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1. Introduction

The purpose of this handbook is to tell you about the programme on which you are enrolled. It provides you with a written record of the programme philosophy, structure and content, as well as key procedures and rules which the programme team have developed to facilitate the success of you and your fellow students.

This handbook should be read in conjunction with the following documents which can be found at https://www.cardiffmet.ac.uk/study/studentservices/Pages/Student-Handbook.aspx
· Cardiff Met Student Handbook;
· Student Handbook Guidance for Students at Partner Institutions; and 

· Student Charter

These documents will give you a large amount of additional information including: 
· Your status as a Cardiff Met student

· The Cardiff Met Student Charter

· Academic Regulations and Conduct of Examinations

· Unfair Practice Procedure

· Mitigating Circumstances Procedure

· Data Protection and Freedom of Information

· Transfer to Cardiff Metropolitan University

· Cardiff Met’s Student Union

· Complaints and Appeals

· Disciplinary Procedures, Codes of Conduct and Ethics

· Health and Safety and Health advice

2. Overview of the Department

Please include an overview of the structure of the department and the names and contact details of key members of staff, which the students may contact. 

	Programme Director

Academic Administrator
	Rizwan Ahmad
rizwan@gulfcollege.edu.om
Shamsa Al Raqadi
shamsa@gulfcollege.edu.om 


	Tutors/Shadow Tutors/Module Leaders
Technology Project Management
End User Computing Risk Management
Geospatial Analysis
Programming for Data Analysis
Research Methods for Technology Dissertations
Information Security
Team Software Development Project
Technology Dissertation
	Dr. Ronald S. Cordova
Dr.Rowena Ocier Sibayan 
Dr. Hazel C. Tagalog
Ms.Raziyeh  Moghaddas

Dr. Ronald S. Cordova
Dr. Marwan Ibrahim Ahmad Alshar’e
Dr. Rolou Lyn R. Maata

Dr. Rolou Lyn R. Maata


3. Cardiff Met Contacts:

Partner Manager: 

The Partnerships team has a dedicated staff (Partner Manager) to each partner to ensure efficient operation of the partnership. 
Partner Manager: David Thomas, TNE Partnership Manager and Deputy Head of TNE
dlthomas@cardiffmet.ac.uk
Moderator/ Link tutor: Dr Catherine Tryfona, Associate Dean Partnerships
ctryfona@cardiffmet.ac.uk
The role of Moderator / Link tutor is available in Section 9 of the Collaborative Provision Handbook 2020/21.
4. Terms and Important Dates
 Enrolment and Induction:

· Thursday 29th September 2022 – Thursday 6th October 2022

Start and End of Programme (Module delivery in blocks - One module a block)
· Friday 14th October 2022 – 17 October 2024
Holiday Dates:

· The Prophet’s (PBUH) Ascension:  18th February 2023
· Eid Al Fitr: 22nd – 25th April 2023 

· Eid Al-Adha: 29th June 2023 – 3rd July 2023 

· New Year (Islamic): 19th July 2023
· The Prophet’s (Peace be upon him) Birthday: 27th September 2023

· National day holidays: 18th to 19th of November 2023 

The above dates are tentative, and the holidays will be as per the Government announcements.

5. The Programme of Study
The course aims to provide a high quality and professionally relevant postgraduate programme, developing in students a critical appreciation of the creation and use of computer-based systems. Graduates will be equipped with the necessary skills and knowledge to develop high quality systems and to manage all aspects of its production and maintenance, thus enabling a student to enhance their existing skills in anticipation of meeting the increasing commercial demand for advanced computer science graduates.  The encouragement of students to function as autonomous learners should result in graduates who will have developed the foundations for future and continuing professional development.

6. The Award(s)
On successful completion of the programme, you will be awarded the title of MSc Advanced Computer Science. As a Cardiff Metropolitan University student studying at one of its partner institutions, your award will be made by Cardiff Metropolitan University. You will receive a certificate and academic transcript detailing your achievement and bearing the Cardiff Metropolitan University crest.
7. Programme Management
The Programme Committee consists of all lecturers on the programme, elected student representatives and administrative staff. An academic member of staff appointed from Cardiff Metropolitan University will also attend one programme committee meeting per year. The Programme Committee is chaired by the Programme Director who is responsible to the Programme Committee for the effective operation of the Programme.

The Programme Director will call three formal programme committee meetings per year. Early in the programme the student body will be asked to elect representatives to present their views at programme committee meetings and through other appropriate channels. Cardiff Metropolitan University and Gulf College Oman genuinely value the views of students on all aspects of the quality of their learning experience. Therefore, students should make the most of the student representative system, although it would be counter-productive to use it simply to air petty or trivial grievances.

Regular meetings of the Staff-Student Liaison Committee will also be held and this will provide a forum for an open exchange of views between students and staff. These meetings will take place at least twice per academic session and it is expected that Student Representatives will be in attendance, though other members of the student body are also encouraged to attend.
All students will be asked to complete programme/module evaluation forms during their studies and this information, alongside feedback via the Staff-Student Committee and Student Representatives, will be utilised by the Programme Director in reviewing programmes. Issues identified will be considered at Programme Committee meetings and action taken as appropriate.

External Examiners are individuals from other educational institutions as well as from industry, business and the professions who can provide an objective view of the operation of the programmes they are associated with.  They enable comparisons with the standards of programmes of offered in other institutions of which they have knowledge.
More information on the role of the External Examiner is available at http://www.cardiffmet.ac.uk/registry/academichandbook/Pages/Ah1_06.aspx 

Students are entitled to view External Examiner reports and responses submitted in the previous academic session. Please contact your local institution for access to the reports.

The name(s), position(s) and external university or organisation of External Examiners are published below, for information only.  Please note that students must not contact External Examiners directly.  Appropriate appeal or complaint mechanisms are available and may be found later in this handbook – in the section entitled:  Appeals, Complaints and Academic Regulations.  Examiners in receipt of contacts from students are requested to refer these to the University.

· Name

· Position

· External University or Organisation

· Professional Body (if examiner has been appointed on behalf of a professional body)

8. Teaching and Learning Methods

Lectures

Formal lectures are used for the transfer of basic subject material. Most staff make their lecture notes available on Cardiff Met’s virtual learning environment called Moodle and students are able to download material as necessary, Moodle should not be seen as a substitute for attending.

Lectures provide an opportunity to deliver a broad overview of a topic and to initiate further research and study by students for tutorials, seminars and private study.

Directed Reading

Students are expected to undertake significant directed reading in all aspects of the programme. All Cardiff Met students, including those studying at a partner institution, have access to the University’s electronic resources. Guidelines on accessing these resources are available at: 

https://study.cardiffmet.ac.uk/Library/Pages/Home.aspx  

Tutorials

Tutorial sessions are used to reinforce material presented by the other methods and to clear up possible misconceptions. Tutorials enable students to build on their understanding of the subject gained via the lecture and preparatory readings. Tutorials also provide an environment in which you are able to clarify queries and raise questions about the subject. It is also likely that you will be asked to prepare presentations and you will receive formative feedback on assessed activities.

Case Studies

Case studies present realistic examples and by study, research and discussion students are expected to gain insights into problems that they might otherwise not encounter.

Assessment

Written examinations, essays and presentations.

It is essential when writing essays, examination papers or any form of assignment to write good English. If you do not express yourself accurately and correctly, then you will almost certainly lose marks.

Writing essays and assignments allows students to demonstrate their own ideas and understanding of a topic. The HARVARD method of referencing is recommended by Cardiff Metropolitan University, regardless of the type of dissertation or assignment that is written.
9. Module Delivery and Assessment Timetable
	Module 
	Assignment Component
	Assignment Hand –out  date
	Assignment Hand –in

date
	Feedback Given to Students

	CIS7014 – End User Computing Risk Management


	WRIT1 – Written Assessment
	14 October 2022
	15 December 2022
	Upon completion of moderation and finalisation of result

	CIS7028 – Information Security
	WRIT1 – Written Assessment
	5 January 2023
	9 March 2023
	Upon completion of moderation and finalisation of result

	CIS7031 – Programming for Data Analysis


	WRIT1 – Written Assessment
	4 May 2023
	6 July 2023
	Upon completion of moderation and finalisation of result

	CIS7008 – Technology Project Management
	WRIT1 – Written Assessment
	20 July 2023
	21 September 2023
	Upon completion of moderation and finalisation of result

	CIS7016 – Research Methods for Technology Dissertation


	WRIT1 – Written Assessment
	5 October 2023
	7 December 2023
	Upon completion of moderation and finalisation of result

	CIS7030 – Geospatial Analysis 
	WRIT1 – Written Assessment
	11 January 2024
	14 March 2024
	Upon completion of moderation and finalisation of result


	CIS7015 – Teams Software Development Project
	PRES1 - Presentation
	29 February 2024
	18 April 2024
	Upon completion of moderation and finalisation of result


	
	WRIT1 – Written Assessment
	29 February 2024
	2 May 2024
	Upon completion of moderation and finalisation of result


	CIS7017 – Technology Dissertation
	WRIT1 – Written Assessment
	2 May 2024
	17 October 2024
	Upon completion of moderation and finalisation of result



10. Student Commitments
Attendance

Students are required to attend at least 80% of lectures, seminars and tutorials. If you fall below this threshold and initial warning will be given verbally by the subject tutor. If the non-attendance continues the Programme Director will issue a written warning which, if still unheeded, may result in termination of your studies.

Plagiarism

It is imperative that you give full and correct acknowledgement of any materials you use in your academic work which are not your own. Failure to do so will be regarded as Plagiarism Students fail programmes because they do not acknowledge the source of materials. 

It is normal practice to find information and quote it in an academic essay and the action of quoting and referencing is actively encouraged. It demonstrates research, reading about the topic and provision of a balanced argument. An assignment should be accompanied by a bibliography detailing all the books you read when preparing the assignment, even if no quotes were taken from them. You will need to learn how to reference, support material and short programmes are available at:

http://study.cardiffmet.ac.uk/AcSkills/Pages/Referencing.aspx 
Unfair Practice

Where there is justifiable evidence to suggest that a student has presented for assessment work that is not the result of his/her own legitimate efforts e.g. copying from fellow students or the internet, the following procedures will apply:

http://www.cardiffmet.ac.uk/registry/academichandbook/Pages/Ah1_08.aspx 
Assignment Format

All assessments require a front cover to enable mark recording and feedback, please ensure you use the official form. The front covers can be obtained from (insert details). Always ensure your name is on every sheet of your assignment and the pages are clearly numbered. The pages should be stapled together and placed in a protective wallet.
Digital media, such as CDs, USB flash drives etc. containing work should always be clearly marked with your name, programme name, module and assignment name. Always keep a backup copy of the assignment. Do not delete your copy until you have the marked assignment back.

You will receive feedback on your assignment within three weeks of submission. Please note that late submission of an assignment where there have been no exceptional circumstances will be classed as a fail and any re-submission capped at 40.

11. Ethics

When undertaking the Technology Dissertation towards the end of your course, it is important that you engage in the University ethics procedure. You should consult with your dissertation supervising tutor to discuss the ethical implications of your primary and secondary research. Failure to obtain ethics approval before commencing data collection or submitting your project will result in a 100% cancellation of your module mark. 
12. Student Support
A range of support is provided prior to students during the programme, including:

· Postgraduate Studies Department (activities will include maintaining contact with University for various services to ensure best practice and also for further higher education at Cardiff Metropolitan University)

· Induction

· Induction Pack for students with contact details of relevant student support staff

· Centre for Student Support (activities include guidance on accommodation/hostel facility)

· Centre for Admin and Finance for fee related matters and financial guidance.

· Centre for Academic Support which covers IT and Library services. Here, students will also get information and advice on Cardiff Metropolitan University website, Student Portal and VLE

· Academic Advising

· Tutors

· Co-curricular and extra-curricular activities

· Support for students with academic risk

· Electronic storage and printing services

· Electronic Learning Resources on Moodle

· Website/Portal with access to College policies

· Dedicated discussion rooms for students

· Classrooms

· IT Labs

· Wi-Fi services

· Photocopying

· Prayer Rooms

· Recreation

· Food outlets

· Medical Clinic

· Facilities for disabled students

· Indoor sports facilities

· Outdoor sports facility

· Maintenance and security services for the College campus

· Cleaning staff

· Parking

13. Appeals, Complaints and Academic Regulations
As a student of Cardiff Metropolitan University, you are subject to a number of the University’s regulations including their academic regulations, unfair practice procedure, mitigating circumstances procedure, appeals procedure and complaints procedure.

If you are unhappy with any aspect of your experience and wish to make a complaint you should first, try and resolve your complaint through the mechanisms that are in place at your local institution. Once you have completed these procedures, if you are still not satisfied you may complain to the University directly.

Details of these procedures can be found in the Cardiff Metropolitan University Student Handbook:

https://www.cardiffmet.ac.uk/study/studentservices/Pages/Student-Handbook.aspx 

If you do have a comment or complaint about a particular module, it is usually best to discuss it immediately with the Tutor for that module. Do not feel you have to wait to go through the formal mechanisms. Remember that a considerate and constructive approach is likely to be most effective. It is, of course, just as important to offer praise and support where this is warranted – through formal and informal mechanisms. We are always on the lookout to generalise ‘best-practice’ and students can often be in the best position to point out something that could usefully be disseminated. Gulf College has the Student Grievance Policy which you may follow to lodge your complaint and you can contact the PSD for any guidance in this regard. You can log in to the College portal to access the Student Grievance Policy.
To submit mitigating circumstances:
Students who have mitigating circumstances will need to report this to the PSD at Gulf College providing medical and/or other evidence within the specified period. The decision on the mitigating circumstances is of the Exam Board and will be announced privately. You must complete the mitigating circumstances form and attach to it all relevant document in support of your position. For further details please consult the Cardiff Met’s Academic Handbook:

http://www3.uwic.ac.uk/English/registry/academic_handbook/Pages/AH1_05.aspx
To request a withdrawal or suspension:

Any student who wants to submit a withdrawal or suspension request, needs to contact the PSD at Gulf College. The maximum candidature period for the MSc Advanced Computer Science is as shown below:

· Part Time study mode: Five years.
· Full Time study mode: Two years.
14. Induction
New students’ induction in a tradition since the start of Gulf College. As a student you will receive a personal welcome which is organised by the PSD at the College. This is done prior to the start of studies. Students also receive an induction pack with access to the electronic version of this on College Moodle. 
The main purpose of induction programme is to familiarise the new students with the postgraduate studies environment, inculcate in them the vision, mission and objectives of the institution, help them understand the programme structure, academic regulations, policies and inform them about the various support and services they would receive from the University and College. 
15. Fees

Please contact the Centre for Admin and Finance at the Gulf College for your enquiries on fees.

16. Accommodation

Please contact the Centre for Student Affairs at the Gulf College for your enquiries on accommodation.
17. Learning Centre Services

As a student of Cardiff Metropolitan University, you are entitled to full access to the University’s electronic resources. These include a range of guidance on academic skills, access over 30,000 e-journals, 4500 e-books and about 120 databases:
http://study.cardiffmet.ac.uk/LC/Pages/default.aspx 
Also, you have access to the Gulf College Moodle where you will find learning material for your programme of study. You can use the College Library anytime during the working hours and as a Postgraduate student you can borrow three books for a period for fourteen days and this can be renewed upon demand and availability.
18. Student Representatives

There will be student representation on the Gulf College Programme Review Committee and other committees as required.
19. Progression and Transfer Opportunities

PSD at Gulf College will facilitate the MSc graduates if required by them for pursuing post Level 7 awards at the University.

20. Health and Safety
The Gulf College Health, Safety and Environment Policy is available on the College Portal. As a student you can login to the Portal and get access to this policy.
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