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Medium of Instruction  

At FCCU the medium of instruction is English. Students entering the Baccalaureate program 

with deficiencies in English language skills will be required to enrol in pre- university English 

Language courses designed to help such student’s transition into the Baccalaureate program.  

Standards of Academic Progress 

Forman Christian College has high standards for student performance because we believe that 

performing at an excellent level in coursework is good preparation for leadership opportunities 

following University. We ask our students to do their very best and we will monitor student 

performance to help them be aware if a problem is developing.  

Normal progress toward graduation is the completion of five courses each semester (fifteen to 

eighteen credits) with a grade of C or better.  

Class Attendance 

Students are expected to attend all classes and laboratory sessions in the courses for which 

they are registered. Students who miss classes are far less likely to succeed in meeting the 

requirements of the course. The university’s minimum accepted attendance is 67%, however 

individual teachers may set higher requirements. Each teacher outlines his or her expectations 

for class attendance in the course syllabus. Teachers are expected to keep accurate records of 

student attendance. If a student does not attend the percentage set by the instructor on the 

course syllabus of the class and laboratory sessions, he/she will not be permitted to take the 

final examination in the course.  

Academic Review 

At the close of each semester the Academic Review Committee reviews the progress of every 

student who fails a course, receives a voluntary withdrawal (W), has more D grades than B or 

better grades, is on academic probation, or is otherwise identified as not making satisfactory 

progress. The Committee may place on probation or dismiss any student who according to its 

judgment is not making satisfactory academic progress.  

 

Academic Dismissal and Readmission 

Students are expected to maintain good academic standing. Official notification concerning 

academic standing will be given to all full-time students whose performance does not meet the 

prescribed standards of the university. After each semester, the Academic Review Committee 

and the Vice Rector will determine whether students experiencing academic difficulty will be 

placed on Academic Probation, suspended on Probation or dismissed from the University. 

Academic Dismissal carries specific conditions (see below).  

The designation “Academic Probation” will appear on the student’s transcript. It is used to alert 

students that the quality of their work is below that required for graduation. It is also a way of 

http://www.fccollege.edu.pk/academics/standards-and-policies/academic-dismissal-and-readmission
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informing the student that, unless improvement is seen in the following semester, they may be 

dismissed.  

The criteria for determining Academic Probation is: 

 

Semester Hours  

Completed 

 

Minimum CGPA 

 Required for Good Standing 

0-35 1. 50 

36-64 1. 75 

65 or more 2. 00 

 

Students with academic troubles who have been placed on probation must: 

  Not take more than 5 courses 

 Attend all class meetings of every course in which they are enrolled.  

 Schedule meetings with their academic Advisors at least once every two weeks.  

 Adhere to any other provisions established by the Academic Review Committee.  

 Any student who fails to observe the conditions of Academic Probation is subject to 

review at any time by the Academic Review Committee and/or the Vice Rector and may 

be dismissed from the university. 

 The Committee may Drop a student whose academic performance continuously falls 

below expected minimums, and who is on probation for more than one semester. In 

such a case, a student may request re-admission to continue their studies after a full, 

regular semester. (Students will not generally be allowed in for Summer or Winter 

semesters after being Dropped.) 

Students requesting re-admission should meet with an Academic Adviser and submit a 

written letter. Note that a student who is dropped for a second time will not be eligible to 

return to continue their degree program, effectively terminating the opportunity to 

complete their degree at FCCU. 
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Removal from Academic Probation 

Probationary status remains in effect until the student’s CGPA reaches the requirement for 

good Academic standing.  

 

Suspension from Co-Curricular and Sports Activities 

A student placed on academic probation or subject to dismissal for a second consecutive 

semester is suspended from participation in co-curricular or sports activities so that the student 

may devote full time to the studies. No student may compete in any officially sanctioned sports 

event (whether FCCU or HEC) with a CGPA below 2.0).  

 

Academic Integrity Issues 

The Academic Integrity Committee will review all cases where student breach of Academic 

Integrity has taken place. This includes but is not limited to cases of forgery (signing by students 

for advisors/faculty/staff), and plagiarism. All cases of forgery will entail a fine and an automatic 

hearing by the designate committee.  

 

Academic Advising (Academic Support for Forman Students) 

Each student will be assigned to a faculty member who will serve as his/her Academic Advisor. 

The Advisor will work with the student to select courses and class schedule, and they will 

discuss career planning and personal growth. Once the student selects a major program of 

study, the advising will be done by a faculty member from that department. It is each student’s 

responsibility to meet with his or her Advisor at least once each semester to review their 

academic progress. Students will have as much guidance as they need and as much freedom as 

they can responsibly handle.  

 

Majors and Minors 

Students must complete the requirements of a major field of study in order to graduate. The 

number of credit hours required for the major varies depending upon the degree selected by 

the student, but it will be no fewer than 36 credit hours.  

24 different majors are offered at FCCU with 3 that offer specializations within the major. The 

specific courses required to complete a major are listed in the departmental sections of the 

catalogue.  

Majors are offered in  

1. Bioinformatics  

2. Biological Sciences 

3. Biotechnology 

4. Business with specializations in: 

a. Accounting  

b. Finance  

c. Operations Management 

d. Marketing and Sales 



Current Academic Policies 
  

5 

e. Human Resources 

5. Chemistry  

6. Computer Science  

7. Economics 

8. Education 

9. English 

10. Environmental Sciences 

11. Geography 

12. History 

13. Mass Communication with specializations in: 

a. Print and Electronic Media 

b. Advertising and Public Relations 

14. Mathematics 

15. PharmD 

16. Philosophy 

17. Physics 

18. Political Science 

19. Psychology 

Religious Studies majors: 

20. Islamic Studies 

21. Christian Studies 

22. Sociology  

23. Statistics  

24. Urdu  

 

Change of program (Online form) 

Program will not be changed if the student’s merit at the time of Admission was below the 
required merit of the program he/she is transferring to. 

1. A student’s request to change his/her program of study will be reviewed by: 

 The department Chairperson of the program the student wishes to enter.  

 Academic Dean of the new program 

2. Decisions made by the Academic Dean and department Chairperson are final.  

3. A copy of the approval of change in program will also be forwarded to the accounts office to 

change the fee structure which will come into effect in the semester following the approval.  

4. After the tuition structure has changed the Academic Services Office will carry out the 

change at their end and the student transfer will be completed.  

5. If change of program has been denied, an enrolled student is not permitted to obtain new 

admission into the desired program. 

 

Degree Requirements 

Multiple Majors and Minors 
 

Though the University does not encourage or discourage a second Major, students may choose 
to do a second Major to strengthen skills for the job market and may be an extension of 
personal interests. In keeping with the spirit of a liberal arts education, an equally viable 
consideration would be to take a Minor instead of a second Major.  
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Students are permitted to pursue more than one major. However, students should be aware 
that the Pakistani Higher Education Commission (HEC) only recognizes the first major on the 
transcript for a Baccalaureate degree. Hence, your degree will be based on the first Major only. 
This is a critically important consideration if degree validation is needed from the Pakistan HEC 
for such purposes as post-graduate study in a Pakistani university, or for job seeking purposes 
where the Major certification is critical.  
 
Student should keep close contact with her/his advisor, and ensure that the choice of courses is 
closely audited if taking a second Major. Any deficiency in the degree requirements will be the 
responsibility of the student. No remedial measures are possible at the time of final audit. If a 
student intends to graduate with multiple Majors or a combination of Major and Minor, all 
requirements must be met from the same catalogue. 
 
 

BA (Hons) Degree 

The following requirements must be fulfilled by all students in order to qualify for formal 

recommendation by the faculty for the Bachelor of Arts (Honors) Degree: 

1. The satisfactory completion of 130 credit hours with a cumulative grade point average 

(CGPA) of 2. 0 or better as well as a grade point average (GPA) of 2. 0 in the major.  

2. The completion of at least 12 upper level courses labelled at the 300 or 400 level.  

3. The satisfactory completion of a major field of study from a list of those offered by the 

university and specific to one catalog only. For the BA (Hons) degree at least 36 credit hours 

(including core courses) must be completed as stated in the requirements of the selected 

major.  

4. The satisfactory completion of the General Education requirements of the university.  

5. The successful completion of the senior capstone courses in the major as required.  

BS (Hons) Degree 

The following requirements must be fulfilled by all students in order to qualify for formal 

recommendation by the faculty for the Bachelor of Science (Honors) Degree: 

1. The satisfactory completion of 130 credit hours with a cumulative grade point average 

(CGPA) of 2. 0 or better as well as a grade point average (GPA) of 2.0 in the major.  

2. The completion of at least 12 upper level courses labelled at the 300 or 400 level.  

3. The satisfactory completion of a major field of study from a list of those offered by the 

university and specific to one catalog only. For the BSc (Hons) degree at least 48 credit hours 

(including core courses) must be completed as stated in the requirements of the selected 

major.  

4. The satisfactory completion of the General Education requirements of the university.  

5. The successful completion of the senior capstone courses in the major as required. 
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BS (Hons) Business Degree 

The following requirements must be fulfilled by all students in order to qualify for formal 

recommendation by the faculty for the Bachelor of Science (Honors) in Business Degree: 

1. The satisfactory completion of 130 credit hours with a cumulative grade point average 

(CGPA) of 2. 0 or better as well as a grade point average (GPA) of 2. 0 in the major.  

2. The completion of at least 12 upper level courses labelled at the 300 or 400 level.  

3. At least 72 credit hours (including core courses) of Business courses as specified in the 

catalog.   

4. The satisfactory completion of the General Education requirements of the university.  

5. The successful completion of the senior capstone courses in the major as required.  

 

BCS (Hons) Degree  

The following requirements must be fulfilled by all students in order to qualify for formal 

recommendation by the faculty for the BS (Honors) in Computing Degree: 

1. The satisfactory completion of at least 132 credit hours with a cumulative grade point 

average (CGPA) of 2. 0 or better as well as a grade point average (GPA) of 2. 0 in the major.  

2. The completion of at least 12 upper level courses labelled at the 300 or 400 level.  

3. The satisfactory completion of the program as specifically stated in the catalog.  

4. The satisfactory completion of the General Education requirements of the university.  

 

BS (Hons) Biotechnology Degree 

The following requirements must be fulfilled by all students in order to qualify for formal 

recommendation by the faculty for the Bachelor of Science (Honors) in Biotechnology Degree: 

1. The satisfactory completion of 130 credit hours with a cumulative grade point average 

(CGPA) of 2. 0 or better as well as a grade point average (GPA) of 2. 0 in the major.  

2. The completion of at least 12 upper level courses labelled at the 300 or 400 level.  

3. At least 64 credit hours (including core courses) of Biotechnology courses as specified in the 

catalog.  

4. The satisfactory completion of the General Education requirements of the university.  

5. The successful completion of the senior capstone courses in the major as required.  

 

Doctor of Pharmacy (PharmD) Degree 
 

The following requirements must be fulfilled by all students in order to qualify for formal 

recommendation by the faculty for the Doctor of Pharmacy (PharmD) Degree (A five-year 

professional degree). 
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1. The satisfactory completion of 198 credit hours with a cumulative grade point 

average(CGPA) of 2.0 or better as well as a grade of ‘C’ or better in each course, as 

per curriculum approved by of the Pharmacy Council of Pakistan/Higher Education 

Commission of Pakistan 

2. The satisfactory completion of the General Education requirements of the University  

 

Requirements for the Minor 

An approved minor is stated in the department’s portion of the catalog. In order to minor in a 

particular discipline, the student must generally complete ½ of the credits required for a major 

in that discipline. The specific courses required for a minor are determined by each department 

offering a minor and are available in the Baccalaureate catalogue and from the Chairperson of 

the department.  

If a department or program is started after the publishing of a student’s applicable catalog, the 

student wishing to take the minor must switch catalogs so that both major and minor are from 

the same catalog. 

A major and minor cannot be taken in the same department. 

General Education 

Forman Christian College is a liberal arts university. The purpose of the General Education 

requirement is to introduce students to a broad range of intellectual pursuits, to provide 

sufficient breadth of knowledge to prepare them for their role as citizens, to equip them with 

communication and analytical skills, to help them to integrate knowledge that comes from 

different disciplines and to prepare them for a lifetime of self-directed learning.  

 

Distribution Requirement 

There are two components of the General Education requirement. Demonstration of 

competency as determined by performance on University assessment examinations given as 

final exams in the general education course related to each of the following five areas: 

1. Written communication in Urdu (URDU 101)  

2. Written communication in English (ENGL 101) 

3. Oral communication in English (MCOM 100) 

4. Quantitative skills (MATH 100 or FEAT Maths score at the time of admission) 

5. Information Technology (CSCS 100) 

 

General Education Requirements 

There are 4 categories of general education. A total of 15 required courses fulfil general 

education requirements. Further explanation is stated below. 
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Any course of three credits or more, including Major courses, fulfil this requirement 

Humanities: 6 courses 

All students must complete the following: 

Religious Studies: 

 Islamic Education 101 (required for all Muslim students) or Christian Ethics 152 

Communication: 

 ENGL 101: Basic Writing Skills 

 ENGL 103: Advanced Writing Skills  

 MCOM 100: Fundamentals of Speech  

 URDU 101: Communicative Urdu 

6th Course from Humanities: 

 The 6th course must be selected from English, History, Mass Communication, Philosophy 

(PHIL 221 cannot be counted as a PHIL Humanities course), Religious Studies (Christian 

or Islamic Studies) Urdu, Arts, or Foreign Languages.  

 

Social and Behavioral Sciences: 3 Courses 

A student must take:  

 1 Pakistan Studies course –PKST 101 

 2 courses from: Business, Economics, Education, Geography, Political Science, 

Psychology or Sociology.  

 

Science and Mathematics: 5 Courses  

Students must take: 

 2-four credit Science courses with labs (both from different disciplines): Biological 

Sciences, Chemistry, Physics  

 1 Mathematics course 

 1 Computer Science course 

 1 other course in either Science, Mathematics, Statistics, Logic (PHIL 221) or Computer 

Science 

 

Foundations of University Education (UNIV 100): 1 Course 

All University Freshmen students must take UNIV 100 during their first semester or after they 

have finished the IEAP program. Transfer students with 60 or more credits are exempted from 

UNIV 100. See details for Transfer based exemption. 
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Academic Credit 

Credit towards a degree is awarded for satisfactory course completion, independent study or 

academic work certified by another accredited degree granting institution (covered in the 

Transfer Credit policy).  

A credit hour identifies a contact hour which a student has to attend in class work, or two 

contact hours in the laboratory, studio or field work each week in during a regular semester. 

Thus, a three credit course will meet for three hours per week, or two hours of lecture and two 

hours of laboratory per week.  

Ordinarily credit is earned by course completion. A normal full-time academic load is five 

courses per semester. A student may take a minimum of 12 semester credit hours or a 

maximum of 18 semester credit hours and still be considered a full-time student. Additional 

payment is required for overloads above 18 credit hours.  

If a student enrols in fewer than 12 credit hours, he/she is considered to be a part-time student. 

Enrolment of more than 18 hours is very rare and requires the approval of the Advisor and the 

respective Dean of Faculty and payment of any additional fees, if applicable. Permission to carry 

an overload will be granted based on a CGPA of 3.0 or above. Senior students (over 90 completed 

credits) with a lower CGPA can take an overload (after they receive the proper permissions) if they 

require the overload in order to graduate on time. 

 

Exemptions and Credit 

 

 Complete URDU Exemption 

MATH 100 

Achieving a score of 75 

or higher on the 

Mathematics section of 

FEAT  

At the time of 

admission 

Any course with a 

MATH prefix from 

the Science and 

Mathematics 

category 

UNIV 100 

(without 

credits) 

Transfer credits of 60 or 

more 

At the time of 

Admission 

Any humanities 

course 
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Exemption for URDU 101 is granted by the Vice Rector for the following types of academic 

backgrounds: 

 Pakistani students who graduated from American or other foreign High School systems, either in 
Pakistan or in a foreign country 

 Foreign students who graduated from a High School system outside of Pakistan 

 Students who studied URDU as a second language/Easy Urdu in O level 

 

 

An exemption of URDU 101 requires substitution of another course in the Humanities. It is the 

student’s responsibility to have this course properly substituted by the Academic office. 

 

Competency in Core Areas 

Starting Fall 2018, there will no longer be separately administered Competency Exams at the end of the 

first year. Instead, competency in core areas will be assessed as a function of students’ performance in 

their associated freshman level skills courses, which include the following: ENGL 101 (Written English), 

MCOM 100 (Spoken English), MATH 100 (Quantitative Skills), URDU 101 for (Urdu), CSCS 100 (IT skills). 

 

FEAT-Based Exemption 

MATH 100 and Mathematics Competency 

Students who achieve a score of 75 or higher on the Forman Entrance Admissions Test (FEAT) 

are exempt from the Mathematics Competency requirement as well as from studying Math 

100. Exemption of Math 100 through FEAT requires that any course with a MATH prefix from 

the Science and Mathematics category course be studied to replace this general education 

requirement. In all 5 courses are required in the Science and Math category.  

Transfer based Exemption 

UNIV 100. 

Students who transfer into FCCU with 60 or more credits are exempt from studying UNIV 100. 

This is given at the time of admission and transfer is not credit based. The required credits must 

be earned through study of an additional course in the humanities category. 

Exemption requiring substitution 

Exemptions made in the above manner require course substitution by appropriately replacing 

the exempted course for degree audit purposes. Replacement must be done in consultation 
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with the academic advisor and notified to the Academic office after grading in the replacement 

course appears on the transcript.  

A-Level based Credit  

Students admitted with an A-Level or an International Baccalaureate (IB) background can receive 

credit for the following list of courses provided they obtained a grade of ‘C’ or higher on the 

International Baccalaureate (IB) or A-Level exam. A-Level subsidiary results (AS) do not qualify for 

receipt of credit in this manner. This is subject to provision of the IBCC (Inter Board Committee of 

Chairman) equivalence certificate. 

If students have not yet received their official A-Level results, they are requested to refrain 

from registering the equivalent course during their first semester at FCCU. They should seek the 

help of their advisor in choosing an alternative and suitable general education course.   

 

A-Level  

Exam 

Forman Equivalent 

Course Credit 

Biological Science BIOL 105 

Chemistry CHEM 100 

Computer Science CSCS 100 

Economics ECON 100 

English ENGL 101 

Geography GEOG 101 

History HIST 102 

Pure Mathematics 1 or 2 MATH 101 

Pure Mathematics 3 MATH 102 

Physics PHYS 100 

Psychology PSYC 100 
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Receiving credit differs from exemption in that replacing the course is not necessary. Credit 

hours associated with the course being given credit for are published on the transcript after the 

necessary procedures have been followed. 

 

 Independent Study (Online form) 

Credit may be earned through independent study by advanced students who exhibit both the 

self-discipline and mastery of the methods demanded by the subject matter selected by the 

student. An independent study project is designed by a student in consultation with the 

Professor who is to supervise and evaluate the work. An academic contract, made in advance, 

specifies the subject and method of inquiry, the texts, the purpose of the project, and the basis 

of evaluation and credit. Each contract approved by the respective Dean of Faculty and the Vice 

Rector, should be deposited in the Academic Office for registration and record keeping. 

Independent study forms are available online. 

FCCU recognizes that many experiences outside the classroom may contribute to a student’s 

program. Internships, participation in community projects, and field experience may be 

accorded credit if closely coordinated with the student’s academic program. Such experience 

ordinarily constitutes a part of a regular course or independent study project. 

Transfer Credit 

Credit is earned by migration or transfer from another degree-granting institution recognized 

by the Higher Education Commission or accredited in the USA or UK, up to a limit of 64 credit 

hours. A student transferring to FCCU from another institution should request a transcript of 

work done in the other institution to be sent to the Admissions Office. When the transcript has 

been evaluated by Academic Services Office, the applicant is notified of the credit acceptance 

by the Admissions Office.  

 

Process 

A student transferring to FCCU from another institution should first submit an official transcript 

of work done in the other institution to the Admissions Office. Upon submission of the 

Islamic Studies ISLM101 

Christian Studies CRST152 

Sociology SOCL 100 

Urdu URDU 103 
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transcript, a process of evaluation is begun. This process can take up to 2 weeks and must be 

started at an appropriate date. During this time, the applicant can conditionally continue to 

fulfil the admission criteria and application procedures.  When the transcript has been 

evaluated, the applicant is notified of the credit acceptance by the Admissions Office.   

 

Admission requirement for all Transfer Students 

Any student applying for transfer must: 

1. Present official transcripts of the previous University  

2. Present current accreditation status of University where coursework was done 

3. Be in overall good academic standing with a CGPA of 2.0 or above 

4. Meet all other criteria of Admission as established by the Admissions Office 

5. In the event that any of the criteria are falsified or not disclosed appropriately, admission is 

liable to be cancelled 

 

Course Credit that is Acceptable for Transfer 

1. An official request for transfer of credits takes place through: 

a. The Admissions Office prior to a new admission  

b. The Academic Services office for students going on approved student exchange 

programs during their course of study at FCCU 

2. An official transcript is required for all transfer credits to be published on the FCCU transcript  

3. The transfer courses must come from an accredited institution 

4. The courses must be appropriate for FCCU’s Degree Requirements.  

5. The grade for each course must be a “C” or better to be accepted by FCCU. 

6. The Chairperson of an individual department determines how transfer credits count toward 

the fulfilment of FCCU’s Major Degree requirements 

7. Transfer of General Education requirements is determined by the Academic Office 

 

Course Credit that is Unacceptable for Transfer 

Transfer of credit based on the following is unacceptable:  

1. Applicants that have previously withdrawn officially from FCCU. 

2. Applicants that have been previously released for academic, or disciplinary measures, 

including dismissals based on Academic Probation.  

3. Unapproved study at another institution while an active student at FCCU. 

4. Unapproved simultaneous enrolment at two institutions (one being FCCU) in the same 

semester 

5.  Distance learning programs that have not been properly approved prior to beginning. 

6. Transfer credit request based on unofficial or photocopied transcripts 

7. Transfer credit request based on private conventional BA/BS or equivalent qualification 



Current Academic Policies 

15 

while a regular student at FCCU. 

8. Courses studied at Non-accredited institutions. 

 

Counting a Conventional Degree towards a 4-Year Baccalaureate 

1. A petition for conversion must be submitted to the Admissions office.  

2. The transcript or result of the accredited university’s conventional BA/BSc degree must be 

submitted with this petition.  

3. The Head of Academics will make a merit-based decision on the petition and communicate 

this in writing to the student.  

4. If the petition is approved, the conditions of transfer apply.  

5. A maximum of 30 credit hours can be achieved through transfer at Forman at the time of 

admission.  

 

Readmission to the University 

Students who have not been enrolled for three consecutive semesters will be dropped from the 

university. They must seek readmission to the University to resume their studies by submitting 

a Request for Readmission to the Vice Rector for final approval. It is the student’s responsibility 

to submit a copy of the readmission approval to: 

1. The Accounts Office (for Readmission fee and tuition) and 

2. The Academic Office (for Registration).  

Once readmitted the student will apply for a new student ID card in room 017 of the Ahmad 

Saeed Administration Building.  

Registration Policies 

 

Unofficial Presence in Class 

Students are only allowed in class when they are officially registered for it. An instructor 

confirms official registration by checking the class roster. Students must attend all courses 

registered for in a particular semester. A student must study in the correct section to earn a 

grade. Switching sections unofficially is not allowed. An NS will be given to students who have 

officially registered for one section and then switched to another.  

 

Registration Timeframe 

Registration dates are published in the academic calendar.  

All courses, for which the student wishes to earn credit, must be registered through student 

web services. The student is responsible for every course listed on his/her account schedule 

and can receive no credit for courses not listed here.  

After registration, official changes in registration may be made only during official add/drop 
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periods when access to registration is again available online. No course may be added after this 

deadline.  

See ‘Cancellation of Courses due to Low Enrolment’ for that timeframe. 

Overloading Courses in a Semester (Online form) 

In a normal course of study, students register for 5 courses, or up to a maximum of 18 credits 

online. They can however take a sixth overload with permission if their CGPA is 3.00 or above. 

Senior students (90 completed credits), with lower CGPA can take overload if they require the course to 

graduate. 

 

A student desiring an additional course over 18 credit hours must obtain the approval from 

Chief Student Services Officer. Such approval is based on a current CGPA of 3.00 or above or if 

they require the course to graduate on time. 

  

 

No Seat in Selected Course (Request Online for Seat Exception) 

Sometimes, because of popular demand, seats become full in courses desired by a student. 

However, there is a process to enter such a class if it is absolutely necessary for the student to 

do so in the current term. This decision is at the discretion of the Instructor and department 

Chair in whose course the seat is desired. 

When seeking a seat in a course that is already full: 

1. Apply for Seat Exception online by going through Online Seat Exception process guide, which 

is available on FCCU’s website in Student’s Tab and on Academic Services Office page 

Resources Tab.   

2. If a seat is approved, the student must ensure that this course does not conflict in time with 

other courses registered online.  

 

Any discrepancy must be dealt with in the applicable semester. 

Pre-requisite Waivers 

Prior to registration in a course with pre-requisite requirements, the student should have 

completed the pre-requisite successfully. In the rare event that this has not happened, a 

student may petition the Instructor for waiver of a required pre-req. Approvals endorsed by the 

Chairperson in writing can be submitted to the Academic Services Office for processing within 

the registration timeframe. 

Confirmation of Registration  

Upon completion of the registration procedures as outlined in the registration post on the 
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University website, the student’s registration is confirmed on payment of the estimated bill 

provided on the students web account. Payment must be made in entirety by the last date 

mentioned on the academic calendar.  

Business Holds 

Students whose dues remain in arrears will be put on business holds. Students pre-registering for 

courses (usually in the previous semester) can lose those courses if fees for them are not paid by the last 

date of payment. This will happen before add/drop. Students can reregister during add/ drop for any 

lost courses. All courses on a student’s schedule at the end of add/drop will be charged. No courses will 

be deregistered but a business hold will be placed on the account and no further registrations will be 

done until all fees are cleared. A fine will be charged for fees paid after the stated deadline. 

Cancellation of Courses due to Low Enrolment  

 After the close of add/drop, classes with low enrolment are likely to be closed, 

particularly lower level elective courses. 

a. For Spring and Fall, low enrolment is 5 students for upper level (300/400) and 10 

students for lower level (100/200) courses. 

b. For Summer and Winter, low enrolment is 10 students for all courses 

 The Chairperson will be informed of the closure of courses due to low enrolment  

 All instructors teaching courses with low enrolment must inform students of the 

likelihood of closure, prior to the end of add/drop. 

 The Chairperson can make the decision to continue with such course provided there is 

appropriate justification to do so. 

 If a registered course has been cancelled, students of that course can visit the Academic 

Office to arrange a satisfactory substitute preferably within the add/drop period or 

within 4 days of add/drop closure. 

 

Grading Policies 

Grades are final as given by an Instructor unless a reason exists for change as stated below. All 

grades will be locked onto the transcript at the time of degree awarding and will not be 

changed subsequently. (See Grade Change Policy) 

Transcript Updates 

It is the student’s responsibility to check his/her transcript after grading each semester and 

apprise the Academic Services Office of errors resulting in incorrectly placed Academic 

Probation and incorrectly applied Repeat to course credits. 

Additionally, any course taken to replace an exempted course must be brought with proper 
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approvals to the Academic Services Office for substitution immediately after grading. 

Courses with two designators (coding) are marked with a * to identify them as cross listed 
courses. Students must select the correct designator for their applicable program since these 
will not be changed on the transcript after grading. 
 
If a student registers for a cross-listed course twice (unless the first one is with a W, NS or F 

grade) under two different departments the credits shall count only once and the second course 

taken would be “Academically Withdrawn” and graded AW.  
 
Grade Change Policy 

If an instructor of a student determines that a grade was issued incorrectly because of a clerical 

or procedural error (a calculation error or one in transcribing the grade), it can be corrected by 

submitting a grade change form to the Academic office.  

 The procedure is as follows: 

1. An original grade change form must be picked up from the Academic Services Office by only 

an Instructor of the course for which the change is being made.  

a) Forms will not be given to the student requesting the grade change or department 

administrative staff.  

b) Grade Change forms must not be stored in excess by instructors/departments.  

2. The grade change form must be filled completely: 

a) The reason for the change must be stated clearly.  

b) The form must be signed and dated by the instructor.  

c) If the instructor is no longer on faculty, the grade change form can be processed by the 

department Chairperson with approval from the respective Dean of Faculty. 

3. All grade changes carry a time limit.  

d) Incompletes in regular courses (due to typing errors and miscalculations) will continue 

to be accepted by the Academic Office up to 8 weeks of the following semester. 

e) An Incomplete in Internship can remain unchanged for one semester.  

f) Research should be awarded an “I” in the semester registered and changed within one 

Academic year for Baccalaureate. 

g) A late grade change form can be submitted to the Academic Office after approval of the 

Dean of Faculty but final approval will be granted by the Vice Rector. 

 

The grade change form must be submitted in person by the Instructor within the stated time 

frame. Only original forms will be accepted for grade change. Photocopied grade change forms 

will not be approved. 



Current Academic Policies 

19 

Grade of ‘I’ (Incomplete) 

1. A grade of “I” (Incomplete) indicates that, although a substantial proportion of the course 

requirements have been met, the student has not completed all course requirements by the 

end of the term.  

2. In the judgment of the instructor the student: 

a) Has been in good standing.  

b) Is facing an emergency situation beyond his/her control. 

3. A student must submit the work required within six (6) weeks of the following semester. If 

the work is not completed the grade of incomplete is automatically changed to an F.  

4. An Incomplete should never be given to a student who has performed poorly during the 

entire semester and wants extra time to improve the grade.  

5. An Incomplete in Internship can remain unchanged for one semester •  

6. Research should be awarded an“I”in the semester registered and changed within one 

Academic year for Baccalaureate. 

 

Retaking a Course 

 The first is where a student has received a letter grade of D or F in a course. In this 

situation he/she is allowed to retake that course. The second earned grade will count 

and be factored into the CGPA.  

 If a student is found to have repeated a course to earn a better grade outside of the 

first instance stated above, the second course will be withdrawn with ‘AW’ appearing 

on the transcript. 

 If repeating a course with a D grade has caused double credits to appear on a 

transcript, the student must apprise the Academic Services Office of this anomaly and 

get it corrected immediately to avoid untoward circumstances delaying graduation.  

Withdrawal Policies 

Course Withdrawal (Online form) 

 Students are allowed to withdraw from a course until the end of the ninth tenth week of 

the regular semester. Students who withdraw from a course by the withdrawal deadline 

will receive a grade of “W” by the instructor.  

 If a student does not officially drop a course or withdraws from a course after the 

deadline, he/she will receive a grade of F or NS.  

 In circumstances where Academic Policy has been breached or disciplinary action taken, 
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the Vice Rector’s Office may award an AW (Administrative withdrawal) to a student and 

withdraw the grade given for the applicable course. 

 In extreme circumstances beyond the student’s control, such as illness, accident or 

death of a parent, permission will be granted to withdraw after the withdrawal 

deadline. In extenuating circumstances “W” will be awarded by the Vice Rector’s office.  

Temporary Withdrawal/Leave of Absence (Discontinuing for one semester or year) 

 A Temporary Withdrawal means the student has decided to discontinue one semester 

or one year of studies. Depending on the date of withdrawal, the student may be 

entitled to a refund. Please refer to the withdrawal refund policy in the catalog.  

 Students who need to withdraw should initiate the process by meeting first with their 

Academic Advisor and then with the Vice Rector, completing the withdrawal form and 

providing appropriate documentation to support their request to withdraw.  

 Students who are recipients of financial aid must consult the Office of Financial Aid to 

confirm if their withdrawal will have any impact on their financial aid eligibility.  

 The Vice Rector will forward the withdrawal form along with documents to the Head of 

Academics as soon as the decision to withdraw has been made.  

University Withdrawal (Online form) 

A University Withdrawal is defined as leaving the university permanently. If a student decides 

to leave the University, the procedure to be followed is given below: 

1. The University Withdrawal Clearance form must be downloaded from the website.  

2. It is the student’s responsibility to obtain clearance from the Library, Computer Lab, Chief 

Proctor, Accounts Office and Science Laboratories.  

3. The university ID card must be returned to the Accounts Office.  

4. On receiving the approved form with all clearances, the Academic Services Office will issue a 

Letter of Release.  

5. The student must submit a copy of the Letter of Release to the Accounts office in order to 

collect his/her security deposit.  

6. If a student quits and fails to inform the university about the decision to discontinue at the 

university, he/she will receive failing grades for all courses. If the student does not cancel 

his/her registration prior to the drop deadline, he/she will be held financially responsible for 

applicable tuition fees.  
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Degree Audit 

Degree Audits show progress towards a degree being earned at the University. It is mandatory 

that the student meet regularly with his/her advisor to keep a check on progress and plan for 

courses towards degree completion. The authority in degree audit is the published catalog 

which must be followed strictly.  

 

In terms of credit, overall, the minimum requirement to graduate is 130 credits, depending 

upon programs. Of these some are earned in the Major Block and some in the General 

Education Block, which is further sub-divided into Humanities, Social Sciences, Science and 

Mathematics etc.  

One course can be counted in two applicable blocks e. g. BIOL 221 is counted once in the Major 

and helps towards total credits needed there. BIOL 221 can also be counted toward fulfilling 

General Education Science requirement for a lab course.  In this way a course can count twice 

in two different blocks.  

However, the credits will not be doubled up. Credit wise the course will only be counted once 

in the 130 count check. General Education does not require a calculation of credits, only that, 

acceptable courses have been taken in the required categories.  

This is an acceptable routine way of counting courses and is done in other universities that 

have General Education requirements for graduation apart from the Major.  

Independent Degree Audit 

After students have completed all degree requirements from their catalog, and their Academic 

advisor has signed off on their degree application form, an independent degree audit is done by 

the Academic Services Office to determine compliance with Catalog requirements and eligibility 

for degree awarding.  

 

All majors or minors added to the degree after the primary major has been declared must be 

fulfilled from one catalog to pass the independent degree audit. 

The Academic Services Office will Email and Send SMS to students prior to commencement 

each year, that reflects degree completion status and eligibility for participation in 

commencement. It is the student’s and advisor’s responsibility to ensure that the requirements 

for graduation have been met specifically as stated in the published catalog.  

 

Ineligibility for Commencement  

If requirements have not been met, the student will need to report the matter to the Academic 
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Advisor and Head of Academic Advising, as well as apprise his/her department Chairperson of 

the situation. The degree application will need to be cancelled at the Academic Services Office 

and participation in commencement will be withdrawn.  

 

Urgent Degree 

A student can apply for an urgent degree any time before commencement provided the 

conditions for degree awarding have been fulfilled as stated above. Permission to walk in 

Commencement after receiving an urgent degree is granted by the Registrar’s office. 

 

If a student applied for Commencement, but his/her degree application was withdrawn for non 

compliance, he/she can reapply for an urgent degree provided all requirements have been met 

at the time of application. A request for an urgent degree has to be given at the Academic 

Services Office. This process takes three weeks, and requires extra payment.  

 

Anomalies in departmental offerings and catalog requirements: 

If anomalies exist between semester offerings and catalog requirements, students, along with 

their advisors must immediately apprise the department Chairperson of the need to facilitate 

them by offering a course that is listed on their catalog whether this is a core or a required 

elective. 

 

One course in Lieu of Another  

If the department decides to change a core or required elective from a past catalog through 

deletion or dormancy, while the catalog is still active, the department Chairperson must: 

1. Acquire approval of the Dean of Faculty in regards to any exception being made in lieu 

of such a course, justifying its applicability to one or all students.  

2. The Dean will communicate this in writing to the Academic Services Office. 

 

Policy on Privacy 

Forman Christian College (A Chartered University) guarantees both the privacy and the 

confidentiality of all student educational records and a student’s right to access those records. 

The official custodian of student records is the Head of Academics. Processing of records is 

done through Academic Services Office Staff as authorized.  

Access to student records is limited to the student, but can with the students written 

authorization and accompanied with the student ID, be granted to parents or guardian, current 

instructors, counselling and administrative staff with legitimate interests, or any party 

designated by the student.  
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Authorized officials of the government, accrediting agencies, as well as persons bearing a lawful 

judicial order or subpoena may also request access to student records by presenting proper 

documentation with a reason supporting such access. 

A student or former student has the right of access to his or her records. However, the 

University may deny access if the student has unpaid financial obligations to the University. 

Requests for access or copies of records must be made in writing to the Head of Academics who 

will comply within seven business days. Following review, a student may request any portion of 

his or her record to be expunged or edited, provided that supporting documentation is 

produced or available.  

 

 


