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Important Instructions for the Educational Process
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Dear Colleagues,(Faculty members, Lecturers, TAs and Technicians)

Assalamu Alykum. I would like to remind our colleagues of the following instructions with

regards to the educational process:

1-

All instructors of the course sections should be involved in writing mid-term and
final exams. An ideal solution should also be available showing the distribution of
the marks for each question.

Student attendance should be recorded from the first day. Lectures should not
exceed 50 minutes to allow sufficient time for students to attend the following
lectures. Attendance should include lectures, tutorials and labs. An official excuse
of absence must be submitted to the instructor of the course within one week
(and not later) and the final decision of acceptance or rejection is the

responsibility of the course instructor. Students should be informed about this.

Approval of the chairman for the Office-Hour Schedule during the first week of
the semester. The Schedule should be posted on your office during the first week
of study. The schedule should include the office hours in which the colleague is at
his office (at least 8 hours, not including the prayer times 12-1 and the department
council session), in addition to the teaching hours and their details (number and
name and section of the course and the number of the classroom).

Appointed lecture rooms and time in accordance with the official Semester Course
Schedule are not to be changed Instructors must follow the endorsed course

syllabus.
English is the language of lectures.
Lectures should be delivered using the English language.

Text books should be used as the main references for the courses. Students must

not relay on notes they purchase or given by the instructors.

Students should know their grades of the mid-term exams within two weeks after
the exams. Student answer sheets should also be given to them. (Kindly see below
Article 23 of the “Regulations of Study and Examinations of Undergraduate

Education and Executive Rules - King Saud University”)



9- Students must be given their marks of the 1°* mid-term exam prior to the official

date of dropping the semester or a course (prior to 9-4-2020)

10- Second mid-term exam should not be conducted during the last two weeks prior

to the week of the general courses’ exam

11- Instructors should follow up with the lecturers, TAs and technicians to ensure the

HWs and reports are marked and returned to students a week after submission.

12- Students should be informed of details of their term-work marks at least one week

before the final exams.

Article 23 of of the “Regulations of Study and Examinations of Undergraduate
Education and Executive Rules - King Saud University”
1- The marks for the semester work of any course are calculated using one of the following
ways:
a) Oral, practical, research examinations or any other classroom activities or all of them

or parts of them and at least one written examination.

b) At least two written examinations.

2- The course instructor should commit to announce the distribution of marks of the
semester work to the students in the start of each academic semester in accordance with
what was announced in the course description, in addition to announcing the dates for mid-
term examinations.

3-The course instructor should commit to provide the students with their examination
papers in the midterm examination, and this after announcing his results and comparing
them with the model answer of the examination

4- The course instructor should commit to announce the results of midterm examinations
within two weeks from the date of holding the examination. He should also commit to
announce the detailed results of other semester works before the start of the final
examinations period.

5- The student has the right to object to his mark in the midterm examination within one
week of viewing his marked examination paper. He should present his objection to the

course instructor and in case he is not convinced of the response of the course instructor, he



can submit his objection to the department chairman (or the vice dean for the educational
and academic affairs if the course instructor is the department chairman) to look at
revaluating the student answers. For that, the chairman can seek the help of any faculty

member in the department within one week from the date of submission of the objection

demand to him. His decision is final in this matter.



