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1. NIBM Examination Rules

1.1. Academic Appeal Procedure of National Institute of Business Management

An Academic Appeal of the National Institute of Business Management (NIBM) is a formal process that
allows a student to request a review of an academic decision only on approved grounds, after the release
of examination or assessment results.

Coverage

e Proceduralirregularity: the university did not follow the correct rules, policies,

or procedures, and that mistake affected your grade.

e Extenuating circumstances: Unforeseen and unavoidable circumstances (like a serious health
issue) that negatively affected your performance in an exam or assignment.

e Dissatisfaction with the awarded result

Submission Process

1. The student completes the Academic Appeal Form and submits it to the Examinations Unit
along with all supporting documents.

2. The Examinations Unit logs the appeal and begins the review process.

Initial Review by the Examinations Unit
Upon receiving the appeal, the Examinations Unit will:
o Verify whether the examiner has awarded marks for all answers the student has written.
e Recalculate and check total marks for accuracy.
e Confirm that allacademic procedures were followed correctly.

If any discrepancy is found at this stage, the script and appeal file will be forwarded for further academic
review.


https://www.google.com/search?q=Procedural+irregularity&sca_esv=4755ba3fbe0376ca&rlz=1C1GCEU_enLK1141LK1142&sxsrf=AE3TifNrKYzg3DnwNcEwUnqtWAhvTnoHjw%3A1764145384135&ei=6LgmaZzfB8iO4-EPieH4kAQ&ved=2ahUKEwj2mfLssY-RAxWo-zgGHfYnGOIQgK4QegQIAxAB&uact=5&oq=During+the+marking+process+grounds+do+a+appeal+of++academic+appeal+form&gs_lp=Egxnd3Mtd2l6LXNlcnAiR0R1cmluZyB0aGUgbWFya2luZyBwcm9jZXNzIGdyb3VuZHMgZG8gYSBhcHBlYWwgb2YgIGFjYWRlbWljIGFwcGVhbCBmb3JtSI2fAVDwMVixnAFwA3gBkAEAmAH5AaABkiGqAQYwLjIyLjO4AQPIAQD4AQGYAhGgAsETwgIKEAAYsAMY1gQYR8ICBBAjGCfCAggQABiABBiiBMICBRAAGO8FmAMAiAYBkAYIkgcGMy4xMi4yoAflP7IHBjAuMTIuMrgHrRPCBwYwLjEzLjTIByY&sclient=gws-wiz-serp&mstk=AUtExfAjR2zFjyGbE3g2Ai1j3xQ0BDd0EWWc1Ot12Pe32U6dBswc3pIg9ZFed7BMvmD90L4iV2JSJQZF1tCx6W0eiIuY07g4k5c0i-bEIQUY0MebqV7i9HyBNU3LsOcvO6KY7rPPzIAyjNx2zmKAoUDghIsCvYX8ywl-0AD8ywAlYw46IvOVb4jbgGntw7o5jF70sRAtVQyH-om1QdrunlhLP5hg8I4SACA_nZH1Q0if25uS_8W12ZiOsbQf4Y4oWJ8fPh9cswnwgWRcVxLvz9Hxf3aS&csui=3
https://www.google.com/search?q=Exceptional+circumstances&sca_esv=4755ba3fbe0376ca&rlz=1C1GCEU_enLK1141LK1142&sxsrf=AE3TifNrKYzg3DnwNcEwUnqtWAhvTnoHjw%3A1764145384135&ei=6LgmaZzfB8iO4-EPieH4kAQ&ved=2ahUKEwj2mfLssY-RAxWo-zgGHfYnGOIQgK4QegQIAxAD&uact=5&oq=During+the+marking+process+grounds+do+a+appeal+of++academic+appeal+form&gs_lp=Egxnd3Mtd2l6LXNlcnAiR0R1cmluZyB0aGUgbWFya2luZyBwcm9jZXNzIGdyb3VuZHMgZG8gYSBhcHBlYWwgb2YgIGFjYWRlbWljIGFwcGVhbCBmb3JtSI2fAVDwMVixnAFwA3gBkAEAmAH5AaABkiGqAQYwLjIyLjO4AQPIAQD4AQGYAhGgAsETwgIKEAAYsAMY1gQYR8ICBBAjGCfCAggQABiABBiiBMICBRAAGO8FmAMAiAYBkAYIkgcGMy4xMi4yoAflP7IHBjAuMTIuMrgHrRPCBwYwLjEzLjTIByY&sclient=gws-wiz-serp&mstk=AUtExfAjR2zFjyGbE3g2Ai1j3xQ0BDd0EWWc1Ot12Pe32U6dBswc3pIg9ZFed7BMvmD90L4iV2JSJQZF1tCx6W0eiIuY07g4k5c0i-bEIQUY0MebqV7i9HyBNU3LsOcvO6KY7rPPzIAyjNx2zmKAoUDghIsCvYX8ywl-0AD8ywAlYw46IvOVb4jbgGntw7o5jF70sRAtVQyH-om1QdrunlhLP5hg8I4SACA_nZH1Q0if25uS_8W12ZiOsbQf4Y4oWJ8fPh9cswnwgWRcVxLvz9Hxf3aS&csui=3

Referral to Examiner and Course Director

If the initial review identifies inconsistencies or if the case requires academic judgment:

The appealis forwarded to the examiner for clarification, remarking, or comments.

The Course Director reviews the findings and provides academic oversight.

Both parties may recommend corrective actions where necessary.

Timescales

Students are required to submit an academic appeal within 10 working days of the publication
of results.

Appeals are acknowledged within a specified period (e.g. 5 working days).

A final outcome is normally communicated to the student within 14 working days, depending on
the complexity of the case.

All decisions are made independently of the original examiner to ensure fairness and objectivity.

Range of Outcomes

The Academic Appeals Policy allows for the following outcomes:

Confirmation that the original result stands.

Correction of administrative or calculation errors and amendment of marks/grades where
applicable.

Consideration of extenuating circumstances, which may result in:
o Anopportunity for reassessment or special examination, where permitted by regulations.

Rejection of the appeal where no valid grounds or supporting evidence are identified.

The policy makes clear that appeals do not permit re-marking or challenges to academic judgment.



1.2.

Assessments and resit policy

Module Qualification and Resit Policy of NIBM Regarding In-Class Assessments and Course

Work

1.1 Special Notes on Assessments

Itis a must to explain all assessments to the learning partners of the first day of the module.
Each Assessment shallbe marked out of 100 and then proportioned to suit the allocated mark.
This is done to keep marking precision at a very high level. A proportioned mark may contain
up to two decimals.
The respective mark earned by the candidate for the assessment shall be accounted forin the
calculation of the final aggregate mark for the module.
Detailed feedback as per the assessment rubric must be given to the student on LMS with
marks and grading, marks, and the relevant Grade Points for calculating GPAs shall be the
same as stipulated in the NIBM Examinations Guidelines.
Marks of end module assessments must be released as per the stipulated deadline given by
the examination division.
Along with technical competencies, seven (07) Carrer Related Competencies mentioned
below of Learning partners are to be assessed and developed in the assessments by giving
continuous feedback to them
Critical Thinking/Problem Solving: Shows the skill of exercising sound reasoning ability in
analyzing issues. Uses data, facts, and knowledge creatively.
Oral/Written Communications: Articulates thoughts and ideas clearly and effectively in all forms
while employing active listening skills.
Teamwork/Collaboration: Shows the ability to build collaborative relationships with colleagues
and respect diversity and different viewpoints.

Tech savvy: Demonstrates the skill of choosing the right technology in performing a given task.



e Leadership: Takes the leadership of a given task while strengthening others to achieve common
goals, uses interpersonal skills to guide, motivate, and develop others while showing the skill of
Organizing, prioritizing, and delegating work

e Professionalism/Work Ethic: Strives to be decent in conduct inside and outside the classroom
while showing a sense of personal responsibility and accountability. punctuality, productive work,
time management, verbal communication, integrity, academic discipline, and mutual respect

e CareerManagement: Able to identify and articulate one’s skills, strengths, weaknesses, and areas

that need improvement related to the scope of the career he/she aspires to pursue.

1.2 Module Qualification

1. All learning partners must complete all assessments of a given module to complete the module
and be eligible to get the qualification

2. In all schools except the School of Computing and Engineering, for all Advanced Diploma and
Higher Diploma courses, candidates must achieve a minimum of 40 out of 100 marks in total for
the module. This encompasses the minimum 40% requirement of the end module assessment.
Failing to meet these thresholds will result in failing the module and necessitating a re-sit for the
End-Module Assessment.

3. However, within the School of Computing and Engineering, a learning partner must achieve a
minimum of 60% both in total and separately for all coursework in Diploma courses to pass a
particular module. Failing to meet this requirement will result in failing the module and
necessitate a re-sitfor the Module Assessment. Additionally in SOCE, failing to meet the minimum
requirement of 40% for each module component in the Higher National Diploma/Advanced
Diploma, as well as in total, will result in failing the module and necessitate a re-sit for the

respective Module Assessment.

1.3 Resit Policy

1. Ifalearning partneris unable to participate in any in-class assessment due to medical reasons or
any other legitimate reason as outlined in NIBM Exam Policy Guidelines, they are entitled to a

separate assessment opportunity. This additional assessment shall be scheduled by the course
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director before the conclusion of the module for the respective batch. To initiate this process, the
learning partner must submit a formal repeat request form (form 1) along with necessary
supporting documentation to the course director in advance. Requests may be subject to the
approval of the director or relevant head, as determined by the course director. The deadlines
regarding assessment resists will be decided by the Course Director as suitable. Itis ensured that
the learning partner will have the opportunity to achieve the highest possible mark in the repeat

assessment.

2. However, under this circumstance in the School of Computing and Engineering only, the learning

partner must sit with the subsequent batch.

1.4End Module Assessments

1. If a learning partner has completed the in-class assessments and is unable to sit for the end
module assessments due to medical reasons or any legitimate reason listed under the NIBM
Examination Guidelines, he/she shall be permitted to sit with the immediate subsequent batch.
.However, this privilege is contingent upon adhering to the examination policy of NIBM when
applying for such accommodations. Additionally, special end module assessments may be
scheduled before diploma awarding ceremonies, ensuring that the learning partner will be

allowed to aim for the maximum grade.

2. However, learning partners who do not meet the legitimate criteria outlined in the NIBM Exam
Guidelines orwho have failed the module must make the payments specified in the following table
, following the necessary instructions provided. These learning partners are eligible for the grades

specified in the table.



Categories of learning

partners

Payment to be done before
the end module assessment

(Rs.)

Maximum
Grade - Al

Schools except

Maximum
Grade - School

of Computing

SOCE and Engineering

Ongoing/Previous Batches - | N/A A+ A+
Legitimate Reason listed
under examination policy
(Must be communicated
within 7 working days after
end module)
Ongoing Batch - | 3000 C C
Unacceptable reason for
failures — 2" attempt
Immediate Past Batch- 3™ | 3000 C C
attempt
2 batches before the present | 10000 C C
batch - 4" attempt
3 batches after the present | 15000 C C
batch - 5" attempt
4 batches after the present | Repeat the module after paying | C C
batch - 6" attempt the module fee which will be

informed by the program office.
Repeats due to offences - | 25000 with sanctions by the | C C

Proven offenders

offence board

Table 1.1 - Types of resist for end module assessments




1.5 Special Notes on end module repeats

1. Itis mandatory for all learning partners in these categories to complete all in-class assessments
of the module with the same or subsequent batches before applying for a repeat end-module
assessment.

2. The module lecturer in consultation with the course director must verify whether the learning
partner has completed the in-class assessment with the module lecturer.

3. He/shecan clearthe same with immediate upcoming assessment session before the end module
assessments. Relevant assessment of the batch will be applicable for this case except for the
original repeat assessments for applicants of the same batch.

4. Learning partners who apply for repeat end module assessments must fill out Form 2 (medical
form) or form 3 (End Module Repeat Request Form)

5. Afterverification, payment should be made to the cashier by the learning partner producing Form
2 which shall then be submitted to assessment and evaluation unit where necessary.

6. However, this option is only available within 3 calendar years from the end of the course date.

After this period, the learner must enroll anew in the course.

1.6 Appeal Process

1. Any candidate who may feel that their result is erroneous may appeal to the module
leader/lecturer with copies to the Course Director and Registrar - Examinations by email for a re-
check. The appeal should be done within five working days of the release of the result. The
candidate should use the official email provided by NIBM for this purpose. The appeal's decision
shall be conveyed to the candidate within five working days by the module leader/lecturer with
copies to the Course Director and Registrar Examinations and the same result must be
corrected/updated in all marksheets and other relevant documents.

2. The decision of the Examination Board, chaired by the Head of the Academic Unit, shall be final
and conclusive in this regard.

3. An amount as per the decision of the Exam Department and relevant School, should be paid by

the student to initiate the process of appealing.



1.3. Academic Appeal Procedure of National Institute of Business Management(1)

An Academic Appeal of the National Institute of Business Management (NIBM) is a formal process that
allows a student to request a review of an academic decision only on approved grounds, after the release

of examination or assessment results.

Coverage

Proceduralirregularity: the university did not follow the correct rules, policies,

or procedures, and that mistake affected your grade.

Extenuating circumstances: Unforeseen and unavoidable circumstances (like a serious health

issue) that negatively affected your performance in an exam or assignment.

Dissatisfaction with the awarded result

Submission Process

3.

The student completes the Academic Appeal Form and submits it to the Examinations Unit
along with all supporting documents.

Medical certificates obtained from a certified Doctor with the report of the illness and the
serious illness of the mother or father.

The Examinations Unit logs the appeal and begins the review process.

Initial Review by the Examinations Unit

Upon receiving the appeal, the Examinations Unit will:

Verify whether the examiner has awarded marks for all answers the student has written.

Recalculate and check total marks for accuracy. The correction of administrative or calculation
errors is permitted only where such errors have resulted in incorrect recorded marks.

This includes,

Errors in arithmetic calculations.

Incorrect weightings.

Omission of marks already awarded for an assessed component.

Data entry or transcription errors.


https://www.google.com/search?q=Procedural+irregularity&sca_esv=4755ba3fbe0376ca&rlz=1C1GCEU_enLK1141LK1142&sxsrf=AE3TifNrKYzg3DnwNcEwUnqtWAhvTnoHjw%3A1764145384135&ei=6LgmaZzfB8iO4-EPieH4kAQ&ved=2ahUKEwj2mfLssY-RAxWo-zgGHfYnGOIQgK4QegQIAxAB&uact=5&oq=During+the+marking+process+grounds+do+a+appeal+of++academic+appeal+form&gs_lp=Egxnd3Mtd2l6LXNlcnAiR0R1cmluZyB0aGUgbWFya2luZyBwcm9jZXNzIGdyb3VuZHMgZG8gYSBhcHBlYWwgb2YgIGFjYWRlbWljIGFwcGVhbCBmb3JtSI2fAVDwMVixnAFwA3gBkAEAmAH5AaABkiGqAQYwLjIyLjO4AQPIAQD4AQGYAhGgAsETwgIKEAAYsAMY1gQYR8ICBBAjGCfCAggQABiABBiiBMICBRAAGO8FmAMAiAYBkAYIkgcGMy4xMi4yoAflP7IHBjAuMTIuMrgHrRPCBwYwLjEzLjTIByY&sclient=gws-wiz-serp&mstk=AUtExfAjR2zFjyGbE3g2Ai1j3xQ0BDd0EWWc1Ot12Pe32U6dBswc3pIg9ZFed7BMvmD90L4iV2JSJQZF1tCx6W0eiIuY07g4k5c0i-bEIQUY0MebqV7i9HyBNU3LsOcvO6KY7rPPzIAyjNx2zmKAoUDghIsCvYX8ywl-0AD8ywAlYw46IvOVb4jbgGntw7o5jF70sRAtVQyH-om1QdrunlhLP5hg8I4SACA_nZH1Q0if25uS_8W12ZiOsbQf4Y4oWJ8fPh9cswnwgWRcVxLvz9Hxf3aS&csui=3
https://www.google.com/search?q=Exceptional+circumstances&sca_esv=4755ba3fbe0376ca&rlz=1C1GCEU_enLK1141LK1142&sxsrf=AE3TifNrKYzg3DnwNcEwUnqtWAhvTnoHjw%3A1764145384135&ei=6LgmaZzfB8iO4-EPieH4kAQ&ved=2ahUKEwj2mfLssY-RAxWo-zgGHfYnGOIQgK4QegQIAxAD&uact=5&oq=During+the+marking+process+grounds+do+a+appeal+of++academic+appeal+form&gs_lp=Egxnd3Mtd2l6LXNlcnAiR0R1cmluZyB0aGUgbWFya2luZyBwcm9jZXNzIGdyb3VuZHMgZG8gYSBhcHBlYWwgb2YgIGFjYWRlbWljIGFwcGVhbCBmb3JtSI2fAVDwMVixnAFwA3gBkAEAmAH5AaABkiGqAQYwLjIyLjO4AQPIAQD4AQGYAhGgAsETwgIKEAAYsAMY1gQYR8ICBBAjGCfCAggQABiABBiiBMICBRAAGO8FmAMAiAYBkAYIkgcGMy4xMi4yoAflP7IHBjAuMTIuMrgHrRPCBwYwLjEzLjTIByY&sclient=gws-wiz-serp&mstk=AUtExfAjR2zFjyGbE3g2Ai1j3xQ0BDd0EWWc1Ot12Pe32U6dBswc3pIg9ZFed7BMvmD90L4iV2JSJQZF1tCx6W0eiIuY07g4k5c0i-bEIQUY0MebqV7i9HyBNU3LsOcvO6KY7rPPzIAyjNx2zmKAoUDghIsCvYX8ywl-0AD8ywAlYw46IvOVb4jbgGntw7o5jF70sRAtVQyH-om1QdrunlhLP5hg8I4SACA_nZH1Q0if25uS_8W12ZiOsbQf4Y4oWJ8fPh9cswnwgWRcVxLvz9Hxf3aS&csui=3

e Confirm that allacademic procedures were followed correctly.

If any discrepancy is found at this stage, the script and appeal file will be forwarded for further academic
review.

The Examination unit considers this and forwards it to the examiner and the course director after the
initial review. Since both parties may recommend the corrective action, we will consider it. All decisions
are made independently of the original examiner to ensure fairness and objectivity.

Referral to Examiner and Course Director
If the initial review identifies inconsistencies or if the case requires academic judgment:

e The appealis forwarded to the examiner for clarification, remarking, or comments.
e The Course Director reviews the findings and provides academic oversight.

Both parties may recommend corrective actions where necessary.
Timescales

e Students are required to submit an academic appeal within 10 working days of the publication
of results.

o Appeals are acknowledged within a specified period (e.g. 5 working days).

e Afinal outcome is normally communicated to the student within 14 working days, depending on
the complexity of the case.

e Alldecisions are made independently of the original examiner to ensure fairness and objectivity.

Range of Outcomes
The Academic Appeals Policy allows for the following outcomes:

e Confirmation that the original result stands.

o Correction of administrative or calculation errors and amendment of marks/grades where
applicable.

o Consideration of extenuating circumstances, which may resultin:

o An opportunity for reassessment or special examination, where permitted by regulations.

e Rejection of the appeal where no valid grounds or supporting evidence are identified.



e Students do not have the right to challenge to the decision made by examiners, including marks
awarded, grading and the comments. Appeal will be permitted on the grounds of dissatisfaction
with academic judgment.

e academic judgement cannot be challenged” applies only to dissatisfaction with the results and
notto all claims.

e Students have the right to submit a further appeal to the Academic Registrar at Coventry
University, in accordance with Coventry University regulations.

The policy makes clear that appeals do not permit re-marking or challenges to academic judgment.
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1.4. Examination Rules and Student Responsibilities

Version 1

Effective date: 15 January 2026

1. Student Responsibilities

1.1 Learners should follow the normal sequence of study and have taken a 1°* attempt of allmodules
before starting the final year. If a student is required to resit a module, or deferred, their
progression to the last level should be approved by the Coventry University at the PAB
discussion stage prior to the finalization of module marks at an exam board and this will be
handled by the Course Director and the Exam Department. Degrees conducted with the
affiliation of other universities may adhere to the unique rules and regulations of that particular

university in this regard.

Further, only three attempts are granted for assessments for Coventry university students
while degrees conducted in affiliation with other universities may adhere to the unique rules

and regulations of that particular university in this regard.

1.2Candidate shall be in attendance outside the examination hall at least 15 minutes before the
commencement of the examination. He/She shall not enter the examination hall until they are

requested by the Supervisor.

1.30n admission to the Hall, a candidate shall occupy the seat allocated to him/her and shall not change

it except on specific instructions of the supervisor.

1.3.1 Inthe digital examinations, student should check the device which is in good

condition and necessary software is available in that device.
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2. No candidate shall be admitted to the examination Hall for any reason after the expiry of 30
minutes from the commencement of the examination. A candidate is not allowed to leave the Hall
until an hour has lasted after the commencement of the examination. A candidate is not allowed

to leave during the last 30 minutes of the examination.

2.1 Candidates should produce the student Identity Card or any valid ID card (Passport, driving license
or National Identity Card) in the examination hall on every occasion and present themselves for the
Examination Paper. The student shall sign a declaration if they fail to produce the ldentity Card, and
it should be produced on the next day. If they lost the Identity Card, they should obtain a Police Report

and produce it to the Examination Supervisor.

2.2 No candidate shall keep any notes in clothes or on the Identity Card or keep any signs, formulas, or
material with them. All notes, books, Parcels, handbags and mobile communication devices should

be kept away and placed at a table indicated by the Supervisor or Invigilator.

2.2.1 Atthe open book examinations students are entitled to keep notes, textbooks

and other materials

2.3If the Supervisor requires, each candidate shall declare everything he/she has in their possession.

2.4 No candidate shall copy or attempt to copy from any book or paper or notes or similar material or
from the scripts of other candidates. No candidate is allowed to talk, discuss or ask for any help,
answers or any other assistance from the candidate who is seated next to him during the examination
time. Candidates should not write any notes, formulas, diagrams and sketches on any part of the

body.

2.5 Nor shall any candidate either help or obtain any assistance from another candidate or person whom
so ever. Nor shall any candidate conduct himself so negligently that an opportunity is given to any
other candidate to read anything written by him or to watch any papers or any practical examination
conducted by him/her. Nor shall any candidate use any other unfair means or obtain or render

improper assistance at the examination.
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2.6 Candidate shall bring their own pens, ink, pencils mathematical instrument, erasers or any other

equipment which the candidates have been requested to bring to the examination hall.

2.7 Stationery required for the examination (Writing paper, Drawing paper, graph paper etc) will be
provided by the institute. Answer sheets or paper provided to a candidate shall not be torn or
crumpled or folded or damaged or mutilated. No other papers shall be used by the candidates during
the examination. The unused papers or graph tables provided should be used with care and left

behind on the desk, and not taken away from the examination hall.

2.8 Every candidate shall enter his/her Index Number on the answer book and on every continuation
paper. He/she shall also enter all necessary particulars as indicated on the cover of the answer book.
A candidate who inserts an Index Number other than his own number is liable to be considered as
cheating. A script that bears no Index Number or that bears an Index Number which cannot be
identified is liable to be rejected. No candidate is permitted to write his/her name or any other
identifiers and marks on the answer script and no remarks of explanations of any kind (e.g to late

arrival or illness) should be addressed to the examiners.

2.9 All calculations and rough work shall be done on the papers provided and shall be attached to the
answer scripts. Such work should not be done on admission card, or on any other paper. Any
candidate who disregards these instructions will be considered as having written notes or outline of

answers with the intention of copying.

2.10 Anyanswer or part of any answer which is not to be considered for the assessment shall be neatly
crossed out. If the same question has been attempted in more than one place, it shall be crossed out

carefully.

2.11 All candidates are under the authority of the supervisor during the examination and candidates
should assist him/her by obeying and carrying out his/her instructions and assist invigilators before

and after the examination.

2.12 Each candidate shall conduct and behave himself/herself in the Examination Hall and should not

cause any disturbance to or inconvenience to the Examination staff or any other candidates. In
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entering and leaving the Hall he/she shall conduct himself/herself as quietly as possible. A candidate

is liable to be excluded from the Examination Hall for disorderly conduct.

2.13 Candidates shall stop work promptly when announced or ordered by the Supervisor or Invigilator.

2.14 Absolute silence shall be maintained in the Examination Hall. A candidate is not permitted for any
reason to communicate or have any dealings with other learners other than the Supervisor or
Invigilator.

In case of urgency, the candidate can communicate with the Supervisor or

Invigilator. The attention can be drawn by raising his/her hand from where he/she is

seated.

2.15 During the course of answering a paper, nho candidate is permitted to leave the Examination Hall
temporarily. In case of an emergency, the Supervisor/Invigilator will grant permission to do so but the

candidate will be under his supervision.

2.16 No person shall impersonate a candidate, whether in the Examination Hall or before or after the

Examination. Nor shall any candidate be allowed to be impersonated by another person.

2.17 No candidate shall obtain or attempt to obtain prior knowledge of Questions or any components

of questions presenting in the question paper.

2.18 a. Candidates are not allowed to use any unauthorized device during the

examination.

b. Such unauthorized devices include;

i. Mobile communication devices

ii. Laptops, computers, and tablet pcs

iii. Bluetooth or infrared wireless communication devices
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iv. Smart watches and fitness bands
c. Possession of one or more unauthorized devices (1.22 b i to iv) during the
examination shall be taken as an examination offence.
d. If suchitems (22 b itoiv) are found in the possession of any candidate during
the examination, the respective device/s shall be temporarily confiscated and
returned to the candidate only after the Examination formalities are
concluded.
In such instances, the device shall be duly photographed, while being kept on
the candidate's table to be produced as evidence to the Examination
Offence Board.

e. Use of calculators for answering questions shall be at the discretion of the examiner. In such
case, the respective examiner should instruct the registrar examinations to allow candidates use
calculators. Only basic or scientific calculators shall be allowed inside the examination hall.
Using calculator apps on the above prohibited devises (1.22 b i to iv) shall not be permitted inside

the examination hall.

3. Exam Rules
3.1 Serious Action/Disciplinary Action will be taken if any dishonest assistance is given to
a candidate by any person.

3.2If any circumstances arose or under an emergency situation in which opinion of the
Supervisor renders the cancellation or postponement of the examination is necessary he/she
shall stop the examination, collect the scripts written by the student and report matter as soon
as possible to Director General (Higher Authority).

3.3The supervisor/Invigilator is empowered to obtain a statement in writing regarding any matter,

examination offence which has been aroused during the course of the examination conducted, and
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such statement shall be signed by the candidate. No candidate shall refuse to make a statement or
to sign it.

3.4 Candidates shall not contact any person other than the Director General, Director, Course Director
or Examination Registrar concerning examinations or Examination Matters.

3.5 Every candidate must hand over their answer scripts personally to the Supervisor/Invigilator or shall
remain in the seat until the answer sheets are collected. Candidates shall not handover their answer
scripts to the attendant or any minor employer of the Institute.

3.6 Face of the candidate should be clearly visible at the examination hall for identification purposes.

3.7 The candidates will be required to sign his/he usual signature in the admission card in the presence
of the invigilator. The Admission Card sent to the candidates should be duly perfected and handed
over to the invigilator when required to do so.

3.8 Food or drink are not permitted in the Examination hall.

3.91f a candidate could not sit an examination due to ill health, he/she shall notify it to the Examination
Registrar or Course Director immediately. This should be confirmed with supporting documents
within seven days to the Registrar/Examinations or to Course Director.

3.10 A student who was absent himself/herself for an examination is not eligible for merits unless the
Results Board Committee approvalis granted.

3.11 No student shall sit for an examination without any permission or approval obtained from the
Director or Director General of the National Institute of Business Management.

3.12 a. Following reasons shall be taken as “acceptable reasons” to become absent for

a given examination;
i Serious Ill health/sickness,including complications due to pregnancy or

childbirth.
ii. Death of a member of the immediate family of the student
iii. Marriage of the student
iv. Marriage of a sibling of a student (cousins are not considered as siblings).
v. Appearanceina Court of Lawin Sri Lanka

vi. To attend overseas training provided by the employer (for a maximum period of 4

weeks)
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vii. Being quarantined for a period that covers the examination date (Required to submit

the quarantine certificate)

viii.  While on paternity leave (one day prior to childbirth and six days counting from

childbirth)

ix. Faced with an unavoidable situation while traveling to NIBM to sit for the examination (require

documentary proof from a government authority)

x. Any other reason acceptable to the Director and the Results Board. (eg. Migration of students-
Students who migrate within the course time period, has to inform the Course Director about the
migration and also needs to discuss how he or she can manage the lectures or assessments meantime.
The Course Director may consider all the information and may approve or disapprove the migration as a

way of advising the student, considering his educational situation at the moment).

b. Guidelines on submission of Medical Certificates during the period of Examination

Category |

If a student falls ill before the exam and gets admitted to hospital, the NIBM request a medical
certificate signed by the doctor in charge of particular ward with duly completed Medical

Submission form.

Category I

If the student gets treatment from a General Practitioner registered in the Medical Council, a
medical certificate should be submitted by the student personally to the Medical officer of NIBM

for its approval.

Category Il
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Ayurvedic Medical Certificates are accepted only from a registered doctor in the Ayurvedic

Medical Council.

These medical certificates should be submitted to the Examination Unit within 07days from the

date of the exam with the Medical Submission Form.
Only following types of medicals accepted by the Medical Officer of NIBM.

1. MCsissued by a Government Hospital/District Medical Officer
2. MCs issued by a registered General Practitioner in case of less than five(05) days of medical
leave exceptinfectious diseases.

The medical officer will request the following documents along with the MC as proofs of medical.

1. Prescription issued by the doctor
2. Medicalreports

3. Receipt obtained from the pharmacy for the drugs

All the documents should be submitted within 07days from the absence.

This Medical Certificate should be endorsed by the Medical Officer of NIBM, and it should be

presented to the Results Board by the Examination Division.

c. A candidate who is absent for a non-medical reason given above, should provide necessary
documentary evidence to prove the legitimacy of his/her absence with the special Approval request

form.

d. If the Director and the Results Board approve the reason for absence, the candidate will be offered
with a fresh re-sit which is called a “proper re-sit”. Anyone who sits for a proper re-sit shall be eligible
for to a maximum of 100 marks for the respective module examination and shall not be deprived from
a merit or a distinction pass. If the proper re-sit is rejected, the candidate shall only be eligible for a

maximum overall mark of 40 percent and shall be deprived from a merit or a distinction pass.
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e. Learners granted special or medical approval are required to take the next available

examination as the first attempt.

3.13 Candidates can submit an official request for the rechecking of marks, which must be made to
the Examinations Unit within ten (10) days from the date of release of results.

f. Medical certificates will not be accepted for repeat examinations under any circumstances.

4. Examination Offences and Punishments

3.1 Offences

1. Possession of unauthorized documents (notes, answers) at the time of the Examination
Copying during the said examination

Cheating

Removal of stationery from the Examination Hall

Disorderly Conduct

Impersonation

Improper Knowledge

Aiding & Abetting

© © N o o ~ Db

Possession of Electronic Mobile Devices

3.3 Punishments

i.  Any candidate who violates Examination Rules 1.6 shall be deemed guilty of the offence of
“Possession of unauthorized documents” and shall be liable to cancellation of his
candidature from the examination and any other punishment decided by the Examination

Appeal Board.
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Vi.

Vii.

viii.

Any candidate who violates Examination Rules No1.7 shall be deemed guilty of the offences of
“Copying” and shall be liable to cancellation of his candidature from the Examination and be

prohibited from sitting examinations of the Institute for a period one year or less than 3 yrs.

Any candidate who violates Rule 1.8 shall be deemed guilty of the offence of having “Cheated
at the Examination” and shall be liable to the cancellation of his candidature from the
examination and should be prohibited from sitting examinations of the Institute for a period of

oneyearto 3yrs.

Any candidate who is detected of “Removing stationery provided for the examination” shall be
deemed guilty of an examination offence and shall be liable for a punishment including a
cancellation of the examination results and prohibiting from sitting examination of the Institute

for one year.

Any candidate who violates 1.15,1.16,1.17,1.18, 1.19 shall be deemed guilty of the “offence of
disorderly conduct” and shall be liable for punishment. A punishment will be the cancellation

of the candidature of examination for a period of one year.

Any candidate who violates Rule 1.20 shall be guilty of the “offence of impersonation” and
shallbe liable to cancellation and prohibition of sitting examinations of the Institute for 3 years.
This is a serious offence and if both candidates are learners of the NIBM both should be

punished under Examination Rules and under Public Law if necessary.

Any candidate who had violated Rule 1.21 shall be guilty of an examination offence and shall
be liable to be punished by cancellation of the candidature of the examination and further

punishments which can be decided by Examination Appeal Board.

Any candidate who violated Rule 1.22 shall be guilty of keeping mobile communication devices
at the examination hall and shall be liable to be punished by cancellation of the candidature
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of the examination and further punishments which can be decided by Examination Offence

Board.

ix.  Any candidate found “aiding & abetting” in the commission of any of the above examination
offence shall be deemed to have committed that offence and shall be liable to the

punishments decided by the Examination Appeal Board.

I.  Any dishonest erasing, deleting, alternations, interpolation or any other alternation
changes made in the answer scripts by Supervisor, Invigilator or by any other employee of

the Examination Hall.

4. Procedure Regarding Examination Offences Committed by Candidates

4.1 Examination Offence Board

Learners who have committed examination offences are called for the Examination Offence Board
with an appeal. The Examination Offence Board comprising of 3 members. (Directors of each
division). This committee inquires into evidence and appeals and makes recommendations

regarding punishments for Examination Offences referred to it. [t will be held once in three months.
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4.1 Classification of the Offences

—

Possession of unauthorized documents (notes & answers)
Copying during the examination

Cheating

Removal of stationery from Examination Hall

Disorderly Conduct

Impersonation

Attempting /obtaining improper assistance

Aiding and Abetting

© 0o N o g M 0 b

Possession of Electronic Mobile Devices

4.2 Punishments

i Cancellation of Examination and results of the examination

ii.  Prohibiting of sitting the examination for one year(specified Period)

iii.  Other punishments (decided by the Examination Offence Board)
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1.5. General Regulations 2026

General regulations adopted from the Coventry University system

Examinations and Assessments: responsibilities of learnersVersion 1

Effective date: 1°t January 2026

1.1 Definition of Terms

1.1.1

1.1.2

1.1.3

1.1.4

1.1.5

“Academic Registrar & Director of Registry Services” refers to the person holding that
role or to persons nominated to act on their behalf under these procedures as follows:

Deputy Director of Registry Services.

“Senior Registrar” refers to the person holding the role of Senior Registrar (Academic
Registry) role or to persons nominated to act on their behalf under these procedures as

follows: Assistant Registrar or Registry Manager.

“Local Registrar” refers to the person holding that role or to persons nominated to act on
their behalf under these procedures as follows: Registry Services staff;

College/School/Subsidiary/Campus Ethics Administrator.

“College/School/Subsidiary” refers to the relevant College or School of the University,

Subsidiary of the University, University Research Centre, or Professional Services area.

“Academic misconduct” refers to all instances of academic misconduct or ethical

misconduct (Section 1.5 refers).

1.2 Student Responsibilities

Itis the responsibility of each individual student intending to present themself for examination to:
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1.2.1

1.2.2

1.2.3

1.2.4

Submit a completed Individual Examination Arrangements (IEA) form, with appropriate
evidence, for approval by the due date. Individual examination arrangements are
available for learners with a temporary or permanent disability or condition that affects

their ability to sit examinations and/or tests under the prescribed conditions;

Ascertain the date, time and place of the relevant examinations. Learners are required to
ensure that they are available throughout every examination/assessment period.
Religious festivals and personal circumstances will not be taken into account in the

compilation of the examination/assessment timetable;

Ensure that they have their student identification card with them. In exceptional
circumstances, if no student identification card has been issued, a valid passport or

photographic driving licence must be presented;
Be present for the examinations/tests, noting that:

a) For digital examinations, in advance of the examination, the student must have
checked that their device is suitable and any necessary software and/or lockdown

browser has been downloaded;

b) Entry into a given examination will be allowed only up to 30 minutes after the stated

time of commencement;

c) Candidates will not be permitted to leave before the expiry of that period (as stated

in 1.24b) above);

d) Acandidate who has once left the room or cannot be seen on camera/microphone
not turned on (where remote) may not return/continue except when they are
obliged to leave for personal reasons, in which case they must be accompanied by

an invigilator (where in person), or have notified the invigilator (where remote);

e) Allinstructions and guidance provided, both in advance of and during the

examination/test, must be adhered to.
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1.3

1.2.5

1.2.6

1.2.7

Note that, once a student has entered the examination room and signed an examination
attendance slip, or logged on to the digital examination system, a valid attempt at the
examination/test has been made, unless illness or a similar urgent circumstance

intervenes. No subsequent claim for extenuating circumstances will be accepted;

Request a deferral, in advance of an examination/test deadline, if extenuating
circumstances prevent attendance at an examination/test or it is felt by the student that
their performance would be so seriously impaired that a deferral of assessment for the
examination should be requested. The request must be submitted with supporting
verifiable and current third-party evidence, normally from a third party, must be attached.
Extenuating circumstances cannot be used as a reason to raise marks, waive pass
requirements of individual modules, reduce the requirements for progression or award,
or raise a classification mark. If a deferral requestis not granted, it will be deemed that

an attempt has not been made.

Request an extension, in advance of an assessment deadline, if extenuating
circumstances prevent submission of coursework. If a student feels that the maximum
period of extension would not be sufficient or that, despite being granted an extension,
their performance in a piece of coursework will be seriously impaired, an application can
be made for a deferral of assessment of coursework. The decision on whether to grant an
extension or deferral lies with any University authorised individual. Both types of request

must be made using the notified procedure before the assessment deadline.

The following rules govern the conduct of all University Examinations/Tests (on
campus):
1.3.1  Smoking and the consumption of food and drink are not permitted in examination

1.3.2

rooms/assessment spaces, with the exception of a drink in a clear bottle, with no labels.

Except as provided in 1.3.10 below for certain specified examinations/tests, candidates
are not permitted to have any written materials, such as books, papers or other prohibited

articles with them in the examination room/assessment space.
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1.3.3

1.3.4

1.3.5

1.3.6

1.3.7

1.3.8

1.3.9

Mobile telephones, and equipment with telephone communication facilities (including
watches with additional functionality), should not be brought into any examination room,
whether switched on or off. However, where they are brought into an examinati on

room/assessment space, please see 1.3.5.

Any briefcases or similar articles which candidates cannot arrange to leave outside the
examination room/assessment space may, together with books, papers etc., be

deposited as directed by the invigilator.

Candidates will also be required to deposit any mobile telephones, tablets, watches,
internet-enabled spectacles and any other device that can connect to third parties, by
mobile signal, Bluetooth or wireless and irrespective as to whether the device is on or not,
in their possession as directed by the invigilator. If found with any items on them, whether

switched off or not, this will constitute academic misconduct.
Candidates will be required to deposit coats and headgear as directed by the invigilator.

A candidate may be inspected to ensure that no unauthorised materials are concealed
on their person (e.g. requested to empty their pockets or to remove unusually bulky
clothing or headgear etc.). If necessary, a student may be required to accompany an
appropriate invigilator to a private area to allow any such inspections to be undertaken.
Refusal by the student may be referred to academic misconduct or student disciplinary

procedures.

Candidates who are found to have with them any unauthorised materials, including any

written materials, will be deemed to have committed academic misconduct.

The University cannot be held liable for learners' property left, lost or damaged on its
premises including materials brought into the examination/test rooms. Learners should

therefore avoid bringing valuable items with them to an examination/test.

1.3.10 In certain specified examinations, which will be clearly identified, candidates are entitled

to consult notes, textbooks or other materials.

1.3.11 Forthe use of calculators and dictionaries in examinations/tests refer to Appendices 8

and 9 to these General Regulations.
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1.3.12 Candidates are forbidden from making copies of their examination/test answers for

subsequent use outside the examination room.

1.3.13 Communication with anyone other than the authorised invigilator(s) is not allowed under
any circumstances, and will constitute prima facie evidence of academic misconduct.
This also applies if an examination/test is temporarily suspended, e.g. in case of

emergency.

1.3.14 If a candidate claims to have found a mistake or ambiguity on the paper, an invigilator

should be informed immediately.

1.3.15 Candidates must complete any rough working in the answer book and cross it through
when completed, or use the notes section for digital examinations/tests. No writing
paper other than the answer book is to be used; supplementary sheets may be issued
only when the answer book has been filled. No supplementary sheets will be issued for

digital examinations/tests.

1.3.16 Candidates may not leave their places without permission from the invigilator and will be
accompanied by an invigilator at all times if required to leave the examination room for

any period of time.

1.3.17 Candidates are required to comply with requests made by invigilators, e.g. to be visually
inspected. Any refusal to do so will be considered as academic misconduct. It may also
be considered under the University’s Disciplinary Procedures at Appendix 7 to the

General Regulations, depending on the severity of the case.

1.3.18 Where a candidate is suspected of multiple successive integrity breaches in the same
examination and/or where the breach is considered to be disruptive to other candidates,
the senior invigilator and/or Senior Registrar has the authority to remove the candidate
from the examination room. The candidate will not be permitted to sit the remainder of
the examination and will be referred through the academic misconduct and/or student

disciplinary process.

1.3.19 Candidates may not leave the room during the final 30 minutes of the examination/test

to avoid last-minute disturbances to other candidates finishing their scripts in time.
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1.4

1.3.20 Atthe conclusion of the examination/test, the candidates will be requested:

a) to stop writing;

b) to tie any loose sheets (including drawings) securely inside the rear cover of the answer

book;
c) to remain seated until all the answer books have been collected by an invigilator;

d) to remain silent until all candidates have left the examination room.

1.8.21 No part of the answer book may be removed from the examination room.

1.3.22 Itis the responsibility of each candidate to ensure that their script is collected by the

invigilator before leaving the examination room/assessment space.

The following additional rules govern the conduct of Digital University Examinations/Tests:

1.4.1

1.4.2

1.4.3

1.4.4

For digital examinations/tests, candidates will be permitted to bring a single laptop or
tablet into the examination room/assessment space, Mobile telephones are not

permitted for use in digital examinations/tests.

Candidates taking a proctored digital examination will be monitored remotely whilst
carrying out examinations/tests off campus, and are required to have sound and webcam
facilities enabled throughout the assessment period. Candidates will be required to
present their ID card on screen at the beginning of the examination/test. Failure to comply

with these rules shall be deemed as academic misconduct.

For proctored digital examinations/tests carried out remotely, candidates must be in
individual locations, not in any shared space with any other candidate(s) or any other

person whilst completing the examination/test.

Smoking and the consumption of food and drink are not permitted in assessment

spaces, with the exception of a drink in a clear bottle, with no labels.
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1.4.5

1.4.6

1.4.7

1.4.8

1.4.9

Except as provided in 1.4.12 below for certain specified examinations/tests, candidates
are not permitted to have any written materials, such as books, papers or other prohibited

articles with them in the assessment space.

One laptop, tablet or a desktop computer, suitable for carrying out the examination/test,
which MUST include a webcam, will be permitted in the assessment space. Mobile

telephones are not permitted for this purpose.

a) In advance of the examination/test, the candidate will have been given the
opportunity to download and test a ‘lockdown browser’ on the device they will be
using in the examination/test. Itis the candidate’s responsibility to ensure they
have done this prior to the examination. If this is not possible, the candidate must
contact the Module Leader or Course Director, at least 5 working days prior to the

examination, so that alternative arrangements can be considered.

b) Itis the candidate’s responsibility to ensure that their device is fully charged on the
day of the examination/test, and that they have the necessary accessories to
complete the examination/test, e.g. charger, mouse etc. Once the examination

has started, they will not be permitted to leave their seat to get additional items.

Mobile telephones, and other equipment (excluding 1.4.5 above) with telephone
communication facilities (including watches with additional functionality), should not be
brought into any assessment space, whether switched off or not. However, where itis
not possible to leave them in a different location, they must be as far away from the

workstation as possible and must be switched off.

Any briefcases, bags, coats or similar articles, books, papers, mobile phones, tablets,
watches, internet-enabled spectacles and any other device that can connect to third
parties, by mobile signal, Bluetooth or wireless, should not be brought into the
assessment space. Where this is not possible, they must be left as far away as possible

from the workstation.

A candidate may be asked to show their workstation via their webcam, to the appropriate
staff member, to ensure that no unauthorised materials are concealed on their person

(e.g. requested to empty their pockets or to remove unusually bulky clothing, headgear
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etc.), or are too close to their workstation, at any point during the examination/test.
Refusal by the student may be referred to academic misconduct or student disciplinary

procedures.

.4.10 Candidates who are found to have with them any unauthorised materials, including any
written materials too close to their workstation, will be deemed to have committed

academic misconduct.

.4.11 Any candidate who is found to have bypassed the lockdown browser, will be deemed to

have committed academic misconduct.

.4.12 In certain specified examinations/tests, which will be clearly identified, candidates are

entitled to consult notes, textbooks or other specified resources.

.4.13 Forthe use of dictionaries in examinations/tests refer to Appendix 9 to these General

Regulations. Standalone calculators are not permitted in digital examinations.

.4.14 Candidates are forbidden from making copies of their examination/test answers for
subsequent use outside the assessment space. This includes taking screenshots on the

device being used, mobile phones or any other device.

.4.15 Any attemptto communicate or collaborate, in any form, with anyone other than the
authorised invigilator(s) is not allowed under any circumstances, and will constitute
prima facie evidence of academic misconduct. This also applies if an examination/testis

temporarily suspended, e.g. in case of emergency.

.4.16 If a candidate claims to have found a mistake or ambiguity on the paper, an appropriate

staff member should be informed immediately and clarification will be sought.

.4.17 Atthe conclusion of the examination/test, the candidates will be requested:

a) to stop working on the examination;

b) to upload their paper before logging off.

.4.18 ltis the responsibility of each candidate to ensure that their paper has been submitted

before logging off and leaving the assessment space, and to remain seated until
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otherwise instructed. If there is a problem with submitting the paper, they must

immediately inform the invigilator and follow instructions.

1.5 Submission of work for assessment

1.5.1

1.5.2

1.5.3

1.54

1.5.5

It is the responsibility of each individual student submitting coursework, projects or other
materials connected with assessment, to ensure that the work which they are submitting
is the work which they wish to be assessed and that it is legible and accessible. The
University accepts no liability for the consequences of work submitted in error by the
student, noris replacement work acceptable except as explicitly required or permitted by

the Assessment Board.

Aviva voce may be requested at any time for a student or learners suspected of having
sought to gain unfair advantage in an assignment/test/examination to test their

understanding of their work.

Requests can be made by the Academic Registrar and Director of Registry Services, any
academic staff member, assessment board member, Senior Registrar or Academic

Conduct Officer.

In such cases, the student(s) shall be informed that a viva voce is required and it will be
conducted under examination conditions in front of a member of the teaching team of the
module concerned and an Academic Conduct Officer. The student shall also be informed
that non-attendance, without good reason, will result in guilt being assumed and the

appropriate academic and disciplinary outcomes will be applied.

Should a student fail to attend a viva, without good reason, and they are able to present
mitigation within 5 working days of the date of the viva, they will be invited to a further
meeting. Failure to attend this rescheduled meeting without good reason will resultin a
decision being made despite the student’s non-participation (in absentia) and may result
in guilt being assumed and the appropriate academic and disciplinary outcomes will be
applied. Refusal to attend a viva may be considered under the Local Disciplinary

Procedure — Appendix 7 refers.
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1.5.6 Evidence of the viva and its outcome will be considered by an Academic Conduct Officer

to consider whether further action is necessary (1.8.3 refers). A student may be invited to

an Academic Conduct meeting immediately after the viva voce has taken place and shall

be notified of this in their invitation to a viva voce.

1.6 Definition of academic misconduct

1.6.1 Academic misconductincludes ethical misconduct and is defined as:

a)

any attempt to gain an unfair advantage in an assessment (including

examinations/tests). This includes (butis not confined to):

i)

i)

v)

vi)

vii)

viii)

copying from other learners;

collusion - unauthorised sharing of solutions and working with others when

individual work is required;

impersonation - arranging for someone else to complete a test or examination on

one’s behalf;

plagiarism - presenting the work of others without acknowledging the sources

and submitting it as if it is one’s own work;

submitting work that has been wholly or partially written by a third party,
(contract cheating — requesting work to be completed on one’s behalf by a

colleague, friend, family member, essay mill, ghost-writer etc.);

self-plagiarism - the unacknowledged or un-referenced re-presentation of one’s
own work (the submission of work presented previously or simultaneously for

summative assessment at this or any other institution), unless explicitly allowed;
unauthorised access to unseen examination papers or model answers;

attempted or proven bribery;
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ix) falsification or fabrication of data or results in projects, surveys or other

assessed work;

X)  making a request, via a website, social media or other such portal, to ask for help
with completing assessment tasks, or to request the provision of a finished or

partially finished assignment;

xi) unacknowledged or unauthorised use of technological aids and generative
artificial intelligence tools, including translation software, paraphrasing tools,
text generation software (essay bots), and tools to generate programming code,

graphics or artwork;

Xii) where an assignment is required to be written in a specified language, writing it in
another language and then using translation software or assistance from a third

party to convert into the specified language;

xiii) deception - converting text to graphical objects, screenshots, hidden or special
fonts and characters in one’s work in an attempt to disguise plagiarism, reduce

the text similarity percentage or change the word count;

Xiv) misrepresentation —including invented or irrelevant references, or copying an

entire reference list from another source into one’s own work;

xv) switching off a web cam or microphone during a remote on-line

examination/test, or leaving the view of the camera;

xvi) attempting to communicate with anyone other than the invigilator during an
examination/test, including anyone else being in the room where a remote

examination/test is taking place;

xvii) having access to unauthorised materials in an examination room/assessment
space. This includes any calculator or dictionary not permitted under General
Regulations appendices 8 and 9, pencil cases, manuals for calculators, spare

paper or any notes written on anything, including parts of the body;
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xviii) having access to a mobile telephone, electronic equipment including watch,
technology-enabled spectacles and other devices in an examination

room/assessment space, whether switched off or not;

xix) refusalto provide evidence when asked about whether or not one has access to

unauthorised equipment or material.

failure to observe the University’s Principles and Standards of Conduct on the

Governance of Applied Research, including:

i) failure to follow accepted procedures/codes of practice, or to exercise due care

in carrying out responsibilities for avoiding unreasonable risk or harm to:
ii)  humans;
iii) animals;
iv) cells, blood, tissues;
v)  the environment;
vi) the reputation of the University;
vii) normally, failure to obtain ethical approval for an assessment submission;

viii) late submission of ethical approval applications, including cases where data

has already been collected (which may involve deception);

ix) breach of ethical approval conditions, including deviations from an approved

research programme;

x)  failure to renew or reapply for ethical approval when changes have occurred that

have ethical implications;

xi)  failure to safeguard data, as well as the inappropriate handling of privileged or

private information on individuals collected during research;
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1.7

1.6.2

1.6.3

xii)  ailure to follow the Computer Use, Data Management and Data Protection

policies specific to storing and destroying data securely;

xiii) fabrication, falsification and misrepresentation of information contained within
an ethics application (including misrepresentation of possible conflicts of

interest and risk).

c) assisting another student to do any of the above.

Itis the University’s responsibility to prove an allegation of academic misconduct. The

burden of proof to be used shall be ‘on the balance of probability’.

The University reserves the right to use all legitimate means at its disposal to detect
academic misconduct, and may use a range of software tools on all submitted

assessments to identify academic integrity breaches.

Suspected academic misconduct detected during or after an examination/test

1.7.1

1.7.2

1.7.3

If an invigilator suspects that there is academic misconduct, the attention of any other
invigilator present should be drawn to the suspicious circumstances. If another

candidate suspects that there is misconduct, they should alert the invigilator(s).

The invigilator should inform the senior invigilator, who will approach/communicate with
the suspected candidate(s) and inform them of that suspicion, explain that they may
complete the examination/test if they wish and that a statement can be made at the end
of the examination/test. For digital examinations/tests being carried out off campus, a

message will be sent to the candidate through the system,

The invigilators will annotate the candidate(s)’ work or for a remote examination/test,
make a note, to indicate the point at which the suspected misconduct was detected.
Should the invigilators suspect any further attempt at academic misconduct during the
same examination/test the same procedure should be followed and the relevant section
of the script also annotated appropriately. If any unauthorised material is discovered, it
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1.7.4

1.7.5

1.7.6

1.7.7

will be confiscated by the invigilators at the point of discovery, or noted by the invigilator
in the case of digital examinations/tests being carried out off campus. Photographs may

be taken as evidence and the circumstances recorded by the invigilator.

At the end of the examination/test the Senior Invigilator (or nominee) will inform the
student(s) that the incident will be the subject of a formal investigation by an Academic
Conduct Officer. The student(s) will be written to with the provisional outcome and the
procedure to be followed (paragraph 1.9 refers). The student will be given an opportunity

to provide a written statement.

Written accounts of the incident by the invigilators and other candidate(s), if appropriate,
will be forwarded with the script, any unauthorised material and the student’s statement
to the relevant local Registrar. For digital examinations/tests carried out off campus, the

report will also be sent to the Module Leader, alongside a copy of the video recording.

If, during the marking, moderating or other processing of examination material, an
examiner suspects that academic misconduct has taken place, the examiner must
invoke the procedure as under paragraph 1.8.3 below. The student must be informed

immediately as under paragraphs 1.9.6 or 1.12.1 below.

If, following an examination/test, another student has reason to suspect that academic
misconduct took place, they must present a written account and any relevant evidence to
the local Registrar (or nominee). An anonymous statement shall constitute hearsay and

not be deemed a legitimate allegation.

1.8 Academic misconduct in relation to assessed or other coursework

1.8.1

1.8.2

It is recognised that academic misconduct in assessed or other coursework raises a

number of different issues from academic misconduct in a written examination/test.

All staff, learners and persons authorised to work at the University have a responsibility
to report, in confidence, any suspected incident of academic misconduct, whether
witnessed directly or where there are reasonable grounds for suspicion. Allegations of

suspected academic misconduct may be received from an internal source (i.e. from staff
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1.9

1.8.3

1.8.4

1.8.5

1.8.6

or learners of the University) or an external source (i.e. from individuals outside of the

University such as gatekeepers, funders or research participants).

Any Tutor who suspects when marking student(s)’ work that there has been academic
misconduct should refer the case to an Academic Conduct Officer or Ethics Lead or
equivalent, who will determine the provisional outcome and procedure to be followed

(section 1.9 refers).

Any student(s) wishing to make an allegation against another student should present a
written account and any relevant evidence to the local Registrar, who will refer the case to
an Academic Conduct Officer or Ethics Lead or equivalent as appropriate. Allegations
will be handled sensitively and confidentially. An anonymous statement shall constitute

hearsay and not be deemed a legitimate allegation.

The student(s)’ scripts or other form of coursework should be forwarded to the local
Registrar (or nominee), together with written statements from the member of staff or

student(s) who made the original allegation.

Where academic misconductis suspected in coursework or other assignments other
than those formally assessed under the above criteria, for example in formative or

background assignments, the same procedures may be followed asin 1.8.3t0 1.8.5.

Primary Procedure

1.9.1

The ACO will normally take responsibility for those aspects of academic misconduct
listed in 1.6.1 a) and b), while the Ethics Lead or equivalent (EL) will take responsibility for

those listed under 1.6.1 c). The role of the ACO and Ethics Lead or equivalent (EL) is to:

a) provide advice and guidance to other academic staff regarding the detection of

academic misconduct and determining the extent of academic misconduct;

b) consider each case of alleged academic misconduct and determine the correct

procedure to be followed;
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1.9.2

c) consider the evidence in relation to cases of alleged academic misconduct and

determine the appropriate academic and/or disciplinary outcome;
d) provide academic guidance to learners found guilty of academic misconduct;

e) act as a panel member of the Academic/Research Ethics Conduct Panel.

The ACO/EL will determine the correct procedure to be followed from the following:

a) the case is referred back to the Tutor to mark the work based on academic merit
(where there is no case to answer or where the academic misconduct is so minor

that it would not warrant a formal warning or academic outcome);

b) the case is considered by an ACO/EL (where the case warrants an academic and/or

disciplinary outcome of less than expulsion);

c) the case is referred to an Academic/Research Ethics Conduct Panel for

consideration where:
i) the case is complex;
i) the ethical misconduct case is serious;

iii)  the case s likely to lead to expulsion because of the severity of the offence
and/or because the student already has a Final Written Warning from any
type of misconduct (which will have previously been identified by the local
Registrar), except where the ACO/EL determines that the case is so minor

that 1.9.2a) applies;
iv) the case relates to learners studying for a research degree;

V) there is evidence of suspected academic misconduct also occurring at
earlier stages of a student’s registration at the University that has not been

previously investigated;

vi)  thereis evidence of severe mitigating circumstances.

38



1.9.3

1.94

1.9.5

1.9.6

1.9.7

d) the case is referred back to the subject area for a viva voce (section 1.5 refers).
The decision as to what procedure should be invoked should take into account:
a) the course stage;

b) the extent of academic misconduct;

c) whetherthe academic misconduct was a systematic and organised attempt to

deceive;

d) the nature and extent of any previous offences on any module;

e) whether this is the student’s first examination session;

f) whether this is the student’s first written assignment period within the UK
Higher Education sector.

In cases dealt with under 1.9.2b, the ACO/EL will determine the category of the offence,
based on the evidence available, before being informed of any previous offences. If at any
point during the primary procedure, evidence of severe mitigating circumstances comes
to light, the case may be referred immediately to the Academic/Research Ethics Conduct

Panel.
Any previous offences will only affect the determination of the outcome to be imposed.

The ACO/EL willinform the student(s) of the nature of the suspicions and of the standard
academic and/or disciplinary outcome for this type and category of offence in writing via

their University email address.

If the category of offence is deemed to be minor, moderately serious or serious and is the
first offence on record for the student, they will normally be given an outcome without
being required to attend a meeting. The student will be given the option to requesta
meeting if they wish, or to accept the penalty. If the student accepts the outcome in this

way, they will have no right of appeal, except on the grounds detailed in 1.10.2a) and c).
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.9.8

9.9

For all other categories of offence or where there is a record of a prior offence, the
student(s) will normally be invited to attend a meeting with an ACO/EL to discuss the
alleged misconduct. The student(s) will then normally be given at least five working days’
notice of this meeting via their University email address. The student(s) will also be

advised to contact the learners’ Union for advice.

The student may be accompanied by one friend or supporter who may speak on their
behalf, as long as the student informs the ACO/EL of the name of the person concerned
at least 24 hours before the time of the meeting. The friend or supporter must not be a

member of University staff.

.9.10 Learners facing allegations of collusion with one or more other learners may request for

their case to be heard separately from other learners. The ACO/EL should accommodate

such requests unless there are practical reasons why this is not possible.

.9.11 The ACO/EL may choose to invite another member of staff to attend the meeting.

.9.12 The student will have access to the evidence against them in the meeting.

.9.13 Exceptionally, in cases where there is hot enough information to determine the standard

academic outcome (e.g. in cases of suspected collusion), the ACO/EL may choose not to
indicate the standard academic outcome in the initial email to the student. In such cases
the ACO/EL will determine the academic outcome following their investigation and/or

meeting with the student(s).

.9.14 If the student(s) fail to attend a meeting and/or the offence remains unclear after the

meeting, the ACO/EL may refer the case to the Academic Conduct Panel/Research Ethics

Conduct Panel.

.9.15 If the student informs their local Registry in advance of the meeting that they are unable

to attend, a revised meeting date will be offered. If necessary, discussions can take place
remotely (e.g. via Skype). If the student fails to attend the meeting with the ACO/EL
without good reason being submitted in advance of the meeting, the ACO/EL will confirm

the outcome. Non-attendance cannot be used as grounds for appeal. If the student
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subsequently submits reasons for absence, the ACO/EL, at their discretion, may agree to
arrange an alternative date. The student will not normally be given more than two

opportunities to attend a meeting, irrespective of any reasons for non-attendance.

1.9.16 If the student prefers to accept the previously notified outcome without attending the
meeting with an ACO/EL, they should confirm this via return email in advance of the
meeting. If the student accepts the outcome in this way, they will have no right of appeal,

except on the grounds detailed in 1.10.2a) and c).

1.9.17 In all confirmed cases dealt with under 1.9.2b), the student(s) must be given an
appropriate written warning (a copy of which will be kept on the student(s)' personal
file(s) as long as they are enrolled at the University) and the matter recorded on their

student record, in addition to any academic outcome:

a) Where the student already has a Written Warning on file, or where the offence is
considered serious enough to warrant a Final Written Warning being issued, the
details and outcome of the case must be referred to the Chair of the Academic
Conduct Panel/Research Ethics Conduct Panelin order that a Final Written

Warning may be confirmed by the Chair.

b) Exceptionally, where the ACO/EL believes that the offence in question does not
warrant a Final Written Warning, it may request that the Chair of the Academic
Conduct Panel/Research Ethics Conduct Panel considers a further Written

Warning, providing justification for their recommendation.

1.9.18 Following the meeting with the student(s), the academic and disciplinary outcomes will
be confirmed to the student in writing, via their University email address, stating clearly
that any further proven misconduct may result in permanent exclusion from the
University where the disciplinary outcome is that of Final Written Warning, and informing

the student(s) of any right to appeal.
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1.10

1.9.19 In all cases dealt with under 1.9.2c) the ACO/EL will inform the student(s) of the nature of

the suspicions and of the proposed procedure to be followed via their University email

address:

a)

The student may be required to attend a viva voce style discussion in relation to the

assessment under scrutiny.

They will also be given the opportunity to attend a meeting with an ACO/EL to
discuss the alleged misconduct and the procedures of the Academic Conduct

Panel or Research Ethics Conduct Panel.

The student will also be advised to contact the Students’ Union for advice.

The student may be accompanied by one friend or supporter as long as the student
informs the ACO/EL of the name of the person concerned at least 24 hours before

the time of the meeting.

1.9.20 Due to the nature of the cases that will be dealt with by an ACO/EL, the student will not

be permitted legal representation at the meeting.

Appeal against an outcome from an ACO/EL meeting

1.10.1 Any student wishing to appeal the decision of the ACO/EL must lodge their appeal within

10 working days of receiving formal written notice of the outcome.

1.10.2 Appeals made against the decision of an EL should be made in writing to the Associate

Dean or equivalent (or nominee); appeals made against the decision of the ACO should

be made in writing to the local Registrar and must specify the grounds for appeal. The

only grounds for appeal which may be considered are that:

the procedures were not followed correctly prior to decisions being confirmed;
the nature of the academic misconduct does not justify the severity of the sanction;

there is evidence of severe mitigating circumstances that could not have been made
available to be considered as part of the primary process. The mitigating
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circumstances must have been so severe as to have prevented the student from
making an informed decision at the time as to whether to attempt an assessment or

to apply for a deferral.

1.10.3 The Associate Dean or local Registrar will investigate the circumstances and decide

whether or not to grant the appeal. Their decision in this respectis final.

1.10.4 Ifthe appealis granted, the Associate Dean or local Registrar shall be empowered to set
aside the decision of the ACO/EL and convene a Panel to reconsider the evidence afresh

without knowledge of previous considerations (Section 1.11 refers).

1.10.5 The decision of this Panel s final.

1.10.6 A student submitting an appeal will receive an acknowledgment of receipt of their appeal
normally within 5 working days of the documentation being lodged with the Associate

Dean or local Registrar (or nominee).

1.11 Secondary Procedure: Role of an Academic Conduct Panel (ACP) and Research Ethics

Conduct Panel (RECP)

1.11.1 The Academic Board has established one ACP and RECP per College/School/Subsidiary
to review and evaluate allegations of academic misconduct in examinations and other
assessments, in order to establish the facts of the case. The Panel delegates authority to

the ACOs/ELs for all cases that are not deemed to be very serious or complex.

1.11.2 Terms of Reference

43



a) Toreview, on behalf of Academic Board, cases (proven and unproven) of academic

misconduct considered by the ACOs/ELs to ensure consistency of approach.

b) To consider very serious or complex cases of alleged academic misconduct,

following referral by an ACO/EL.

c) Toconsiderall cases where the student already has a Final Written Warning on their

record, following referral by the local Registrar.

d) To consider cases where evidence of severe mitigating circumstances has come to

light during the primary procedure.

e) Toconsider appeals againstthe decision of any ACO/EL to apply an outcome or

confirm an allegation of academic misconduct as proven.
f) To determine one or more of the following outcomes:

i)  find the student guilty and apply the appropriate academic and disciplinary

sanctions;
ii)  dismiss the case or otherwise decide that no further action is required;
iii) deferaction pending the outcome of further enquiries;

iv) where it becomes apparent through the meeting that the offence the studentis
accused of cannot be proven, but it is clear that an offence has been
committed, the meeting can be adjourned and another Panel hearing

organised;

v) where mitigating circumstances, as detailed in 1.12.8, are being considered,
the Panel can recommend to the Progression and Awards Board to null and

void the attempt (see 5.2.9g);

vi) in exceptional cases, refer the matter to the Academic Registrar and Director of

Registry Services to be dealt with under another University procedure.
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g) Where the allegation of academic misconduct is proven, the Panel will:

i)  determine the academic outcome, taking into account any comments from the
course/module representative present in order to ensure that the outcome has

relevance and is effective in the context of the course/module concerned;

ii) issue either a Written or Final Written Warning or determine that the severity of
the offence is such that it warrants a recommendation to a Deputy Vice-

Chancellor that the student be permanently expelled;

iii)  where there is already a Written Warning on file, the Panel mustissue a Final
Written Warning stating clearly that any further proven misconduct may result

in their permanent expulsion from the University;

Iv) where the student already has a Final Written Warning on file, the details and
outcome of the case must be referred to a Deputy Vice-Chancellor in order that

the student may be permanently expelled;

v) exceptionally, where the Panel believes that the offence in question does not
warrant permanent expulsion, it may request that a Deputy Vice-Chancellor
considers a temporary expulsion or a further Final Written Warning, providing

justification for its recommendation;

vi) where a student has already been conferred with an award the Panel will
recommend to the Academic Registrar and Director of Registry Services that

this be revoked under section 2.2.1(e) of the Academic Regulations.

1.11.3 Membership of an Academic Conduct Panel (hereafter referred to as the Panel) shall

comprise:

a) Academic Dean/Director or equivalent, Associate Dean or equivalent, senior
member of academic staff with responsibility for academic conduct or other senior
member of College/School/Subsidiary/Campus academic staff as Chair (or Deputy

Chair in the absence of the Chair);
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d)

e)

one Academic Conduct Officer (who is not the ACO presenting the case against the

student);

one further member of academic staff familiar with academic misconduct issues
from the student’s College/School/Subsidiary, who can be drawn from the ACOs
and/or the wider academic staffing of the College/School/Subsidiary (to avoid any
conflict of interest, this member must not be one of the student’s Module Leaders,
Course Director or equivalent, the ACO presenting the case, any person with a direct
involvement in assessing the student, or the Programme Manager or equivalent. It
may be necessary to substitute a Panel member from another

College/School/Subsidiary);

at least two members of the Panel should have relevant and extensive experience at

the FHEQ level at which the student under investigation is studying;

when the Panelis convened to review the decisions of the ACOs, the membership

may be increased to more than four to allow all ACOs to participate.

1.11.4 Membership of a Research Ethics Conduct Panel (hereafter referred to as the Panel)

shall comprise:

a)

b)

Associate Dean or equivalent as Chair;

Ethics Lead or equivalent (who is not the EL presenting the case against the

student);

two members of academic staff who do not have direct involvement in assessing the

student;
an ACO if necessary due to the nature of the case;

The quorum shall be at least three members.
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1.12

1.11.5 Where an allegation of ethical misconduct in research relates to data and/or incidents in
a clinical or sensitive setting (e.g. NHS Trust, HM Prisons, Social Care Trust) or involves a
student in receipt of external funding, a governance officer or manager (independent from
the student) from the relevant organisation may be invited to attend the meeting. This is
dependent on the nature and seriousness of the alleged misconduct and its relevance to

the research carried out and/or to the organisation.

1.11.6 The local Registrar shall nominate a representative to be in attendance throughout to
advise the Chair on parity and equity of treatment for similar cases elsewhere in the

University.

1.11.7 The Secretary to the Panel will be responsible for the membership and administration of

the Panelin accordance with the procedures of the Panel.

1.11.8 A Students’ Union sabbatical officer may be in attendance as an observer if they wish or
at the request of the student. The Students’ Union sabbatical officer shall be in addition

to any personal friend or supporter whom the student may wish to bring.

Procedures of the Panel

1.12.1 The Secretary will ensure that the student is informed of the allegation of misconduct via
their University email address, attaching a copy of these procedures and advising them

that they may contact the Students’ Union Advice Centre if they so wish.

1.12.2 The Secretary will ensure that the student is given the opportunity to admit or deny the
alleged misconduct and to make any representations about the matter and provide any
evidence in support of their case. Where the student admits the alleged misconduct they
will only have aright to appeal the sanction thatis imposed (if the grounds for appeal are

met).
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1.12.3 Atleast seven working days1 prior to the hearing, the Secretary to the Panel will ensure
that the student(s), the Panel members, those presenting the case and all withesses are

sent the following:

a) the time, date and venue of the Panel hearing;

b) details of the allegation made against them;

c) copies of all written evidence;

d) a copy of these Regulations.

1.12.4 Atthe same time as notification of the meeting, the student will be advised:

a) tocontactthe Students’ Union Advice Centre immediately;

b) thatthey must attend the Panel meeting in person and cannot request that a friend

or supporter attend in their absence;

c) thatthey may be accompanied at the hearing by a friend or supporter who may speak
on their behalf. The friend or supporter must not be a member of University staff. The
friend or supporter may assist in presenting the case if the student so chooses,

subject to the following:

i) the student may not normally be represented by another person in their

absence, especially where the charges are denied;

ii) the student remains responsible for presenting the case to the Panel, and for

ensuring that any statements made by their friend or supporter are accurate;

iii) noappeal can be made subsequently in relation to the omissions, actions or

statements of the friend or supporter;
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d) Learnersfacing allegations of collusion with one or more other learners may request
for their case to be heard separately from other learners. The Panel should
accommodate such requests unless there are practical reasons why this is not

possible.

e) ifthe student fails to attend a hearing without good reason being submitted in
advance, the hearing will go ahead in their absence. Non-attendance cannot be
used as grounds for appeal. If the student subsequently submits reasons for
absence, the Chair and the local Registry representative, at their discretion, may set
aside any findings from the first hearing and arrange a second hearing. The student
will not normally be given more than two opportunities to attend, irrespective of any
reasons for non-attendance. It should be noted that hearings may take place
outside of standard term time dates and this, in itself, will not be accepted as a
reason for absence. This shall apply whether the charges are accepted or denied,

and whether or not the student submits a written statement;

f)  ifthe student expresses an intention not to attend, without good reason, the Panel
meeting may (at the discretion of the Chair) proceed in their absence, without this
constituting grounds for appeal. This shall apply whether the charges are accepted

or denied, and whether or not the student submits a written statement;

g) atleastfive working days prior to the meeting the student shall inform the Panel
Secretary as to whether they intend to be accompanied, and if so, the name of the
person concerned. Inthe event that the student arrives at the hearing with more
than one person accompanying them, the Chair has the authority to ask the student
to choose whom they wish to be present. All other friends or supporters will be

required to leave.

1.12.5 If, in exceptional circumstances, the student wishes to be legally represented, they must

inform the Secretary to the Panel five working days in advance of the hearing.

49



a) If such notice is not given sufficiently early to allow the University to arrange its own
legal representation, the meeting will be rearranged but only one such extension will

normally be granted.

b) The University reserves the right to instruct legal representatives to present the
University’s case in connection with any hearing where a student is to be legally
represented or in connection with any matter where the University feels that it is

necessary because of the complexity or significance of the case.

c¢) The University will notify the student as soon as possible in advance of the hearing if

the University intends to instruct legal representatives.

d) The student remains responsible for presenting their case, and for ensuring that any
statements made by their legal representative are accurate. Omissions, actions or

statements of the legal representative will not constitute valid grounds for appeal.

1.12.6 The responsibility for preparing the case rests with the College/School/Subsidiary, and
the case shall be presented by an ACO/EL, who may also advise the Panel on any
questions relating to the context of the alleged offence and of the category of offence to

be decided.

1.12.7 The ACO/EL may be accompanied by a senior member of the management team of the
course on which the student is enrolled in order to advise on course specific matters. If
the module to which the allegations apply is from a College/School/Subsidiary other than
that which manages the course, a member of the module management team may (at the

discretion of the Chair) also be required to be in attendance.

1.12.8 If the student wishes to present evidence to the Panel in mitigation of the alleged
offence, full supporting documentation must be provided by the student including, where
appropriate, signed statements from independent persons such as medical practitioners,
tutors or counsellors and/or details of witnesses in advance of the hearing. The
supporting documents must demonstrate that the mitigating circumstances were so
severe as to have prevented the student from making an informed decision at the time as
to whether to attempt an assessment or apply for a deferral. In the absence of adequate

supporting evidence, the Panel will not normally accept the validity of the mitigating
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circumstances. A student cannot use mitigating circumstances later as part of any

appeal.

.12.9 Learners who knowingly submit false or forged evidence at any stage of the process
render themselves liable to disciplinary proceedings under Appendix 7 of the University’s

General Regulations.

.12.10 The Panel Chair will seek assurances that the status of the hearing is understood by the

student concerned and their representative.

.12.11 The Panel Chair will inform all those present that any information known about any
previous offences of academic misconduct proven against the student(s) must not be
disclosed until after the Panel has made its decision regarding the category of the offence

under consideration.

.12.12 The ACO/EL will present the facts supporting the allegations and may call any witnesses
in support. The student or their representative will have an opportunity to question the

person presenting the case and their witnesses. The Panel may also ask questions.

.12.13 The student or their representative may present the case in defence and may call
witnesses. The ACO/EL will have an opportunity to question the student and their

witnesses. The Panel may also ask questions.

.12.14 The ACO/EL may sum up the case in support of the allegations.

.12.15 The student or their representative may sum up the case in defence.

.12.16 Both parties and any external representatives will be asked to withdraw while the Panel
reaches a decision. The local Registry representative shall remain in attendance to advise

on parity and equity of treatment for similar cases elsewhere in the University.

.12.17 The Panel will ensure that the Secretary to the Panel submits a written report (or
minutes) to the Chair and Secretary of the relevant Progression and Awards Board/ Board
of Examiners, the student’s academic personal tutor or Director of Studies, and the

Academic Registrar and Director of Registry Services (in cases of expulsion).
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a) Inthe case of non-assessed coursework or other assignments the report shall be
sent to the relevant Course Tutor and in the case of research learners to the Doctoral

College Board.

b) Anydisciplinary outcome imposed shall be reported for implementation to the local
Registrar or Research Degrees Lead as appropriate and the Academic Registrar and

Director of Registry Services.

1.13 Cases of admitted guilt

1.13.1 Where a student, who has been invited to appear before the panel under 1.12, wishes to

plead guilty to a charge of academic misconduct, the student may either:
a) choose to follow the accelerated proceduresin 1.13.2-1.13.6 below, or

b) choose to appear before a full hearing as in paragraph 1.12.3, in which case

paragraphs 1.13.2 -1.13.6 below do not apply.

1.13.2 A student must make a written submission to the local Registrar admitting guilt and

presenting any mitigating evidence:

a) supporting documents from other parties may be attached by the student in withess

of this submission.

b) the student will not have the opportunity to present the case in person, nor may

witnesses be called to appear in person.

c) ifasubmissionis notreceived by the date notified to the student the case must

normally be heard by a full hearing as in paragraph 1.12.3.

1.13.3 Three members of staff, chosen from amongst the Panel Chair or Deputy Chair and
current members of the ACP/RECP, will consider the submission and mitigating

evidence, and make a written report as in paragraph 1.12.8.

1.13.4 The local Registry representative shall be in attendance to advise as appropriate.
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1.13.5 It may be decided that further information should be sought from the student or others.

1.13.6 Learners following the accelerated procedure will not have a right of appeal against the
Panel's decision, except where the student wishes to appeal the sanction of expulsion, in
which case the appeal must be submitted directly to the Academic Registrar and Director

of Registry Services in accordance with paragraph 1.14.9 below.

1.14 Appeal against an outcome from an ACP/RECP

1.14.1 Where a student is found to have committed academic misconduct, the student shall be
informed of their right of appeal. The only grounds of appeal which will be considered are

that:
a) the procedures were not followed correctly prior to decisions being confirmed;
b) the nature of the academic misconduct does not justify the severity of the sanction.

This right of appeal is equally applicable where the student has been found guilty by the

Panel or during the proceedings has admitted guilt.

1.14.2 Any appeal, other than that relating to expulsion (see 1.14.8 and 1.14.9), must be made

to the Resolution Manager via gru.reg@coventry.ac.uk in writing via within ten working

days of the student receiving formal written notice of the outcome.

1.14.3 The appeal will be investigated and a decision made as to whether or not to grant the

appeal. The decision in this respectis final.

1.14.4 If the appealis granted, the Resolution Manager shall be empowered to set aside the
decision of the Panel and determine that an Academic Conduct Appeal Panel (ACAP) or
Research Ethics 1.14.5 Conduct Appeal Panel (RECAP) be convened to reconsider the

evidence.
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1.14.5 Where the student wishes to appeal the sanction of expulsion, the appeal must be
submitted directly to the Academic Registrar and Director of Registry Services in

accordance with paragraph 1.14.8 below.

1.14.6 An ACAP or RECAP shall comprise:

a) an Academic Dean/Director or equivalent or Associate Dean as Chair, other than

those with a direct conflict of interest;

b) one member of staff from a College/School/Subsidiary not connected with the

student;

c) one member of staff from the student’s College/School/Subsidiary, other than those

with a direct conflict of interest;

d) the Resolution Manager (or nominee) to secretary the meeting and to advise on

matters of parity and equity of similar cases across the University.

1.14.7 An ACAP/RECAP shall follow the procedures set outin section 1.12.

1.14.8 The decision and recommendations of the relevant Panel shall be final. However, if the
disciplinary decision is one of expulsion, an appeal may be made on the grounds that the

nature of the breach in discipline does not justify the expulsion.

1.14.9 Such appeals must be made in writing to the Academic Registrar and Director of Registry
Services within ten working days of the student receiving written notification of the

decision of the Deputy Vice-Chancellor, and giving grounds for appeal.

1.14.10 Where the Academic Registrar and Director of Registry Services is satisfied that a prima
facie case exists, they shall be empowered to set aside the Deputy Vice-Chancellor’s
decision and convene a Board of Governor’s Disciplinary Appeals Committee. See

Appendix 7 to the General Regulations.

1.14.11 The Deputy Vice-Chancellor’s disciplinary action is subject to appeal in accordance with

the Disciplinary Procedures set out in Appendix 7 to the General Regulations.
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1.14.12 Learners who have been found guilty of or admitted to a charge of academic misconduct
in an examination or assessment have no right of appeal against a decision to record a

failure in that assessment.

1.14.13 Learners who have admitted to a charge of academic misconduct under the accelerated
procedure (see section 13), have no right of appeal against the decision of the Panel,
except where the student wishes to appeal the sanction of expulsion, in which case the
appeal must be submitted directly to the Academic Registrar and Director of Registry

Services in accordance with paragraph 1.14.9 above.

1.15 Confiscated materials

All materials confiscated from learners in cases of academic misconduct shall be retained by the
University until the conclusion of the case after which time the student may apply in writing to the

Senior Registrar for the return of items.

1.16 Acceptance of the above responsibilities

Enrolment as a student of the University will be held to denote the acceptance of the above

responsibilities.

1.17 Learners on professional courses

Learners on professional courses who are found guilty of academic misconduct may also be subject to

the University’s Professional Suitability and Fitness to Practise or Study Procedures.

1.18 The Office of the Independent Adjudicator (OlA) and Action followinga Recommendation
from the OIA.
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The Office of the Independent Adjudicator for Higher Education (‘OIlA’) operates an independent
student complaints scheme pursuant to the Higher Education Act 2004. Learners may take their
complaint relating to a request for an appeal under the University’s Academic Conduct Panel
procedures to the OIA once all internal processes have been exhausted. A ‘Completion of Procedures’
letter will be issued from the office of the Academic Registrar and Director of Registry Services when it
has been determined that all internal processes have been completed. The OIA must receive a
completed Scheme Application Form within twelve months of the date of Completion of Procedures

letter.
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2. NIBM Ethical Policy

2.1. NIBM Process for Ethical Approval

Version 1
Effective date: 1 January 2026

NIBM recognizes the importance and significance of the protection of research subjects, researchers

and the organization(s) sponsoring the research. The Ethical approval process of NIBM is as follows:

Process for Ethical Approval (learners)

a. Learners submittheir research proposals to the institute according to a prescribed format.

b. The proposals are evaluated by the Ethics Committee of each division. The Ethics Committee
comprises of the Divisional Director, Head of the academic Unit and the relevant Course Director.

c. Ethics Committee will scrutinize the proposal and provide with a provisional approval (with or
without amendments) or disapproval for each proposal.

d. Incase of disapproval the learner should resubmit a new proposal.

e. Prior to the data collection stage, based on the recommendation of the research supervisor, the
Ethics Committee will provide approval for the research instruments to be used in the research
(i.e. questionnaires, interview guides).

f. Allapprovals of the Ethics Committee will be given based on the Ethical Guidelines for Research

at NIBM which are mentioned below in a separate section.
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Ethical Guidelines for learners

a. Data Collection from Individuals Under 18 Years of Age

As a general rule, learners are not encouraged to collect research data from individuals below 18
years of age, except in the case of learners enrolled in English degree programmes who deal with
primary and secondary level teaching in research work. In such instances, ethical approval must

be obtained in advance from the participants’ legal guardians and other relevant authorities.

b. Data Collection from Adults Employed in Organizations

When collecting data from individuals aged 18 years or older who are employed within a company

or organization, learners must obtain ethical approval prior to conducting the research.

c. Use of Company Names in Research

If the name of a company or organization is to be included or referenced in a research study,
ethical approval must be secured beforehand to ensure proper authorization and compliance

with institutional guidelines.

Process for Ethical Approval (Staff)

a. Staff members should submit their research proposals to the relevant Divisional Director.

b. The proposals are evaluated by the Ethics Committee for Staff Research. The Committee
comprises of the Director General and Divisional Directors.

c. Ethics Committee will scrutinize the proposal and provide with a provisional approval (with or

without amendments) or disapproval for each proposal.
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d. Incase of disapproval the candidate should resubmit a new proposal.

e. Prior to the data collection stage, based on the recommendation of the research supervisor, the
Ethics Committee will provide approval for the research instruments to be used in the research
(i.e. questionnaires, interview guides).

f. ProcessforEthicalapprovalshall apply to NIBM staff only in case where the research is sponsored
by NIBM (financially and/or facilitation of data collection) and/or if they intend to use NIBM’s hame
in association with the author’s identity.

g. All approvals of the Ethics Committee will be given based on the Ethical Guidelines for Research
at NIBM.

h. Anyundecided matter regarding the research proposals forwarded to the ethics committee shall

be referred to the Management Education Board (MEB).

Research Policy

NIBM encourages its staff and learners to get involved in research activities and contributing to the
existing knowledge bases of business management, information technology and other related
disciplines. The institution also encourages a research culture supported by intellectual and scholastic

dialogue within itself. The research policy of NIBM lays on the following principles:

Academic Staff

a. Academic staff is encouraged to get involved in research related to their disciplines or in
multidisciplinary research projects. A higher emphasis will be given for applied research aiming

at resolving issues arising in the industry.

b. Performance appraisals of Academic staff will have a notable weightage on research

contributions. Performance appraisals lead to salary increments and financial incentives.

c. NIBM will take steps to fund research projects according to criteria laid by the Governing Council

and Government of Sri Lanka.
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d. The Academic staff will be encouraged to peruse research based further education and to

participate in and contribute to research symposia.

e. NIBM will emphasise the ethics and integrity aspects of conducting research always.

Learners

a. NIBM believes in the importance of research skills in managers in facing challenges in modern
business. Accordingly, all Diploma and above courses delivered at NIBM will include a research

component.

b. Learners will be provided with prior research methods training/instructions before the

commencement of the research projects.

c. Allpossible steps will be taken to provide with high-quality, individualised research supervision to

learners.

d. Astrict process to prevent plagiarism and to safeguard the ethics in research will be followed.
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3. NIBM Al Policy

Version 1.3

Effective date: 15 January 2026

1. Purpose

The purpose of this policy is to establish guidelines for the ethical, responsible, and effective use of
Artificial Intelligence (Al) within the National Institute of Business Management (NIBM) Sri Lanka,
hereinafter called as the “Institute”. This policy aims to ensure that Al is utilized to enhance learning,

foster innovation, and maintain the institution’s commitment to integrity, fairness, and inclusion.

2. Scope

This policy applies to all faculty, staff, learners, contractors, and affiliates of the Division. It covers the
use of Al tools, systems, and applications in academic work, research, administrative processes, and

other activities within all schools and units of the Institute.

3. Principles

3.1 Ethical Use Al technologies must be used in accordance with ethical standards that prioritize

human dignity, fairness, transparency, and accountability.

3.2 Compliance All Al use must comply with applicable laws, regulations, and institutional

policies, including data protection and privacy regulations.

3.3 Academic Integrity Al tools should support academic excellence and honesty. Misuse of Al
to commit plagiarism, fabricate results, or otherwise violate academic integrity shall be strictly

forbidden.
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3.4 Transparency Users must disclose the use of Al in their work where applicable, including its

role in generating, analyzing, or presenting content.

3.5 Inclusion Al tools should be designed and used to promote equity and inclusivity, avoiding

biases or discriminatory practices.

4. Guidelines for the Academic Process

4.1 Use of Al in Coursework

a. The Institute shall always encourage the originality, creativity and authenticity of academic work.

b. Learners may use Al tools for learning purposes, such as drafting ideas, generating examples, or
improving their understanding of complex topics.

c. However, the use of Al for completing assignments, exams, or projects without explicit permission
provided in course documentation is prohibited.

d. A specific set of rules for Al usage in the academic process shall include in this policy document as
Annexture 1. Any amendment to the rules should be incorporated only by the Al Ethics Committee of
the respective School or Division chaired by the Director.

e. Thefaculty (course director and instructors) must provide clear instructions in the course documents

regarding acceptable and unacceptable Al usage for each course as specified in Annexture 1.

4.2 Academic Writing and Research

a. Learners and researchers must explicitly acknowledge the use of Al tools in academic writing,

including but not limited to content generation, data analysis, and editing.

b. Al-generated content must not substitute for original critical thinking and analysis. Researchers are

responsible for verifying the accuracy and validity of Al-generated outputs.

4.3 Evaluation and Feedback
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a. Faculty may use Al tools to assist in grading and providing feedback, provided the tools are reliable,

unbiased, and used alongside human judgment.

b. The use of Al for assessment purposes must be communicated to learners, and any errors must be

reviewed and rectified by instructors and/or examiners.

4.4 Prohibition of Misuse

a. Misrepresentation of Al-generated work as entirely human-produced is considered a violation of

academic integrity.

b. Using Al to fabricate data, falsify results, or plagiarize content is strictly forbidden and subject to

disciplinary action.

4.5 Instructor Responsibilities

a. Faculty are encouraged to stay informed about advancements in Al and their implications for teaching

and learning.

b. Instructors should foster a culture of ethical Al use by educating learners on the potential and

limitations of Al technologies in the academic context.

5. Data Privacy and Security

a. All Al systems must comply with NIBM’s data protection policies and the relevant legal framework of

Sri Lanka.

b. Personal and sensitive data must be managed with strict confidentiality and used only for intended

purposes.

6. Training and Awareness
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a. NIBM will provide training and resources to enhance the community’s understanding of Al

technologies, their applications, and associated ethical considerations.

7. Governance and Accountability

a. The Al Ethics Committee will oversee the implementation of this policy, address concerns, and provide

guidance on emerging Al-related issues.

a. Violations of this policy will be subject to investigation and appropriate disciplinary actions in line with

existing NIBM procedures.

8. Policy Review

a. This policy will be reviewed annually to ensure its relevance and effectiveness, considering

technological advancements and societal changes.

9. Contact Information

a. Questions or concerns about this policy should be directed to the Office of the Director of School or

Division and will be reviewed by the Al Ethics Committee of the Division.
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Annexure 1

Regulations Made Under the Artificial Intelligence (Al) Policy for the Academic Process

Regulation One: Use of Al in Student Assessments

Learners are prohibited from using Artificial Intelligence (Al)-based tools to generate responses for any
assessment that requires a written submission unless such use is explicitly permitted by the module
lecturer in the assignment brief. The assignment brief must include a colour-coded indicator that

specifies permissible and impermissible Al-related activity, as per these regulations.

Regulation Two: Al Usage Colour Code System

The Colour Code System for Al usage is defined as follows:

A. Red

Use of Al tools to generate the required outcome is strictly prohibited. This code must be applied to

all assessments conducted under controlled examination conditions.

e Applicable Assessments:

o Allwritten examinations and tests (open-book and closed-book)

o Viva-voce (oral) examinations

o Take-home assignments (Fully Restricted Al Usage — FRU)

o Projectreports and theses (FRU)

o Assessments of soft skills

o Assessments of technical skills (excluding Al skills)

e Permissible Al Usage:

o Use of Microsoft Word, Excel, and PowerPoint for checking/proofreading or generating
charts, figures, or graphics using built-in features (only in take-home assignments, project
reports, and theses)

o Use of embedded features of commonly approved software (including Al functionalities)
as permitted by the tutor/examiner

o Use of designated data analysis software approved by the tutor/examiner
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o Use of plagiarism/similarity detection tools and their Al capabilities as permitted by the

tutor/examiner

B. Amber

Al usage is permitted for assistive purposes as defined by the module team.

e Applicable Assessments:
o Take-home written assignments (Partially Restricted Al Usage — PRU)
o Projectreports and theses (PRU)
e Permissible Al Usage:
o Assistance in generating research questions, prompts, or search terms
o Title suggestion, outlining structure, headings, and themes
o Search and generation of source material, quizzes, or questionnaires
o Note summarization and consolidation of source materials
o Data analysis for identifying themes or patterns
o Generation of images, text, music, code, or other creative content
o Proofreading and language refinement
o Use of reference management software

o Use of approved embedded software capabilities and analysis tools

C. Green

Al use is integrated into assessment design. Use is unrestricted and does not influence grading.

e Applicable Assessments:

o Non-credit classroom activities or assessments

o Credit-earning assessments conducted under strict supervision with equal Al access
e Permissible Al Usage:

o All activities listed under the Amber category

o Use of prompt engineering for output generation

o Fullaccess to Al tools for content creation, analysis, editing, and visualization
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D. Blue

Use of Al is mandatory. Learners must declare their Al usage. Failure to do so negatively impacts

assessment.

e Applicable Assessments:
o Non-credit assessments or classroom activities
o Credit-earning assessments requiring Al usage as per course documentation; Al
competency is an expected learning outcome
e Permissible Al Usage:
o All activities permitted under the Red, Amber, and Green categories

o Use of prompt engineering for outcome generation

Regulation Three: Assignment of Al Usage Colour Codes

All credit-bearing assessments across programmes must be assigned an appropriate Al Usage Colour

Code. The decision is to be made by the Course Team, defined as follows:

e For NIBM qualifications: The Director, Head of School, Course Director, and Module Leader
e For partnered qualifications: The Director, Head of School, Course Director, NIBM Tutor, Link

Tutor, and the Academic Partnership Unit/representative of the partner university

Regulation Four: Al Usage Disclosure

A. Mandatory Disclosure Table
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All learners are required to complete and submit the Al Usage Disclosure Table, duly signed, with each
assignment—irrespective of the assigned colour code—except for those excluded under Regulation

Four B.

Al Colour Code: Al Al If ticked “Yes” | Purpose of using
Task Usage | Usage | details of the Al | (used todo what?)
Yes No chatbot/tool/facility
used

A | Conceptualization,

idea generation
including generating
titles, outlines,
research  questions

and objectives etc.

B | Write-up  (including
paraphrasing,

summarizing and text

generation

C | Editing, including
language editing,
spell checking

D | Data analysis and/or

graphic generation

E | Any other activity

(please specify)

| certify that above information provided by

me is true and accurate Signature Date

B. Exceptions

Disclosure is not required for:

e Examinations (of any type)
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e Viva-voce assessments
e In-class tests

e Anytest conducted in a controlled environment under the supervision of examiners/invigilators

Note: Itis the responsibility of the examiners/invigilators to ensure that no unauthorized Al usage occurs
during such assessments. Any attempt of such usage shall be taken as an examination offence and be

reported to the Examinations Offence Board (EOB).

Regulation Five: Detection of Unethical or Unauthorized Al Use
A. Detection Mechanisms
Unethical or unauthorized Al usage may be identified through:

e The Al Usage Disclosure submitted by the student
e Examiner’s professional judgement (especially when similarity detection software is not used)

e Al content percentage reported by plagiarism/similarity detection software

B. Al Content Percentage Thresholds

Al Content | Action Required

Percentage

0-20% Acceptable

21-50% Learners must face a viva-voce examination for clearance

51-100% Learners must face a viva-voce examination and the verdicts of those who are not
cleared of unethical Al usage will be referred to the Examination Offence Board
(EOB).

C. Viva-Voce Examination Panel

e The panelshall comprise the Module Leader and one additional academic member with expertise

in academic writing.
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e The student (or group) must produce original source files (e.g., MS Word document) or other

evidence of original work.

D. Judgement and Responsibility of the Panel

e The panelmayrely fully on their professionaljudgement but must document supporting evidence.
o The student bears the burden of proof in defending the originality and integrity of their work in

accordance with the relevant colour code guidelines.

E. Possible Verdicts

1. Unjustified Use: Al use is deemed unethical/unauthorized. The student receives a zero for the
assessment. The attempt is counted, and a re-sit may be offered.

2. Partially Justified Use: Al usage is partly justified but insufficient evidence is provided. Marks may
be deducted for lack of academic integrity and originality.

3. Justified Use: Al usage is fully justified. The student receives marks as per standard grading.

4. Absent for Viva: Student fails to appear for the viva-voce Examination without a justifiable reason
shall be marked as a failure to justify ethical Al usage and to be accountable for his/her own work.
The student receives a zero for the assessment. The attempt is counted, and a re-sit may be

offered upon a show-cause letter for negligence and an apology.

F. Record of Panel’s Decision

The examiner mustrecord the panel’s decision and rationale on the Learning Management System (LMS).

G. Cases Referred to the Examinations Offence Board

Those cases having 51%-100% Al scores and subsequently found guilty after the viva or pleaded guilty of
unethical Al usage shall be referred to the Examination Offence Board through the Registrar -
Examinations. The reference shall accompany a brief structured report (containing details of the student,
Al colour code of the assessment, nature of the unethical activity, reasoning for decision and decision
made) from the panel and supporting evidence. The Examinations Offence Board will follow the standard

procedure in deciding.
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H. Appeals and Finality of the Decision

e 21%-50% Al Usage Category: Any student who is not satisfied with the decision given by the viva
panel may appealto the Divisional Al Ethics Committee in writing. The verdict given by the Al Ethics
Committee shall be a summary judgement that shall not involve a re-viva. The verdict of the El

Ethics Committee shall be conclusive and final.

e Those referred to the Examinations Offence Board (EOB): The verdict of the EOB at the first trial
can be appealed back to the EOB for the second time. The verdict given by the EOB for the second
time shall be a summary judgement that shall not involve a re-trial. The verdict of the appeal to

EOB shall be conclusive and final.

4. NIBM Complaint Policy

Version 1

Effective Date: 1stJanuary 2026

1. Purpose

The purpose of this policyis to provide a fair, transparent, and efficient process to raise concerns relating

to anyone’s experience at the National Institute of Business Management (NIBM).

The policy ensures that all complaints are handled respectfully, promptly, and in a manner that supports

continuous improvement of academic and non-academic services.

2. Scope
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This policy applies to:

e Allregistered NIBM learners

e Former NIBM students

e AlLNIBM academic and non-academic departments

e Allservices, academic processes, and operational matters that affect the student experience
Complaints may relate to either:

e Non-academic matters (services, administration, facilities, staff conduct, etc.)

e Academic matters (teaching, assessments, academic decisions, fairness, etc.)

All academic and non-academic matters will be handled by a committee assigned as required.

3. Principles

NIBM is committed to the following principles when handling complaints:
e Respect-All complaints are treated professionally and confidentially.
o Fairness —Learners are given the opportunity to present their concerns without prejudice.
o Efficiency - Complaints are acknowledged and addressed within defined timeframes.

e Improvement - Feedback is used to enhance academic and service standards.

4. Non-Academic Complaints (Services, Administration, Facilities)
Non-academic concerns may include but are not limited to:

e Issues with classroom facilities
e Student services
e Administrative processes

e Campus operations
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e Staff interactions (non-academic)

4.1 Submitting Non-Academic Complaints

Learners with non-academic concerns should submit their feedback or complaint through the Customer

Evaluation Form available on the LMS.

This allows NIBM to:

e Recordthe concern formally
e Directthe complaint to the appropriate department
e Trackresponse and resolution times

e Use the datafor service improvement

5. Academic Complaints
Academic concerns may include but are not limited to:
e Quality of teaching
e Module delivery
o Assessment-related issues
e Academic fairness or clarity

e Lecturer/course-related academic matters

5.1 Existing Academic Regulations

Learners must be aware that many academic circumstances are already covered under official policies,

including:

e Assessment Extensions
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Extenuating Circumstances

Deferrals

Repeat assessments

Exam and coursework submission regulations

For academic matters related to assessments, submissions, or exams, learners must refer to the NIBM
Examination Rules and Guidelines. Module or lecturer-specific feedback may also be provided through

the Customer Evaluation Report available on the LMS.

5.2 Submitting Serious Academic Complaints

Learners must first raise their concern with the Lecturer or Course Director via email or

appointment.
e Ifunresolved, the concern may be escalated to the Head of School.

o If further escalation is required, the complaint may be forwarded to the Director or relevant

department, and ultimately to the Director General, who is the highest authority.

e Formal academic complaints must be documented clearly, with supporting evidence where

applicable.

6. General Complaint Procedure

Regardless of the type of complaint, the following steps apply:

Step 1: Informal Resolution (Recommended First Step)

Learners should attempt to resolve minor issues directly with the responsible staff member or

department.
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Step 2: Formal Submission

If the matter is unresolved:

e Non-academic issues: Submit via Customer Evaluation Form.

e Academic issues: Submit a written complaint through the academic office or relevant formal

procedures.

All complaints must be submitted within three (3) months of the incident.

Complaints should be submitted through official communication channels, such as NIBM Outlook,

email, or formal written letters.

Step 3: Review and Investigation

e Allcomplaints will be acknowledged within three (3) working days.

e A preliminary screening will be conducted to determine whether the complaint warrants further

processing.
Based on this review:
e The complaint may be closed, with reasons communicated to the complainant; or
e The complaint may proceed for further investigation.
If accepted for investigation:
e The complaint will be categorized (e.g., Human Resources, Examinations, Academic, or other).
o Itwillthen be forwarded to the relevant department or unit for appropriate action.

All complaints must be processed and finalized within a maximum of three (3) months, and the

complainant will be formally informed of the outcome.

Step 4: Final Appeal
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o Ifthe complainantis not satisfied with the outcome, an appeal may be submitted within ten (10)

working days of receiving the decision.

o The appeal will be reviewed, and a formal response will be provided within ten (10) working days.

7. Timeframes

Complaints must be submitted within 3 months of the incident.

e Complaints are acknowledged within 3 working days.

e Appeals must be submitted within 10 working days of the decision.
e Appealresponses are provided within 10 working days.

e Allcomplaints are finalized within a maximum of 3 months.

8. Confidentiality

All complaints are handled with strict confidentiality.
Information is shared only with those directly responsible for reviewing or resolving the concern.

9. Protection from Reprisal

Learners will not face any negative consequences or retaliation for submitting a complaint in good faith.

5. NIBM Email Etiquette & Communication Policy

Version 1

Effective date: 1°* January 2026

76



1. Purpose

The purpose of this policy is to ensure professional, timely, and respectful communication between
learners, academic staff, and administrative departments at the National Institute of Business
Management (NIBM). Effective communication supports a positive learning environment and ensures

that allinquiries are addressed efficiently.

2. Scope

This policy applies to:
e AINIBM learners
e Academic staff (course directors, lecturers, instructors)
e Administrative and support staff

It covers email communication, official digital platforms, and formal online inquiry channels.

3. Response Time Expectations

3.1 Staff Response Time

e Academic and administrative staff aim to respond to all student emails within 24 hours on

working days.
e Emailsreceived on weekends or public holidays will be addressed on the next working day.

e Complexinquiries may require more time; in such cases, an acknowledgement email will be sent

within 24 hours.
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4. Student Communication Channels

4.1 Contacting Course Directors & Lecturers

e Learners are always welcome to email or formally contact their course directors and lecturers

regarding academic concerns, module queries, or learning support.

e Learnersshould use their official NIBM email address for all academic communication.

4.2 Administrative Support

Learners may contact relevant administrative units using the official email addresses provided at the

beginning of each academic year.

5. Email Etiquette for learners

To maintain professionalism, learners are expected to follow these guidelines when writing emails:

5.1 Use Professional Language

e Avoid slang, overly casual language, or abbreviations.
e Berespectful and polite.

5.2 Proper Email Structure

A student email should include:
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1. Clear subject line
2. Proper greeting (e.g., Dear Lecturer/ Dear Course Director)
3. Short and clear message explaining the purpose

4. Student name, registration number, course

5.3 Appropriate Use of Email

Email should be used for:

Academic questions or clarifications

Requesting meetings

Reporting issues related to classes or assessments

Submitting formal requests (as instructed by departments)

6.Staff Email Etiquette Expectations

Staff members are expected to:

e Communicate respectfully and professionally

Provide clear and helpful responses

Direct learners to the correct department when needed

Maintain confidentiality and comply with data protection policies
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7.0fficial Communication Channels

Only the following are recognized as official communication methods:

e NIBM official email accounts
e NIBM Learning Management Systems (LMS)
e Officialinstitute announcements and notice boards

Messaging apps or personal communication channels are not considered official.

8. Confidentiality & Professional Conduct

All communication must:

e Respect privacy and confidentiality
e Avoid sharing sensitive or personal information unnecessarily

e Follow academic and professional conduct guidelines
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6. NIBM Plagiarism Policy

Version 1
Effective date: 15t January 2026

1.0. Plagiarism Policy for learners

This section is to provide an understanding on Plagiarism possible in the exercise of academic writing
and the policy facilitates to create a methodical platform for handling Plagiarism in academic writing
during the undergraduate period. The purpose of the policy is to create a positive and constructive
learning experience for all NIBM learners to encourage their academic integrity and to support for

academic excellence that will reflects the academic values of learners and University at large.

Academic assessment exists to demonstrate learners’ knowledge and understanding. Good
academic practices always required independent and honest academic work in their own academic

style with the contribution of various scholarly sources.

Plagiarism is using someone else’s ideas or works to your academic work without acknowledgement
of the original author. If you do not acknowledge entirely the sources that have contributed to your
studies and informed it as your work, it is unfair for the original author. It is also considered to be

academic misconduct.

Plagiarism is regarded as a serious academic offence and is a form of cheating. Plagiarized materials

can be written, presented in, graphic and drawn, visual form with electronic data and oral forms.

1.1. The complete reference of the Plagiarism policy ensures;

a. Learners are guided to avoid Plagiarism at academic writing
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b. Learners are clearly informed about the significance of avoiding Plagiarism

c. Confirming the penalties applicable for the Plagiarism are clear and understood properly

82



1.2. The scope of the Plagiarism is explained as below;

A. Resubmission or repeatedly using previously evaluated academic work

B. Submission of an assignment which was directly completed with others as his or her own
work of creation

C. Submission of a report of with the content of others with insufficient or incorrect
citations

D. Allothers’ work sources and submitting it as your own work.

1.3. Common Plagiarism Observations;

E. Copying paragraphs, sentences, even a single sentence directly. A citation with no
quotation marks within the copied text is also caused for Plagiarism

F. Copying concepts, research results, statistical tables, ideas, designs, images, computer
programs and sound or combinations of these

G. Submission of all or part of another student's work as the original work produce

H. Submission of work acquired online or get done by another third party as original work
produce

I. Paraphrase / Rephrase of content very closely in full or partially with minor changes along
with the essential meaning of the content

J.  Submission of work as independent but being directly completed in full or partially with the
help of another student or a tutor

K. Paraphrasing or translating the words from a text or other source very closely

L. Borrowing statistics or assembled facts from another source

M. Copying comments or notes from a tutor

N. All others’ work sources and submitting it as your own work.

The plagiarism should be 0% and similarities should be minimized in the final report.

You are allowed to upload the work done to the TURNITIN maximum of (03) THREE times to check the
degree of Plagiarism or Similarities before the final uploading of the assignment for the evaluation.
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You are always advised to follow the sessions conducted on Plagiarism during the course work in order
to be aware of maintaining academic integrity. You are also advised to consult the respective module
leader, course director or any faculty member of the Language School, in addition to the above with a

prior appointment.

1.4 Plagiarism Decision making and penalization:

In general, the module lecturer who is responsible for marking coursework and assessments is able to
review the similarity or plagiarism rate generated through the Learning Management System (LMS). This
report may be taken into consideration when determining whether academic misconduct has occurred
and whether penalties should apply. Thus, it is important to note that the final decision regarding
plagiarism or cheating is made by the module lecturer, and where necessary, in consultation with the
Course Director. Such decisions are based on a qualitative, word-by-word academic evaluation of the

submitted work, and not solely on the similarity percentage reported by the system.

For instance, a submission may display a slightly elevated similarity score due to incorrect referencing
practices, such as failure to use quotation marks for directly quoted material, despite the source being
cited. Upon detailed academic review, such cases may be identified as instances of poor academic writing
or poor academic conduct rather than deliberate plagiarism. These distinctions can only be established

through careful qualitative marking rather than reliance on automated similarity scores alone.

When suspected instances of plagiarism, academic misconduct, or other assessment-related offences
are identified during the marking process, the module lecturer is expected to formally notify the
Examinations Department with appropriate supporting evidence at the time of module mark release. The
Examinations Department will then initiate the required procedures, which may include summoning the
student before an Academic Offence Board, where he can explain his situation (whether he is guilty or not
and what has happened). Any penalties, if applicable, will be determined in accordance with institutional
regulations, in the same manner as for other examination offences or breaches involving academic
integrity, including the misuse of artificial intelligence tools. The decision of the Offence Board panelis the

last decision.
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7. NIBM Policies and Procedures for learners with Disabilities

Version 1

Effective date: 1°' January 2026

Support Services for learners with Disabilities

The National Institute of Business Management will foster an environment which encourages positive and
informed attitudes towards learners with disabilities. This may include learners with specific learning
differences (dyslexia), autism, physical/mobility impairments, sensory impairments, or long-term medical

conditions.

The following procedures and adjustments will be coordinated to ensure that the special needs of

learners with disabilities are met:

e Equal access will be provided to services and events; namely,

buildings and facilities.

receiving information in accessible formats.

receiving service from staff.

opportunities to provide feedback.

opportunities to participate in any other events and activities.

e Alternate arrangements for examinations will be recommended after considering standard
practices to mitigate the impact of a student's disability on their performance in examinations.
Learners with special needs are required to submit their medical documents to NIBM medical
center. Upon recommendation of the medical center doctor, alternative adjustments will be
arranged.

These may include adjustments such as:

extensions of time

allowing a student to use his/her own assistive technology

a separate room

any other reasonable adjustments may be decided by the medical center doctor as the
situation requires.
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Personal and Confidential Counselling for Learners

e Student Counsellors assist learners to resolve issues regarding psychological, academic, and
personal problems.

e If learners need special assistance, they are referred to psychology advisors at the medical
center.

8. NIBM Policy about Ragging

Introduction

Ragging has become a serious issue in many higher educational institutions in Sri Lanka, primarily due to
its severity, which has often resulted in learners experiencing psychological trauma, physical harm, and a
negative learning environment within campuses. The National Institute of Business Management (NIBM),
fromits inception, has fostered a safe and respectful learning environment for its learners and has a strong
record of never experiencing any ragging issues in any form among its learners. This is mainly due to the
implementation of comprehensive Standard Operating Procedures (SOPs) that explicitly discourage any
form of ragging, thereby ensuring a secure and supportive learning environment that enables learners to

focus on their academic work.

Anti-Ragging Procedures Adopted

To maintain this positive and conducive environment, and to prevent any future incidents, the NIBM has

putin place the following SOPs:

= Induction and awareness programmes - All new learners joining NIBM participate in
mandatory induction sessions that emphasise the importance of respect, discipline,
consequences of ragging and the action the institute will take in such situations. Additionally,
the institute periodically conducts awareness sessions, seminars, and workshops for the
learners to reinforce this message.

= Learner networking initiatives - Through NIBM's “Reach”, a programme that identifies the

talents of its learners and during talent shows conducted at induction sessions where senrior
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learners interact and guide newcomers, as well as other events such as “Kona Mangalya” and
“Frozen Fest”, and activities conducted by various clubs and societies, interaction between
newcomers and senior learners is facilitated. This promotes networking, fosters strong bonds
among the learners, and helps prevent ragging.

= Strict Disciplinary Policy — As mentioned in the policy document on Student-Lecturer
Conduct, Professional Boundaries, and Discipline, NIBM has a strict disciplinary policy that
clearly states the code of conduct, which includes expected learner behaviour and respect for
others. It also outlines the procedures for addressing violations and the actions the institute
may take against violators. The policy is communicated through participant guides and student
handbooks, which are made available on the website and the Learning Management System.

= Receiving of complaints and grievances — Learners of NIBM are provided with the opportunity
to report any concerns or incidents related to ragging directly to the Course Director, the Head,
or the Director of the academic division. Additionally, learners can submit anonymous
complaints through complaint boxes placed at various locations across the campus premises
of NIBM. All complaints are investigated promptly, and necessary action is taken in accordance
with the Complaint policydocuemnt drafted.

= Maintaining a safe and conducive environment - To maintain a safe and conducive
environment free of ragging, NIBM continuously monitors CCTV cameras through its Digital
Operations Unit. Additionally, the security team of NIBM actively oversees campus activities to
ensure the lawful behaviour of all its learners within the premises.

= Disciplinary Action Procedure - Clear disciplinary procedures are in place to investigate any
allegations. Should any student be found to have committed an act of Ragging, action taken
can include a warning, suspension, and even cancellation of studentship, as deemed
appropriate by the Disciplinary Committee. If the disciplinary action taken is suspension for a
student, necessary actions will be taken by the Course Dircetor to assist the learner for
academic matters that are missed. Transparency and confidentiality are maintained
throughout this process by the Disciplinary Committee to ensure fairness and justice for all

learners involved.

Conclusion
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Through a combination of strict policies and procedures, awareness programmes, and networking
activities, NIBM has been successful in maintaining a ragging-free environment for its learners. The
institute is highly committed to maintaining this safe environment and will continue to implement

these SOPs to foster respect, dignity, and discipline among its learners.
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9. NIBM Student & Lecturer Conduct Policy

Version 1

Effective date: 1°' January 2026

1. Preamble

NIBM is committed to ensuring that the professional and ethical standards of its academic community are
upheld at all times. The relationship between learners and lecturers must remain strictly professional to
preserve trust, respect, and institutional integrity. This document provides a clear framework defining
acceptable behaviour, expected professionalism, and disciplinary mechanisms applicable to both

learners and staff.

2. Objectives

i.  Todefine professional boundaries between lecturers and learners.
ii. Topreventinappropriate behaviour, favoritism, and over-familiarity.
iii.  Tosafeguard both learners and lecturers from reputational and disciplinary consequences.

iv. To maintain a safe, respectful, and ethical academic environment.

3. Legal and Institutional Basis

This policy aligns with the Establishment Code of Sri Lanka, the Penal Code (Sections 345-365),
University Grants Commission guidelines on conduct and harassment prevention, and NIBM’s internal

Codes of Conduct, Grievance, and Ethics policies.

4. Scope
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This policy applies to all lecturers, visiting faculty, program coordinators, and learners of NIBM. It covers
all conduct within classrooms, online platforms, meetings, presentations, events, and any off-campus

or informal interaction connected to the academic relationship.

5. Definitions

e Professional Boundaries :Limits defining appropriate student-lecturer conduct.

e Boundary Violation : Any behaviour exceeding academic necessity or creating personal
familiarity.

e Misconduct : Behaviour that breaches professionalism, ethics, or institutional
decorum.

e Conflict of Interest : Circumstances where personal relationships may influence

academic judgment.

6. General Principles

e Professionalism : All academic interactions must remain formal and respectful.

e Equality : All learners must be treated without bias or favoritism.

e Integrity : Both parties are accountable for maintaining ethical standards.

e Confidentiality : Personal and academic matters must remain private.

e Zero Tolerance : The institution does not tolerate harassment, boundary violations, or
abuse.

7. Conduct Standards by Setting

7.1 Classroom Conduct
e Learners must address lecturers formally (Mr./Ms./Dr.) and maintain discipline in speech and
behaviour.

e Lecturers must exercise authority respectfully and avoid sarcasm, aggression, or discriminatory

remarks.
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Unacceptable behaviours include:

e Learners addressing lecturers by first names.
e Learners entering lecturer cubicles or private offices without permission.
e Lecturers shouting at or humiliating learners.

e Making personal comments or jokes about appearance, dress, or relationships.

7.2 Online and Communication Conduct

e Allcommunication must occur through official institutional platforms (email and LMS).
e Facebook, Instagram, use of other social media or private messaging are not considered as formal

for academic related matters.

Unacceptable behaviours include:

e Chatting on WhatsApp or other informal platforms for non-academic purposes.
e Using emojis, personal compliments, or casual language for non-academic purposes.
e Learners sending personal photos or memes.

e Lecturersinitiating private one-on-one calls for non-academic purposes.

7.3 Meetings, Consultations, and Office Access

e Meetings must occurin open, visible spaces during official hours.
e Learners are prohibited from using lecturer cubicles or workstations.

e Lecturers must maintain transparency in one-on-one consultations.

Unacceptable behaviours include:
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e Learners occupying or waiting in lecturer cubicles unsupervised.
e Lecturers meeting learners off campus for personal reasons (coffee, shopping, or outings).

e Conducting private meetings without administrative visibility.

7.4 Behaviour in Events, Presentations, and External Activities

e Allinstitutional events and off-site activities require professional decorum.

e Both parties represent NIBM must avoid actions that compromise its reputation.

Unacceptable behaviours include:

e Socializing informally (shopping, dining, or attending non-academic events together).
e Taking personal selfies or photos implying closeness.

e Lecturers or learners consuming alcohol together at events.

8. Prohibited Conduct

The following acts are strictly prohibited:
e Romantic or sexual relationships between learners and lecturers.
e Physical contact, gestures, or language of a suggestive nature.
e Favoritism in marking, attendance, or privileges.
e Use of anger, shouting, or intimidation in communication.

e Sharing of personal data or academic information outside official channels.

9. Reporting and Investigation

Complaints may be lodged in writing to the relevant Director or Head of School. The Student-Staff Conduct
Review Committee shall investigate within five (5) working days. All investigations will be confidential and

ensure procedural fairness.
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10. Disciplinary Action if proven

Depending on severity:
e Forlearners : Warning, suspension, disciplinary probation, or expulsion according to NIBM
practices.
e ForLecturers : Written warning, suspension, mandatory counseling, or termination according to
NIBM practices.
e Cases involving criminal conduct will be referred to law enforcement authorities according to the

Sr Lankan law.

11. Appeals

Either party may appeal within ten (10) working days of a decision to the particular School Management

Committee. The Committee will be the same and it’s decision shall be final.

12. Awareness and Training

The relevant Director or Head will conduct orientation and refresher training for all learners and lecturers

on professional boundaries, discipline, and respectful communication each academic year.

13. Governance and Review

The relevant Director of each school, is responsible for enforcing this policy. The policy will be reviewed

annually by the Legal and HR Division to ensure compliance with institutional and legal standards.
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10. NIBM Feedback Policy

Version 1

Effective date: 15 January 2026

Overview

This policy outlines the formal procedures and standards governing assessment design, grading, and
feedback at the National Institute of Business Management (NIBM). It establishes a transparent, fair, and
consistent framework for academic evaluation while promoting student development through
constructive feedback, coaching, counselling, and mentoring.

It also ensures alignment with the institution’s Al Usage and Similarity Policy and the Academic
Misconduct Policy, reinforcing academic integrity across all programs.

Key Policy Items
1. Brief Overview
2. Assessments and Assessment Design
3. Submission of Assessments by learners to the LMS
4. First Examiner Marking and Internal Moderation
5. Feedback Comments
6. Moderation Comments
7. Sample for Internal Moderation

8. Alignment with Al and Academic Misconduct Policy

Assessments and Assessment Design
All assessments within NIBM academic programs shall be designed in accordance with:

e Approved module specifications

e Intended Learning Outcomes (ILOs)
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e Institutional quality assurance requirements
¢ Industry and academic standards

Each assessment must:

e Clearlyindicate the purpose, expected learning outcomes, and Al usage status.
e Be accompanied by detailed rubric outlining performance indicators and grade descriptors.

e Promote higher-order skills such as critical thinking, application, analysis, creativity, and problem-
solving.

e Encourage academic progression and professional competence development.

Teaching team should complete the assessment design before the commencement of each module and
be approved by course director, head and the director of the respective faculty.

Submission of Assessments by learners to the LMS

All student assessments must be submitted exclusively through the Learning Management System
(LMS).

Learners are required to:
e Upload submissions before the specified deadline.
e Ensure files meet the required format and size restrictions.
e Submit work that complies with academic integrity expectations.

The LMS will automatically generate a similarity report/Turnitin detections using the institution’s
approved similarity detection tool.

Late submissions and technical exceptions will be managed according to the institutional Assessment
and Examination Policy.

First Examiner Marking and Internal Moderation
First Examiner Responsibilities

The first examiner shall adhere to the following:

Mark assessments are strictly based on the approved rubric designed for each assessment.

Ensure objectivity, accuracy, and fairness in awarding marks.

Provide constructive feedback that supports learning and development.

Upload grades and feedback as per the rubric guidelines in LMS.
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e Confirm adherence to academic integrity requirements.

Initial Grading and Internal Moderation

Internal moderation is a mandatory quality assurance measure. Internal moderator is appointed by each
course director independently. The appointment notification shall be conveyed to the Examination
Registrar of NIBM.
The internal moderator shall:

Verify a sample of assessments for marking accuracy and consistency.

Review feedback given by the first examiner.

Ensure the rubric has been applied appropriately.
¢ Recommend adjustments where necessary.

Moderation outcomes must be documented officially for audit purposes and is required to directly
convey to the Examination Registrar of NIBM.

Feedback Comments
Feedback is an integral part of learning and must be:

e Constructive and developmental

e Aligned with rubric criteria

e Professional, respectful, and supportive

e Focused on both strengths and areas for improvement

Feedback comments need to be aligned with module learning outcomes. The purpose of the feedback is
to guide the learning partner to understand the level of performance and recognize the way to
develop/groom in upcoming modules. Feedback mustincorporate elements of coaching, counselling,
and mentoring to assist learners in understanding their learning gaps and identifying strategies for
enhancement.

All comments must directly correspond to the rubric descriptors and provide clear, actionable guidance.
Feedback should be clearly visible to the student for his/her review and further action.

Moderation Comments
Moderation comments must be recorded formally and should include:

e Confirmation of marking accuracy
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+ l|dentification of discrepancies, if any
¢ Recommendations for adjustments
e Endorsement that academic standards and institutional policies have been upheld

Moderation comments form a part of the internal quality assurance records and may be reviewed during
audits or external evaluations.

Sample for Internal Moderation

The Examination Division is responsible for preparing the internal moderation sample.
The sample must:

¢ Follow the approved sampling matrix (e.g., high, medium, low performance).
¢ Include marked scripts, similarity reports, rubrics, and feedback.
e Ensure representation across examiners and modules.

This process ensures transparency, accountability, and consistency across assessments.

Alignment with Al and Academic Misconduct Policy
All assessment activities must comply with the:

e Al Usage and Similarity Policy

e Academic Misconduct Policy

Learners and examiners must ensure:
e Ethicaluse of Al tools (As prescribed in the assessment brief)
e Accurate referencing, citation, and originality
e Avoidance of plagiarism, collusion, contract cheating, and unapproved technological assistance

Any breach will be investigated, and penalties will be imposed as per the Academic Misconduct Policy.
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11. NIBM Student-Lecturer Meeting Policy

Version 1

Effective date: 15 January 2026

1. Purpose

This policy outlines the procedures for learners to meet with lecturers, course directors, and academic
staff at the National Institute of Business Management (NIBM).
The goal is to ensure meetings are productive, organized, and respectful of both student and staff time.

2. Scope

This policy applies to:

AlL NIBM learners

Lecturers, course directors, and academic staff

Meetings related to academic support, module queries, assessments, and general guidance

w

Appointment Requirement

3.1 Prior Appointment
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e Learners must obtain an appointmentin advance via email before meeting any lecturer or course

director.

¢ Walk-in or unannounced visits are not encouraged, as academic staff often have teaching

schedules, meetings, or other responsibilities.

3.2How to Request an Appointment

Appointments should be arranged via email, using the student’s official NIBM email account.

The email should include:

Student’s full name

e Registration number

¢ Programme and module name (if relevant)
e Purpose of the meeting

e Afew proposed dates/times

4. Staff Response Time

e Lecturers and course directors aim to respond to meeting requests within 24 hours on working

days.

e Iftherequested time is unavailable, staff will suggest the nearest possible alternative.

5. Meeting Platforms

Meetings may be held:
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¢ In person (preferred for academic concerns and consultations)
e Online via NIBM-approved platforms (Teams/Zoom)
e By phone, when appropriate

The method will be confirmed in the appointment email.

6. Student Expectations During Meetings

Learners must:
e Attend the meeting on time
e Bring necessary documents, notes, or questions
e Communicate respectfully and professionally

« Inform the lecturer/course director if they need to reschedule (at least 12 hours in advance, unless

itis an emergency)

7. Staff Responsibilities

Lecturers and course directors are expected to:

Offer reasonable availability for student meetings
e Provide academic guidance and support during the meeting
e Maintain professionalism and confidentiality

e Suggest further support services (e.g., counselling, administration) when needed

8. Emergency Situations

100



In urgent academic situations (e.g., assessment-related problems, personal difficulties affecting studies),

learners may:

e Indicate the urgency in their email, OR
e Contactthe relevant programme office for immediate support

Urgent requests will be considered.

12. NIBM Timetabling Policy

Version 1

Effective date: 1°' January 2026

1. Introduction

Effective timetabling is central to delivering a high-quality academic experience. The National Institute of
Business Management (NIBM) aims to provide accurate, accessible, and student-focused timetables that

support learning, staff workload planning, and the efficient use of teaching spaces.

To achieve this, our timetabling approach draws on best practices used by leading institutions, including
features such as personalised online timetables, real-time updates, and structured planning support for

academic departments.

2. Scope

This policy applies to:

e Allundergraduate and postgraduate programmes delivered at NIBM
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e Alllearners, academic staff, and administrative teams involved in timetabling and teaching delivery

e Allon-campus teaching spaces and facilities used for scheduled academic activities

3. Timetable Release and Structure

3.1 Annual Timetables

NIBM provides annual timetables for all programmes. These timetables are released by each Course
Director, well in advance of the academic year via email and LMS, to allow learners and staff sufficient
time for planning academic commitments, part-time work, and extracurricular activities.

3.2 Timetabling Features and Services

NIBM’s timetabling service incorporates several modern and student-centric features, aligned with global

best practices:

3.3 Personalised Online Timetables

e Learners can access their individual lecture timetables online.

e Changes are reflected in real time, ensuring accuracy and transparency.
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3.4. Course Timetable Structure

e Each programme has a clearly defined and published timetable structure, showing core modules,

elective options, and required contact hours.

4. Teaching Space Management

The timetabling team provides:

e Short-term solutions in response to unforeseen space or scheduling issues

e Long-term insights to support refurbishment, optimization, and future building needs

5. Responsibilities

6.1 Course Director

e Develop and maintain annual timetables
e Coordinate with module leaders to resolve clashes
e Ensure fair and efficient allocation of teaching spaces

e Provide support for last-minute contingency planning

6.2 Academic staff
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e Submit accurate teaching requirements by specified deadlines
e Inform the Course Director promptly of any delivery changes

e Communicate timetable updates effectively to learners

6.3 Learners

e Regularly check personalized timetable systems
e Report anyissues through the designated student support channels

¢ Follow room/venue changes communicated through official platforms

7. Timetable Changes

« NIBM aims to minimize changes after the annual time table is released.

o Essential changes (e.g., staff illness, room emergencies) will be updated instantly via the online

system.

e Learners will be notified through official communication channels about any changes as soon as

possible.
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13. NIBM Learner Attendance

Version 1

Effective date: 15 January 2026

1. Introduction

The National Institute of Business Management (NIBM) is committed to delivering high-quality education
that supports the academic, professional, and personal development of its learners. Regular attendance
at lectures plays a vital role in achieving this objective, as it enhances knowledge acquisition, skill
development, and meaningful engagement through physical interactions with facilitators and fellow

learners.

This policy outlines the expectations, monitoring mechanisms, compulsory attendance requirements,

and supportive procedures related to student attendance for lectures at NIBM.

2. Attendance Policy Content

2.1 Expected Attendance

NIBM strongly encourages learners to maintain 100% attendance for all scheduled lectures. Consistent

attendance enables learners to:

e Enhance subject knowledge and practical skills
e Actively participate in in-class discussions and activities

e Benefit from direct interaction with facilitators and co-learners
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e Better achieve intended learning outcomes

2.2 Monitoring of Attendance

Attendance will be recorded and monitored carefully for all lectures. Accurate attendance records will be
maintained to ensure compliance with this policy and to identify learners who may require academic

support.

2.3 Compulsory Attendance Requirements

For certain modules stipulated within each course or programme:
70% or 100% attendance may be made compulsory.
The module lecturer will determine the required attendance percentage based on:

e Module content
e Skills to be developed
e Intended learner outcomes

e Assessmenttypes and requirements

Learners are expected to comply with the compulsory attendance requirement specified for each module.

The details about the attendance for each module will appear on the module guide and as LMS messages.

2.4 Low Attendance and Intervention

If a student’s attendance for a module falls below 60%, the module lecturer will intervene. In such cases:

e The student will not automatically be eligible to sit for the final examination or final assessment
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e The student must undergo a supportive service procedure to regain eligibility

e Where a student is unable to attend lectures due to illness and submits appropriate medical
documentation in accordance with the Examination Regulations, the examination and academic
process shall continue as normal. In such cases, the Course Director is authorised to make
appropriate academic decisions regarding attendance, which may include requiring a
compensatory assignment, additional tutorial work, or other remedial academic activities to
address low attendance, as deemed appropriate by the respective school or unit with proper
guidance from the module lecturer for the learner.

e A learner must successfully complete all prescribed modules and associated assessments, and

satisfy the required attendance criteria, before being permitted to proceed to final year work.

2.5 Supportive Service Procedure

The supportive service procedure includes the following steps:

e The student must meet the module lecturer for a one-to-one meeting.

e Duringthis meeting, the student will receive guidance and academic support related to attendance
and module requirements.

e Based on the guidance provided, the student may eventually be allowed to sit for the final

assessment

The module leader will decide whether:

e The student may sit for the final examination with the current batch.
e The student must sit for the final assessment with a junior batch.
e Any other corrective measures are required to support the student’s successful completion of the

module
107



2.6 Record Keeping
The module lecturer is responsible for:

e Maintaining proper records of all low-attendance cases
e Documenting meetings, guidance provided, and decisions taken

e Ensuringtransparency and accountability in the implementation of this policy

3. Conclusion

Attendance is a fundamental component of academic success at NIBM. This policy aims to promote
consistent student engagement while providing structured support for those who face attendance-related
challenges. By encouraging full participation, carefully monitoring attendance, and offering supportive
interventions where necessary, NIBM ensures that learners are given fair opportunities to achieve their

learning outcomes and progress successfully in their academic journey.
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14. NIBM Learner Forum Policy

Version 1

Effective date: 15 January 2026

1. Introduction

The National Institute of Business Management (NIBM) recognizes the importance of open
communication, student engagement, and holistic well-being in achieving academic success. Student
forums provide a structured platform for learners to express their views, share concerns, and seek support

related to academic and personal matters.

This policy outlines the purpose, frequency, participation, and scope of student forums conducted within

academic programmes at NIBM.

2. Student Forum Policy Content
2.1 Purpose of the Student Forum

The Student Forum is designed to:

Encourage open dialogue between learners and academic staff

Identify academic and non-academic challenges faced by learners

Provide timely academic, emotional, and institutional support

Enhance the overall learning experience and student well-being
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2.2 Frequency and Scheduling

e A Student Forum shall be scheduled every 5" or 6" week of module lectures within a programme.

e The timing of the forum should align with the academic schedule to allow meaningful feedback

during the delivery of modules.

e The Course Director is responsible for ensuring that the forum is scheduled and conducted as

required.

2.3 Participants
The following participants will be in the Student Forum:

e Course Director
e Module Lecturer
e Learners enrolled in the programme

Participation is encouraged to ensure diverse perspectives and effective problem-solving.

2.4 Scope of Discussion

Duringthe Student Forum, learners are encouraged to share ideas, feedback, and concerns related to, but

not limited to:

Academic matters and module delivery

Learning resources and assessment-related issues

Support services required for academic success

Personal challenges affecting studies, such as stress or health-related concerns

All discussions shall be conducted in a respectful, confidential, and supportive environment.
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2.5 Support and Follow-Up

e Issues raised during the Student Forum shall be documented by the Course Director or a

designated representative.

¢ Relevant concerns shall be addressed or referred to appropriate academic or student support

services where necessary.

e Follow-up actions shall be communicated to learners to ensure transparency and continuous

improvement.

3. Conclusion

The Student Forum is a vital mechanism through which NIBM promotes student engagement, academic
excellence, and well-being. By providing a safe and structured space for communication every 5" or 6"
week of module delivery, NIBM ensures that learners’ academic and personal concerns are acknowledged
and addressed in a timely and supportive manner, contributing to a positive and inclusive learning

environment.
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15. NIBM Blended Learning Policy

Version 01

The National Institute of Business Management (NIBM) acknowledges the importance of integrating digital
resources into our educational framework to enhance the learning experience and better prepare our
students for the evolving demands of the business world. This blended learning policy outlines guidelines
for the integration of online and face-to-face instruction, ensuring a balanced and effective educational

approach.

1. Definition of Blended Learning

Blended learning at NIBM refers to a pedagogical approach that combines traditional face-to-face
classroom instruction with online learning activities. This approach aims to optimize learning outcomes

by leveraging both digital resources and direct interaction with instructors and peers.

2. Objectives

i.  Enhance student engagement, flexibility, and academic success through dynamic blended

learning approaches at NIBM.
ii. Toensuretimely course completion for student progression and institutional efficiency.
iii. To maximize resources and support smooth operations through efficient space usage.

iv.  To maintain financial align resource allocation through effective cost control.
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3. Allocation of Online Learning

A course must be digitally mounted and approved by the Director General or/ Director of the School
in a panel participated by the members of the Digital Content Development Unit to start lecturing

online.

A maximum of 30% of any given module in part-time diplomas, advanced diplomas, and higher
diploma courses offered at NIBM, and 20% in full-time courses, could be conducted online, based
onthe decision of the course director in consultation with and formal approval of the director of the
school. However, this must be officially communicated to the program office and learning partners

before commencing the program at the time of announcing academic calendars.

A maximum of 3 sessions can be conducted per day, either physically or online, but a single lecturer

is limited to teaching only 2 sessions.

4. Assessment and Evaluation

All assessments must be conducted physically, while online learning activities are encouraged for

learning partners.

Diversify assessment methods to accommodate both online and face-to-face components of
blended learning, ensuring effective measurement of learning partners' achievement of learning

outcomes.

5. Payment Terms for lectures conducted under the blended learning policy

Physical lectures

1. Each session must be of 3 hours.

2. Amaximum of 3 sessions is permitted per batch/program per day.
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3. However, only 2 sessions are allowed for the same lecturer, with the 3rd session permitted for a different

lecturer within the same program/batch.

ii. Online lecture

Online sessions must be for 3 hours, with corresponding payment for 3 hours. A maximum of 3 lectures
can be done per day. However, only 2 sessions are allowed for the same lecturer, with the 3rd session

permitted for a different lecturer within the same program/batch.

iii. Online & Physical

The maximum number of bended learning hours per day will be 9 hours.Lecturers may conduct up to 3
sessions per day, with a maximum of 2 sessions allocated per batch for online lectures and the remaining

session for a different batch/program for physical lectures, and vice versa.

iv. Important Notes

Sessions shorter than half an hour are prohibited.

Lecturers are limited to a maximum of 9 hours per day.
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16. NIBM Refund Policy

Student Enrollment Fees

1. The student enrollment fees for any programme conducted by NIBM or in affiliation with any of its

partners shallinclude two components, the Registration Processing Fee (RPF) and the Course Fee.

2. The Registration Processing Fee (RPF) is the fee paid by a prospective applicantto enable NIBM to
process his/her enrollment application in a study programme delivered by NIBM or one of its

affiliated universities.

Conditions of payment;

a. The Registration Processing Fee (RPF) is non-refundable.

b. Paying the RPF shall not provide the applicant for any right to studentship or any other

privileges a fully enrolled student may receive.

3. The Course Fee is the fee that is paid to cover the tuition fee, royalty fees, services, materials and

facilities provided to the student.

Conditions of payment;

a. The Course fee can be refunded only within 14 days from the commencement of the
programme. The applicant shall provide a valid reason acceptable to NIBM to receive a
refund. Inthe event of arefund, the administrative cost of refunding and the cost of materials

,third party payments and services already provided to the student can be deducted.

b. Transferringthe Course Fee to another programme conducted at NIBM is permissible within
a period of 30 days from the initially enrolled programme's date of commencement.Once

transferred a refund is not possible

c. A particular applicant shall only be considered as "Fully Enrolled" only after paying the full

Course Fee and the RPF of a study programme.
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d. Anyone who has made a partial payment shall only have a "temporary enrollment" status.
After the lapsation of 2 calendar months from the commencement of the study programme,
such registrants can be subjected to withholding of all rights, accesses and benefits

pertaining to the respective studentship until the full balance payment is made to NIBM.

e. A registrant in the "temporary enrollment" status shall not have any right to be called a

"registered student" in official documents i
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