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1.0

2.0

3.0

4.0

5.0

6.0

OBJECTIVE

To outline the flow process of end-of-semester examination preparation for postgraduate
students taking coursework mode and the process of upgrading graduating postgraduate
students’ status.

SCOPE
2:1 Coursework mode postgraduate students
ACCOUNTABILITY

3.1 Centre for Postgraduate Studies

3.2 Postgraduate Office, Centre of Studies

33 AD: Assistant Director (N4 1/N44)

3.4 AA: Administrative Assistant (N19/N22/N26)
3.5 Academic Administrator

ABBREVIATION (If any)

4.1 CPS : Centre for Postgraduate Studies

4.2 CoS: Centre of Studies

4.3 AREM : Academic Record and Event Management System
4.4 SGC: Senate Graduation Committee Meeting

REFERENCE
5.1 Postgraduate Regulations (Revised 2022)

RECORD RETENTION PERIOD
6.1 5-7 years
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7.0 PROCESS FLOW

Responsiblity Flow Chart Remarks

ADISAD
CPS

AD/SAD/AAOIAA
PG Office, CoS

AD/SAD/AAOIAA
PG Office, CoS

AD
CPS

AD
CPS

Beginning of
Semester

Y

Issue announcement and letters

A 4

Administer and monitor the handling of examination matter
and process

A

Generate courses offered to No Final or Centralised and
Decentralised Examination Time Table

A

Issuance of Preliminary Examination Time Table

Y

Transfer Student's Dala

1 -2 weeks before
the commencement
of semester

etter of examination,

Monitoring Students Attendance
nd Graduation lefter

pplication and Deadlines of
pplications for Resit/Special
xamination, Repeat and
eplace Course, Appeal for
echecking, and Correction of
rade for previous semester
xamination

W1-W4 |

All resuits of resit/special
examination and appeal for
rechecking to be endorsed at
CoS

| Week 4

In PG System, 0 for
Decentralized and -1 for No Final

Week 5-6

Via, either:

1. CPS website
2. I-Ma'luum Student Portal
3. Notice to PG Office, CoS

Week 9

From registration module to
examination module via AREM
System
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PG Office, CoS

ADIAAQIAA
CPS

ADIAAQIAA
cPs

ADIAAOIAA
CPS

AD/AAOIAA
CcPs

AD/AAOIAA
CPS

AD/AAO/AA
PG Office, CoS

ADIAAQIAA
PG Office, CoS

AD/AAOIAA
PG Office, CoS

ADIAAQIAA
PG Office, CoS

Finalize status of course offered, examination time table and assign

venue for examination

l

l Issue Examinalion slip I

Open application for examination assistants and conduct briefing (if

applicable)

|

Y

Transfer data and update deadline for submission of examination

results

!

I Generate seating number for centralised examination I

|

[lssue standard appointment letter for invigilators to CoS I

Y

Responsiblity Flow Chart Remarks
AD
CPS Online notice on issuance of Final Examination Time Table | Week 10 |
Via:
Website CPS
I1-Ma'luum Student Portal
Notice to PG Office, CoS
Y
AD/IAAOIAA

Week 10

In PG System

Week 10

Week 10

Week 10

Week 10

Week 10

System

Check, update and do adjustment to students’ examination seating in PG

|

Appoint and assigned duties to invigilators

|

Check and print the attendance sheet for examinations

y

Update Y grade in PG System

Cont.

Week 13

Week 13

Week 13

IR

Week 13

Students who are not

allowed to sit for final

examinalion (barred
students)
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Responsiblity

Flow Chart

Remarks

ADIAAQIAA
PG Office, CoS

AD/SAD
CPS

AD/SAD
CPS

AD/SAD
CPS

ADIAAOIAA
PG Office, CoS

ADIAAQIAA
PG Office, CoS

AD/AAQIAA
PG Office, CoS

AD/AAOQIAA
PG Office, CoS

ADIAAOIAA
PG Ofiice, CoS

AD/SAD
CPS

ADISAD
CPs

Dean, CPS
Deputy Dean, CPS
DDPG, CoS
ADISAD
CPS

NO

:

Conduct end-of semester examination

v

Monitoring handling of End-of Semester Examination at CoS

}

Transfer data

A
Generate dismssed status

|

Week 14-17

Week 14-17

Week 19

il

First generation of examination results

y

Endorse examination results at CoS (i.e Board of Examiners

Examination to Results
module in AREMS

Week 19

Week 19

l Week 19

Meeting)

Y

Ensure no course without
grade and no student
without status

Second generation of examination results after adjustments

Y

Monitor submission of results for,

1. | Grade by Week 4 in the subsequent semester
2. IP Grade and regisiration of the course in the subsequent
semester for satisfactory progress

L,

Prepare analysis report of End-of-Semester Examination

A

Submit list of students for graduation

Y

Prepare list of graduation and statistics for endorsement of SGC

SGC Endorsement

YES

Week 19
in PG System

I Week 19 l

| Grade : Incomplete
IP: In Progress

Twice per month
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ANNEXE

1.0 ANTI BRIBERY MANAGEMENT SYSTEM — MACC ACT 694
1.1 Soliciting/Receiving Gratification (Bribe) [section 16 & 17(a) MACC Act 2009]
1.2 Offering/Giving Gratification (Bribe) [section 17(b) MACC Act 2009]
1.3 Intending to Deceive (False Claim) [Section 18 MACC Act 2009]
1.4 Using Office or Position for Gratification (Bribe) (Abuse of Power/Position) [Section

23 MACC Act 2009]

1.5 Duty to Report Bribery Transactions [Section 25 MACC Act 2009]

2.0 COMMUNICATION TOOL
2.1 Email announcement

2.2 Letter to Centre of Studies

23 Whatsapp group announcement
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