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VISION AND MISSION OF UCSI UNIVERSITY

Vision

To be an intellectually resilient praxis university renowned for its leadership in
academic pursuits and engagement with the industry and community

Mission

f To promote transformative education that empowers students from all walks of
life to be successful individuals with integrity, professionalism and a desire to
contribute to society

f To optimise relationships between industry and academia through the provision
of quality education and unparalleled workplace exposure via Praxis Centres

f To spearhead innovation in teaching and learning excellence through unique
delivery systems

f To foster a sustainable culture of research, value innovation and practice, in
partnership with industries and society

f To operate ethically at the highest standards of efficiency, while instilling values
of inclusiveness, to sustain the vision for future generations
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ADMISSION AND REGISTRATION

1. Introduction to the Office of Postgraduate Studies

UCSI University takes pride in its establishment as one of the premier private institutions of higher
education in Malaysia. The genesis and growth of postgraduate programmes supporting the needs of the
postgraduate community can be traced back to the year 2005. The quest to provide quality postgraduate
education of international standards was the impetus for the establishment of the Office of Postgraduate
Studies (OPS) to enhance the efficiency and effectiveness of the management of postgraduate studies at
UCSI University.

In the spirit of supportive fraternity, the Office provides the following support for the postgraduate learning
community:

() to coordinate the implementation of standard policies and guidelines, ensuring the quality of
postgraduate programmes among faculties;

(b) to promote best practices pertaining to the research, teaching and learning of postgraduate
programme; and

(c) to organize and coordinate activities for the welfare of postgraduate candidates specifically in the
area related to their postgraduate studies.

The Office of Postgraduate Studies (OPS) continuously strives to create an integrated learning environment,
premised on a global outlook and integration of knowledge with learning technologies which stimulate and
encourage both intellectual and social exchange among postgraduate candidates and faculty members.

2. Admission

All applicants are required to submit a duly completed online application form together with the relevant
documents required. Admission to any programme offered by UCSI University is subject to the meeting of
the academic entry requirements and complete submission of certified true copies of previous academic
achievements, certificates and transcripts, one (1) softcopy photograph (passport-sized, white background)
for both Local and International candidates.

Malaysian candidates are required to submit a certified true copy of their identity card, while international
candidates are required to submit one set of their passport (all pages including cover page) scanned in colour
and saved in PDF format for visa application. Passports must be valid for more than 18 months at the time
of application. Any other case would be subject to the requirements applicable at the point of application.

A successful applicant will be issued a Letter of Offer. The applicant would need to endorse his signature

on Appendix 1 and is required to be submitted to Admission’s Office. With this, the process of application
is completed, and the applicant will be informed of the orientation dates as stated in the Letter of Offer.
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respective medical centre is required.

The deadline for a deferment request is stipulated in the academic calendar. The request for deferment
should be made and finalized by the stipulated deadline.

6.2 Fees in Deferment Cases

When approval is granted for a deferment request made for the following semester, the tuition fees payable
for the deferred semester will be exempted. However, if the deferment is for the existing active semester,
the fees will be ascertained by the Group Finance Office and the rules governing the deferment.

7. Transfer of Programme

A transfer of programme is defined as a switch from an existing programme of study to a new programme,
effective in the next new semester.

7.1 Eligibility and Procedure

To initiate a transfer of programme, you must possess the following:

(a) Full acceptance into an existing programme

(b) Meeting of the entry requirements of the programme intended to transfer to

(c) Approval from the Dean/Director of the accepting Faculty/Institute/School

(d) Approval from the Dean of the departing Faculty/Institute/School

(e) Approval from the RO

(f) Approval from the VPU/IO for student visa purposes (International Students)

(9) Approval from the GFO and the payment of the programme transfer fee of *RM150.

*The University reserves the right to change the amount from time to time without prior notice.

Page 9 of 37



7.3 Courses Completed Previously

You are to seek advice from the Head of Postgraduate Studies/Department/Programme of the new
programme to ascertain the number of courses that can be transferred or exempted in the new programme.

8. Selection of Courses

UCSI University students should select the courses of your choice and/or according to the advice given by
your respective Head of Programmes, Head of Departments, Directors, Deputy Deans or Deans.

Students shall undertake the responsibility of registering for the appropriate courses offered in the
programme enrolled including the course selection period and adhere strictly to the add/ drop procedure
and deadlines accordingly.

8.1 New and Existing Postgraduate Candidates

New candidates will be guided through the course selection process during the Orientation and thereafter,
they are expected to be adept at the procedure. EXisting candidates are likewise expected to be adept as well
as aware of the period of course selection. The course selection period is indicated in the yearly Academic
Calendar according to the semesters and each period lasts for a week (five working days). The period of
course selection is usually carried out throughout the 12" week of the semester, although variations could
occur.

8.2 Procedure

All students are required to complete the online course selection via the I1S. Approval for the chosen courses
is dependent on class capacity and courses offered in the semester. Online course selections eliminate the
need for physical presence on Campus to perform the task.

Lectures/tutorials/labs class capacities are set by the faculty. You are to consult the faculty for alternative
courses should the class you select is of full capacity. Consequently, any delays in completing the course
selection process will not be entertained except under special extenuating circumstances.

8.3 Checking for Approval
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the Faculty/Director of the Institute or designated staff of the Faculties/Institutes/Schools.

8.4 Changing the Courses Selected

You are allowed to change the courses selected if the course selection has yet to be approved. If the course
selection has been approved, the changes can only be made in the early weeks of the commencing semester
during the Adding and Dropping of Courses (refer clause 8.7 below). There are deadlines given for the
Adding and Dropping of courses and you are advised to note the period carefully.

To make the changes on the selected courses before the course selections are approved, you may re-enter
the 11S and re-do the course selection within the stipulated period as stated in the Academic Calendar.

8.5 Penalty for Late Course Selection

A charge of RM100 per request will be imposed on students who are completing the online course
selection after the stipulated course selection due date but prior to the last day for the Add/Drop course.

You are to proceed to Group Finance Office to settle the penalty payment before proceeding to the Registrar
Office to request for activation of the grace period for the late course selection via IIS.

Adding and/or dropping of courses after the stipulated Add/Drop period will subject you to a charge of
RM100 per course being dropped and/or added at an over the counter transaction (course selection function
in 11S will be deactivated).

8.6 Attendance List

Once the course selection has been approved, your name will appear on the attendance list of the
commencing semester. This list will facilitate the lecturer to take attendance and to ensure that you are
registered for the course. If your name is not listed, then you are required to report to the RO immediately.
You will not be registered for final examination if your name is not listed on the 11S generated attendance
list.

8.7 Adding and Dropping of Courses

As outlined above, students who wish to change the course(s) selected may do so within a given period of
the next semester. The academic calendar should be referred to determine the exact deadline. After the
deadline, a penalty of RM100 will be imposed on each course dropped and/or added.

The fees paid for the course dropped after the stipulated due date for dropping of courses can neither be
brought forward to the next semester nor could they be refunded. Hence, you are discouraged to add beyond
the deadline as some courses may have already been commenced with the first assignment or test and
disallow late-add students to accumulate their component marks. Furthermore, a late-
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The withdrawal request is subject to approval from the Dean of the Faculty/Director of the Institute or
designated staff of the Faculty/Institute/School. There will be a processing fee of RM100 imposed for each
withdrawal per course.

The withdrawal will prohibit you from sitting for the final examination. The course will appear in your
records with a “W” remark indicating that you had withdrawn from that course. A withdrawn course will
not contribute to GPA and/or CGPA computation. The course fee paid can neither be brought forward nor
refunded.

8.9 Duration of Study

The generally accepted minimum duration of study is shown in Table 1.0 below. The maximum allowable
duration of study varies for each programme, please refer to the respective Faculty for more details.

Table 1.0: Minimum Duration of Study

Programme Minimum (years) Full-Time Minimum (years) Part-Time
Doctoral Degree by Research 3 4
Doctoral Degree by Mixed Mode 3
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Although the above components in CA and FA appear in most of the courses, there may be exceptions for
certain programmes and Centres/Faculties/Institutes/Schools. The composite components are determined
by various factors such as appropriateness of component assessment, relevance of component evaluation,
adherence to approval given by the Malaysian Qualification Agency (MQA), and/or synchronisation with
common academic practices worldwide.

9.1 Cumulative Marks

Marks will be awarded for all continuous assessment components throughout the semester. You have to
attempt all components in any particular course. These marks are cumulative and will be added to the marks
obtained in the final examination/assessment for an overall result. Thus, you should keep a record of the
marks you obtained in each component for an overall self- assessment of your academic performance before
the final examination/assessment. Once the final examination/assessment is conducted, the total marks
compiled by lecturers and Centres/Faculties/Institutes/Schools will undergo a stringent evaluation by the
School Examination Board of the respective Centres/Faculties/Institutes/Schools before further verification
by the University Examination Board, and subject to the review and endorsement by the Senate. The results
are usually released on the first day of the following semester, although there are circumstances in which a
handful of results could be released earlier (e.g. Foundation level) or later (e.g. final year courses). A pass
for both the Continuous Assessment component and a pass for the Final Assessment component is required
to pass every course. Students are required to meet the following conditions to pass a course:

a. A minimum 40% of continuous assessment (CA),

b. A minimum 40% of final assessment (FA), and

c. A minimum 50% of the overall marks (OM) - total for continuous and final assessment.

Please refer to Section 17 Computations and Capping of Marks for more information.

9.2 Attendance and Absenteeism

Candidates are required to meet an 80% attendance requirement for each subject undertaken. Candidates who are
unable to meet the 80% attendance will be issued a warning letter and will be disqualified from sitting for the
final examination. An attendance report will be submitted approximately between Weeks 10 and 12 in a normal
semester (between Weeks 5 and 6 in a short semester), leaving sufficient time for candidates to improve upon
their attendance in the remaining weeks of the semester before the examination slips are officially issued (refer

to Section 13.1 on Examination Slip).

Absenteeism may be excusable if proven on medical grounds and the relevant documents are presented to
the lecturer, or with a submission of a letter explaining the extenuating circumstance.

Candidates who arrive late will be admitted to the class at the sole discretion of the lecturer. If admitted,
the onus is on the candidate to ensure that attendance is taken.

10. Marks and Grade Point Averages (GPA)
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Table 2.0: Grade Legend and GPA

UCSI University’s Grade Legend Grade Point Average (GPA)
A+ High Distinction 85 and above 4.00
A Distinction 75-84 3.75
B+ High Credit 65-74 3.50
B Credit 60 — 64 3.00
C+ Low Credit 55-59 2.50
C Pass 50 - 54 2.00
F Fail 0-49 0.00

11.
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12411 Withdrawal
a. You are required to complete the “Online Submission of Withdrawal Form” and obtain

clearance from all the relevant departments and Centres/Faculties/Institutes/Schools
b. To submit to the 10, a copy of your passport and booking air ticket bearing your departing date
and flight.

12.4.1.2 Cow
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Where a student is found to have committed the plagiarism offence again in whatever weighted component, similar
procedures as outlined in 12.1 (1) to 12.1 (5) will apply. The members will be alerted that this is a repeated
plagiarism.

In the discussion session with a student, the student would be informed of the repeated offence. The aim of the
discussion is to inform the student of the severity of the repeated offence and to serve a verbal warning.

The penalty for such level of plagiarism, if proven with documented evidence is an automatic Fail grade in that
module and a stern final warning letter issued by the Dean of the Faculty/Director of the Institute or designated staff
of the Faculties/Institutes/Schools to be recorded in your Student File and student record database system.

Whether the objectives of the meeting are fulfilled or not, the Fail grade will be imposed. You will also be barred
from sitting for the Final Examination. Thereafter, it is your decision whether to continue with the class attendance
if the semester is still actively on going.

13.5 Repeated Plagiarism (Third Time)

When a student is caught plagiarising after the second time, the inquiry meeting as stipulated in 12.2 will be
convened.

The matter is reported in writing to the RO within the immediate two (2) days, and the following penalties will take
effect:

. You will be suspended for a semester. A suspension letter from the RO with a copy extended to the Dean
of the Faculty/Director of the Institute or designated staff of the Faculties/Institutes/Schools will be issued
to you;

f  The suspension shall take immediate effect, i.e. in the current, un-ended semester in which you are at, plus
the following semester; you may be subject to fee and financial policy;

' You will be barred from all Final Examinations if it is an on-going semester and the courses selected for the
following semester will be void.

Appeal will be forwarded to the Faculties/Institutes/Schools for the remote possibility of consideration. The Dean
of Faculties/Director of the Institutes reserves the right to choose whether the appeal should be responded to or not.

13.6 Repeated Plagiarism (Beyond the Third Time)

When a student is caught plagiarizing after the third time, an inquiry meeting will be convened accordingly. The
matter will be reported in writing to the RO within two (2) days, and the following penalties will take effect:
I Your study at UCSI University will be terminated. A termination letter from the RO with a copy extended
to the Dean of the Faculty/Director of the Institute or designated staff of the Faculties/Institutes/Schools will
be issued to you.

f  The termination shall take immediate effect, i.e. in the current, un-ended semester in which you are at,
irrespective of whether Final Examinations have been sat;

I The courses selected for the following semester shall be void. All academic and administrative services will
be ceased and in the case of an international student, your visa will be cancelled immediately. You may be
subject to fee & financial policy.

Appeals will not be entertained nor responded to.
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EXAMINATIONS

14. Final Examination Component

You are to sit for a final examination towards the end of each semester if the course undertaken requires
this assessment.

The duration of the final examination may vary between 1.5 hours and 3 hours, depending on the
requirement of the programme and the course. The venue for the final examination is usually in the
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Although candidates are required to settle their tuition fees before the semester commences, they
nevertheless have the entire semester to settle their fees before the final examination. While a delay in fee
payment may be tolerated on valid grounds, the onus is on the candidate to approach the Group Finance
Office to discuss an alternative and acceptable arrangement for payment.

The Registrar’s Office will not entertain any verbal barring or unbarring of candidates without the receipt
of relevant documents from the lecturers/Schools/Faculties/Institutes/Group Finance Office.

15. Examination Regulations

15.1 Examination Slip

As mentioned, the student is required to obtain an examination slip approximately one (1) week prior to the
final examination, Exam Centre will not be responsible for any delay in entering the examination hall should
the students failed to obtain their examination slips on the examination day. The student ID and examination
token are required to enter the Examination Hall. Without either of these, the student will need to approach
the Finance Counter to obtain a new examination slip and/or identification tag after a penalty payment of
RMS5 for each item is cleared by the student.

The examination slip will outline all the courses that have the final exam component and the student is
undertaking for the particular semester. Where a student is barred from the final examination, a line will be
drawn across the course, and the student is urged to act swiftly to be unbarred from the examination.

15.2 Prohibited Items in the Examination Hall

Certain items and materials are strictly prohibited from being brought into the examination hall. If the
student is caught with these items in the examination, he/she may be found guilty of cheating and may, on
the advice of the Chief Invigilator, be reported to the University Examination Board (UEB) for further
action.

This is notwithstanding whether the examination has commenced or not, and whether the prohibited items
were brought in intentionally or otherwise. The onus is on the student to check that prohibited items are not
brought into the examination hall. Invigilators will check items that are allowed into the examination hall
when suspicion arises. Examples of such prohibited items are outlined in Table 3.0 below:

Table 3.0: Prohibited Items in the Examination Hall

Prohibited Items Items to be Checked
' Papers of any size 1 Coats, jackets, pockets, pants 1 Rulers
1 Caps 1 Calculators 1 Books (where allowed)
9 Books or notes  Calculator covers (to be placed I Examination Tokens
f  Electronic devices (smart on the floor) I Wallets and purses
watch, Bluetooth hand- I Pencil cases/boxes (to be placed  § Others
free) on the floor)
{ Spectacle casing (to be placed
on the floor)
{ Dictionaries (where allowed)

Prohibited items found in the examination hall will be confiscated and used as evidence in the UEB meeting
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Examination Hall, he/she is advised to seek alternative avenues to safeguard his/her items. Coin lockers are
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15.6 Seating Arrangements

At each examination session, you will be given special seat arrangements that differ by sessions. The seating
arrangements will be made available at the nearest notice boards to the examination hall, 15 minutes before

commencement of the examination session. You are advised to be at the examination hall early to check
your respective seat numbers.
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17. Computations and Capping of Marks

Component marks obtained throughout the semester will be accumulated and taken into account in the
computation of the final marks. This total mark will be moderated by the respective Faculty/Institute/School
or second examiner prior to submission to the UEB for approval, endorsement and release. The final grade
will be released to the student on the commencement week of the new semester.

Students must pass both the Continuous Assessment (CA) and Final Assessment (FA) components to pass
the course. In the event that students fail either CA or FA, the final overall marks shall be capped to a fail
grade (F) even if the total combined CA-FA mark is above 50%.

Table 17.1: Examples of the Capping of Marks

Student A
Continuous Assessment (CA)
Assignment 1 + Mid-term + Assignment 2 = 5+10+15 = 30/60 (50%) = 40%
Final Assessment (FA) = 20/40 (50%) = 40%
Total CA+FA =30+20
=50 = 50%
Student met all conditions. Final grade is C.
Student B
Continuous Assessment (CA)
Assignment 1 + Mid-term + Assignment 2 = 5+8+10 = 23/60 (38.33%) < 40%
Final Assessment (FA) = 30/40 (75%) = 40%
Total CA+FA =23+30
=53
Final marks =40; F
Final marks capped at 40% with F grade as student failed the continuous assessment.
Student C
Continuous Assessment (CA)
Assignment 1 + Mid-term + Assignment 2 =5+15+Tf1 001 93.504 224.93 0.47998 ref*!
Final Assessment (FA)
Total CA+FA
Final marks
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allowed but the procedure set out by the Group Finance Office must be adhered to. This would include the
completion of the withdrawal form by all departments and persons stated in the withdrawal form.

Tuition fee refunds (if any) are guided by the University’s Refund Policies and Procedures and you are
advised to ascertain the procedure. It is imperative that all rules and regulations are strictly adhered to,
including settling the outstanding tuition fee (if any), failing which, the Refundable Deposits shall be
forfeited.

The approval for withdrawal of an International student must be accompanied by, apart from, a duly
completed Withdrawal Form, also a confirmed air ticket indicating your departure date. A Letter of Offer
from the acceptance institution is also required for transfer cases.

22.2 Termination of Studies

When and if you are found guilty of any serious disciplinary offences and your prolonged stay in the country
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22.4 Deportation of International Students
Where resistance is encountered, deportation may be exercised in which the candidate is escorted to the

airport to board the next flight home. Refundable deposits and surplus of tuition fees may be utilised to bear
the costs of deportation.

PROGRESSION AND AWARD

23. Research Based

Research work is graded as Satisfactory (S) or Unsatisfactory (U), and the candidates have to obtain
“Satisfactory” based on their research report as well as the recommendation by the supervisor for each
semester in order for them to continue their candidature until the submission of their thesis.

23.1 Publication Requirement for Graduation

The minimum
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programme of study shall be placed on an Academic Probationary Period in the following hormal semester.
That period shall continue and shall end when the candidate has attained the required minimum GPA in the
following normal semester. Any candidate who is placed on an Academic Probationary Period for more
than two consecutive normal semesters shall be terminated from his/her programme of study.

24.1 Publication Requirement for Graduation

Faculty/Institute/School has the autonomy to determine the publication requirements (if any) for Mixed
Mode and Coursework programmes. Please refer to the graduation requirements of each programme.

Scholarship recipients will need to comply with the publication requirement set by the sponsor(s),
whichever is higher.

25. PhD by Prior Publications

Under this mode, the candidate’s publications and other equivalent works prior to registration (<10 years)
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26. Research Progress Discussion with Supervisory Committee

For the research project component of all postgraduate programmes, the postgraduate students are required
to regularly meet-up with his/her supervisory committee members (Principal Supervisor and/or the Co-
supervisors) to discuss about the research progress. The frequency of meet-up shall be determined by the
Faculty/Institute/School, but the supervisor-student meeting should be at least once a month. The students
and supervisors are encouraged to conduct supervisor-student meetings as per the progress of the students
and shall not be limited to only once a month as the lowest benchmark to disregard the additional guidance
given to the student.

The meeting or discussions should be timely recorded by the Faculty/Institute/School via:
i. class attendance sheet (hardcopy)

ii. digital records of attendance in the UCSI University Integrated Information System (I1S)
iii. postgraduate supervisory meeting form

iv. assignments

V. meeting minutes

vi. and other relevant forms of record

27. Appointment of Viva Voce Examiners and Chairperson

This section describes the processes used to deliberate all matters relating to Viva Voce examination of
Postgraduate Programmes. This procedure applies to all Viva Voce examination of Postgraduate
Programmes which are assessed internally at UCSI University. Viva Voce Examiner (External and Internal)
refers to an examiner appointed by UCSI with the assistance from the respective Faculties, and who is
required to assess candidate in the Viva Voce examination and candidate thesis. Viva Voce Chairperson
refers to a chairperson who serves as a moderator and ensures that the Viva VVoce examination session is
carried out in a fair manner. He or She does not participate in the Committee as an examiner.

Appointment of Viva Voce Examiners

i. Office of Postgraduate Studies (OPS) receives nomination from faculty/institute/school to appoint
Viva Voce Examiners. The nomination submitted must be attached with the latest curriculum vitae of
the examiner and other related information. Cover note of the Faculty Management Board meeting
stating the approval of examiners’ nominations and the student’s principal supervisor appointment
letter should be attached as well.

ii. OPS vets through the nominated examiners. If approved, the nomination shall be tabled in the next
Senate Meeting by faculty/institute/school for approval and presented by the Dean/Director of
Faculty/Institute.

iii. If the nomination is NOT approved by the Senate, the Faculty/Institute/School will be informed, and a
new nomination is to be submitted and tabled in the Senate Meeting for approval (return to step i).

iv. If the nomination is endorsed by University Senate, OPS will issue the Appointment Letter to the
respective examiners.

v. Faculty administrator is to liaise with respective examiners for acceptance by returning the duly signed
copy of Appointment Letter. OPS and Faculty will keep a copy of duly signed Appointment Letter for
record.

vi. Faculty administrator is to raise the Honorarium Payment Form to initiate the payment process (from
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Viva Voce Examination Chairperson

i. The Viva Voce examination is chaired by the respective Faculty Head of Research and Postgraduate
Studies/Head of Postgraduate Studies; or a senior academic member of the faculty appointed by the
Dean/Director.
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Examiners and Chairperson Criteria

(a) External Examiner (by Mixed-mode or Research Programme)
f  Academic/professional qualifications should be appropriate for the programme and should meet
the criteria set out by professional and regulatory bodies (where applicable).
I A Professor (or equivalent) or higher level affiliated to an institution of higher learning.
I An additional external examiner should be appointed as “Reserved External Examiner” who will
replace the external examiner’s role, if required.

(b) Internal Examiner (by Mixed-mode or Research Programme)

f  Full-time academic staff with minimum an Associate Professor (for PG by Research) or Assistant
Professor (for PG by Mixed-mode) with a doctoral qualification or equivalent formal academic
qualification.

f  An additional internal examiner should be appointed as “Reserved Internal Examiner” who will
replace the Internal examiner’s role, if required.

(c) Internal Examiner (Coursework Programme)
f  Full-time academic staff with equivalent or higher academic qualification as the principal
supervisor.

(d) Chairperson
f  The Viva Voce Chairperson is the Faculty Head of Research and Postgraduate Studies/Head of
Postgraduate Studies of the respective faculty/institute or a member of academic staff appointed by
the Dean/Director.
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A person is ineligible to be appointed as Examiner, with respect to the Candidate or any member of the
Candidate’s Supervisory Committee, if they are:
a) with family relationship; or
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