences, the matter is dealt with by the Program Chair. The disciplinary actions that can be imposed by the 
Program Chair may include:

◊ personal counselling.
◊ verbal warning.
◊ reduced grade on an assessment activity.
◊ additional course work.
◊ failure of assessment activity.

Second Offence
For second offences (or the student repeats the first offence) – the matter is dealt with by the Dean, the student’s academic 
advisor and a third, impartial faculty member.

The disciplinary actions which may be imposed by the Dean, the student’s academic advisor and a third, impartial faculty 
member may include:

◊ personal counselling.
◊ written warning.
◊ notation on transcript.
◊ failure of assessment activity.

Third Offence
For third offences (or the student continues to repeat the first or the second offence) – a formal investigation is required.
The disciplinary actions which can be imposed by the Dean after a formal investigation has been completed may include:

◊ F (fail) in course.
◊ suspension; and/or
◊ expulsion.

A disciplinary action that involves suspension or expulsion must be approved by the Academy President or Vice President.
 
Procedures for Formal Investigation
When it has been determined that a formal investigation is required, the following procedures shall be observed.

Depending upon whether the matter is academic or non-academic, an investigation panel is formed by the Dean or the 
Director Student Services (respectively) comprising at least three Rabdan Academy employees not involved with the matter 
under investigation, at least one of whom (the Chair) is a senior member of the Academy. The panel chair receives any 
associated evidence.

The student is given not less than 3 working days’ notice in writing of the allegation(s) and of the details of all the evidence 
that will be discussed.

The student shall have the opportunity to present a case regarding the matter at the hearing, prior to any disciplinary 
action being recommended or taken. The student may be accompanied at this meeting by an observer or mentor from the 
Academy. The hearing shall:

◊ be minuted by a member of the panel attending the meeting, or by another member of staff,
◊ address all evidence and allegations being faced by the student.
◊ permit the student an opportunity to fairly present his/her case and to offer any mitigation.

Where the student is absent from the meeting without good cause, s/he forfeits the right to appeal. The case progresses 
based on the evidence before it.

Where the committee upholds the allegation then a recommendation to impose a disciplinary action is made based on the 
actions outlined in this document.

Results of the investigation and appeal process must be reported to the Dean and Registrar no later than 3 working days 
from the date of the decision and is kept permanently in the student file.

In the event that the case is not proven, no records are retained on the student’s personal file.
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Student Appeals
Introduction
If a student believes s/he has been treated unfairly in regards to a decision related to an academic or non- academic matter 
at the Rabdan Academy, in the first instance s/he should discuss the concern with the assigned Academic Advisor.
Where possible or practical, the Advisor assists the student to discuss and resolve the issue with the other party.
If the issue cannot be resolved, then a student shall have the right to appeal the decision.

1. Non-academic appeal
For any non-academic matters such as a behavior disciplinary action, imposed fine, or other non- academic issues, the 
following procedure shall apply:

◊ The intention to appeal a decision is written and submitted to Director Student Services, within five working days of 
the decision against which is being appealed.

◊ If this director determines that the appeal merits further review, the student is advised of the process, which may 
include convening an ad hoc review committee to evaluate the matter.

◊ Communication to the student of any decision resulting from the review.

2. Academic appeal
There are specific procedures defined for each type of academic appeal. All appeals must be uploaded by students in 
Student self Service SSS. 

2.1Attendance
For excessive absence, the student may submit an appeal in writing to the Director Academic Affairs within two working 
days after being notified by Student Services of exceeding the allowed limit.
The appeal states reason for excessive absence and is accompanied by justifying documentation.
If the student does not respond within the allowed timeframe, s/he is withdrawn from the course due to poor attendance 
and assigned a grade of ‘WF’. If the student’s appeal is approved and the student misses additional classes during or after 
the appeal process, the student is withdrawn from the course for poor attendance and assigned a grade of ‘WF’.

A decision is made by the Director Academic Affairs within three working days from appeal submission. The decision is final 
and cannot be appealed.

2.2 Course examinations and assessments
Students have the right to appeal any course examination or assessment result that occurs during the semester, before any 
final examination or assessment. In the first instance, the student meets with the following individuals, in the order listed, 
to discuss the matter:
1. Faculty member instructing the course.
2. Academic advisor.
3. Dean of Faculty.

If the issue cannot be resolved, then the student submits a written appeal to the Dean within five faculty workdays of the 
result which is being appealed. The submission details of the result in dispute, the steps already undertaken to resolve the 
matter, and the grounds for the appeal.

If the Dean determines that the appeal merits further review, the student is advised of the process, which may include an 
ad hoc faculty committee to review the student’s performance and, if warranted, an interview with the student and course 
instructor.

The appeal decision is communicated to the student by the Dean and the decision is final and cannot be appealed.

All course examination and assessment appeals must be submitted before the final examination of the course in question, 
even if the time between the appealed decision and the final examination is less than five faculty workdays.
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2.3 Final examination, assessment, and grade
Students have the right to appeal a final examination, assessment, or course grade result. However, a student must be able 
to demonstrate a valid reason for the appeal. This may include the following:

◊ An error such as an incorrect sum or miscalculation.
◊ Demonstrable and substantial inequity in assessment.
◊ A medical, family, or personal emergency which has substantially affected the student’s performance.
◊ In the first instance, the student meets with the following individuals, in the order listed, to discuss the matter:

        1. Academic advisor.
        2. Faculty member instructing the course.
        3. Dean of Faculty.
 
If the issue cannot be resolved, then the student shall have the right to appeal the result. Within five faculty workdays of the 
final grade, the student may submit a written appeal to the Dean of Faculty. The appeal details result in dispute, the steps 
already undertaken to try and resolve the matter, and the grounds for the appeal.

The Dean selects a committee of the faculty, who review the student’s performance in the course and may include interviews 
with the student and course instructor.

The committee appeal decision is communicated to the student by the Dean. The decision is final and cannot be appealed.

2.4 Appeal of other academic matters
For other academic matters, such as progression, dismissal, and disciplinary actions, the student shall submit a written 
appeal to the Director Academic Affairs within five working days of the action.

If this director determines that the appeal merits further review, the student is advised of the process, which may include 
an ad hoc review committee to evaluate the matter.

The decision is communicated to the student within ten working days from submission of the appeal. If the appeal was 
submitted at a time when it is not possible to provide a decision within the allowed timeframe, such as during the faculty 
annual leave, the decision shall be communicated within five working days of faculty return to work.
This decision is final and cannot be appealed.
The Rabdan Academy is committed to ensuring that all students are treated with fairness and equity at all times. This 
document outlines the policies regarding student academic and nonacademic appeals. All students have a right to appeal 
against any decision or ruling made against them where they believe they have not been treated fairly or equitably.
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