Professional development Events - English Language Support

Course Attendance Policy

1. Attendance Requirement:
Teachers (students- staff) are expected to attend all scheduled classes. Consistent attendance is essential for successful completion of the course.
Teachers (students- staff) must attend at least 80% of the sessions to qualify for any final assessment or certification.

2. Punctuality:
Teachers (students- staff) are expected to arrive on time. Late arrivals of more than 5 minutes may be marked as "Late."
Three instances of "Late" arrivals may count as one absence, and it will be reported.

3. Absence Notification:
If a student is unable to attend a session, they must inform the instructor or Head of Department in advance.
For any absence, a valid reason may need to be provided, and relevant documentation (e.g., a medical note) may be requested.

4. Make-up Sessions:

Teachers (students- staff) may be required to attend make-up sessions if they miss critical parts of the course.
Make-up sessions are scheduled based on availability and at the discretion of the instructor.

5. Emergency Absences:
In cases of emergency, students should notify the administration (HOD) as soon as possible. Any extended absence may be handled on a case-by-case basis.
General Regulations

1. Code of Conduct:
Teachers (students- staff) must behave respectfully toward instructors, staff, and colleagues. Any disruptive behavior may result in disciplinary action.

2. Dress Code:
No Dress code is required.

3. Academic Integrity:
Plagiarism, cheating, or any form of academic dishonesty is prohibited. Violations may lead to disciplinary action, including removal from the course.

4. Use of Technology:
Mobile phones and other electronic devices should be on silent mode during class. Personal devices are to be used only when permitted by the instructor for educational purposes.

Course Grading Policy
Each student’s performance will be evaluated based on a combination of written assignments, oral presentations, participation, and final assessments. The grading system is structured as follows:

1. Written Assessments (30%):
Exams: Formal exams or quizzes to test students' understanding of the course material. These will be held periodically and will contribute to 20% of the total grade.
Assignments/Projects: Written assignments, case studies, or projects that allow students to apply their knowledge. This component will make up 10% of the total grade.

2. Oral Assessments (40%):
Presentations: Students will give individual or group presentations on assigned topics, contributing 20% to the final grade. Presentations are evaluated on content knowledge, clarity, organization, and delivery.
Participation and Discussion: Active participation in class discussions, group work, and oral contributions to class will account for 10% of the final grade.
Oral Exam/Interview: A final oral exam or interview may be conducted to assess students’ communication skills and understanding of course content, contributing another 10% to this category.

3. Class Participation (10%):
Regular participation, engagement in class activities, punctuality, and adherence to the course regulations will contribute to 10% of the final grade.

4. Final Assessment (20%):
A comprehensive final exam or project, covering the entire course material. This assessment will be a combination of written and/or oral components, as determined by the instructor.

Grade Breakdown:
Grading Scale
The following grading scale will be applied to all assessments:

A: 90–100% - Excellent
B: 80–89% - Good
C: 70–79% - Satisfactory
D: 60–69% - Needs Improvement
F: Below 60% - Failing
