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A Message from the Head of Department 
 

Dear Students, 

Welcome to the General Foundation Programme. The success of the English Language 

Programme depends on your active participation. During the course of study, you will be 

expected to actively participate in the whole learning process. You are encouraged to seek 

knowledge actively or to use the acquired information in new situations. Also, you will be 

involved to extra-curricular activities during your study at the GFP to expand the benefit from 

the Foundation Programme. This will be a great help when you take up employment. 

The centre is open from Sunday to Thursday. It will be your responsibility to organise your 

time to the best of your ability using the centre’s educational premises. This will allow you to 

follow independent learning programmes and carry out homework and assignments. 

This handbook will serve as an introduction to the General Foundation Programme for this 

academic year. It contains details on the nature of the programme, entry, structure, resources 

available, the assessment procedure, guidance and discipline, and other information you require 

during your course of study. You should read it carefully so that you are fully aware of the 

nature of the programme and the college requirements you must fulfil, to complete the 

programme successfully. The responsibility for a fruitful outcome lies with you. 

  



3 | P a g e  
 

 

TABLE OF CONTENTS 

 Page 

A message from the Head of English Language Centre 

………………………… 

2 

About the College Mission, Vision, Goals, Values. .…………………………… 4 

Graduate Attributes……………………………………………………………… 5 

English Language Centre Profile……………………………………………… 6 

Foundation and Post-Foundation Programmes ………………………………… 6 

Centre Council 

…...……………………………………………………………… 

7 

Course Audit Plan ………………………………………………….. 

…………… 

8 

Admission and Progression………. 

……………………………………………… 

9 

IELTS Criteria 

…………………………………………………………………… 

11 

Programme Structure and Description. .………………………………………… 12 

Assessment System……………………………………………………………… 13 

Grading System ………………………………………………………………… 15 

Math and IT in the Foundation 

Programme……………………………………… 

15 

GFP Policies and Procedures 

……………………………………………..……… 

18 

      Penalty for Cheating 

………………………………………………………………… 

18 

     Latecomers’ Procedure………. 

……………………………………………………… 

     Warning Notices and Valid 

Excuses………………………………………………… 

     Mobile Phone and Gadget 

Policy…………………………………………………… 

     Level Repeat and Dismissal Policy 

………………………………………………… 

     Appeal Policy 

………………..………………………………………………………… 

19 

20 

21 

22 

23 

24 

25 

25 

26 

30 



4 | P a g e  
 

     Academic Integrity 

Policy…………………………………………………………… 

GFP Activities 

…………………………………………………………………… 

GFP Facilities 

……………………………………………………………………. 

Brief Description about CIMS, AMS and E-

Learning……………………………. 

Methods of Communication 

....……………………………………………………  

College Library and ProQuest 

…….……………………………………………… 

English Society 

…………………………………………………………………… 

Dress Code 

……………………………………………………………………….. 

Important Instructions 

……………………………………………………………. 

List of Staff 

………………………………………………………………………. 

30 

31 

31 

31 

32 

 

 

  

 

 

 

 

 

 

 



5 | P a g e  
 

About the College 

Ibri College of Technology is one of the Regional Colleges of Technology under the Ministry 

of Manpower in Oman, alongside with Musanna, Nizwa, Ibra, Salalah, and Shinas in addition 

to the Higher College of Technology in Muscat.   

The College is the youngest among the other six Regional Colleges of Technology in Oman 

which is located in the Governorate of Al Dhahira Region.  It offers three (3) programs: 

Engineering, Information Technology and Business Studies which of the same academic 

standards approved and monitored by experienced educators in the Higher College of 

Technology (HCT) in Muscat to ensure that students need in the industry is sustained.  

College Motto.  Where technology is invented. 

Vision.  To be at the forefront of higher education institution in technological 

education nationally and regionally. 

Mission.  To provide a high quality learning, training and research environment 

towards developing technological, innovative and entrepreneurial capabilities to meet 

the ever evolving social and economic needs. 

Goals 

1. To anchor our identity of technological education within an effective and efficient 

institutional system. 

2. To foster an environment that promotes applied research, innovation and consultancy 

in various fields of technology. 

3. To continuously develop institutional relationships in all relevant spheres with all 

stakeholders. 

College Values  

Value 1:  Integrity.  To demonstrate ethical practices in all transactions, interactions and 

processes. 

Value 2:  Professionalism.  To apply agreed rules and regulations, following set of 

policies including codes of conduct and standard operating procedures and working diligently 

to attain set outcomes. 

Value 3:  Pursuit of Knowledge and Excellence.  To establish life-long learning 

excellence in technological knowledge acquisition, application, and innovation. 

Value 4:  Participation and Partnership.  To enhance participation and partnership 

relations within and beyond Colleges of Technology. 

  

http://www.act.edu.om/
http://www.nct.edu.om/
http://www.ict.edu.om/
http://www.ibrict.edu.om/aboutibrict/www.sct.edu.om
http://www.ctshinas.edu.om/
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Graduate Attributes 
Attribute 1 Group Skills 

Effective Communication 

- Active listening 

- Critical reading 

- Confident speaking 

- Focused writing 

Attribute 2 Group Skills 

Scholastic rigor and practical 

competence 

- Creative thinking 

- Problem solving 

- Analytical thinking 

- Time management 

- Dexterousness 

- Knowledgeability 

Attribute 3 Group Skills 

Team work 

- Collaboration 

- Tolerance and flexibility 

- Planning 

- Organization 

- Time management 

Attribute 4 Group Skills 

Lifelong Learning 

- Research skills 

- Critical thinking 

- Inquisitiveness 

- Goal setting 

- Commitment 

- Adaptability 

Attribute 5 Group Skills 

Autonomy and Accountability 

- Work independently 

- Confidence 

- Responsibility 

- Transparency 

- Reliability 

- Authenticity 

Attribute 6 Group Skills 

Innovation 

- Imagination 

- Aspiration 

- Problem solving 

- Solution-integration 

- Visionary 

- Perseverance 

Attribute 7 Group Skills 

Entrepreneurship 

- Creativity 

- Initiation 

- Risk-taking 

- Resilience 

- Inspiration 

- Persistence  
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English Language Centre Profile 
The English Language Center aims at developing students' linguistic proficiency by promoting 

active learning and use of English through extensive practice in all the language skills needed 

in various academic situations and the labor market. It also aims at enabling students to attain 

an advanced level competency in critical thinking skills, communication skills and study skills. 

Moreover, the ELC provides the skills that learners need to successfully advance towards 

educational, technical, and personal goals that ultimately lead to their full participation in the 

national development of Oman. 

 

All registered students are eligible to enter the Program. Their entry level depends on their 

linguistic ability. The in-house placement test will determine the English language level of each 

student and his or her placement is decided accordingly. This means that not all students will 

be required to take the four levels. Some may progress through the Program much faster than 

others depending on the results of the Placement Test. 

 

Students can be exempted from the placement test and admitted to the specialization program, 

provided they produce evidence of: Achievement of Level Exit Exam at level 4, OR 

Proficiency in International Accredited Exams, i.e. Academic IELTS Band for 4.5 and 5.0 for 

BTech and meet IT and Math Foundation Program requirements. 

 

There are two programs 

Foundation Program 

The four-level English Language Program in the Foundation Year mainly aims at developing 

students' linguistic proficiency to meet the academic requirements of the Post-Foundation 

specializations. Though it is a non-credit course, it is a prerequisite to joining the Post-

Foundation Programs. Throughout the four levels – 1,2,3,4 – newly registered students are 

placed in groups according to their scores in the Placement Test, regardless of their prospective 

specialization. However, students who score exceptionally well on the Placement Test (86% 

and above) qualify to sit for level 4 Exit Exam. Upon passing this Exit Exam, students go 

directly to the credit hour Program, provided that they meet all the other admission criteria for 

the target specialization, including the minimum TOEFL score. If they fail to pass Level 4 Exit 

Exam, students are enrolled in level 4. 
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Post - Foundation Program 

The English Language Centre offers courses at the post-foundation level to students of different 

departments. The courses represent an extension to the English Foundation Program and aim 

at assisting students in their academic studies. The focus is on academic skills which students 

need at this level, such as report writing, presentation skills, and public speaking and 

communication skills. There are 4 teaching hours per week for each course. The main courses 

offered at different levels of the Program and the relevant details are given in the subsequent 

pages. 

 

 
Centre Council 
 

English Language Centre has a council chaired by the Head of the centre, with the membership 

of two Heads of Sections and the Departmental QA coordinator. The council has various 

responsibilities such as implementing curricula, syllabi and academic plans, approving 

examinations’ specifications and endorsing results, suggesting and promoting the department 

study plans,  teaching loads, academic supervision ,counselling and assessment, approving 

departmental academic research plan and annual activities, identifying the needs for the staff, 

setting up ad-hoc or permanent committees to stimulate educational, training or extra-curricular 

activities, etc. The Department Council will meet upon invitation from the Chairman at least 

once a month or as deemed necessary. The HoC will name the person in charge of preparing 

the council meetings’ agenda and the minutes. 
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Approved Program Structure 

Course Audit Plan 

General Foundation Program(GFP)   

Foundation Levels 1-4 

 

S# Code Course Name Prerequisite Type 
Credit 

Hour 
Th Pr 

Total 

Hours 
Sem 

1 FDL1 English for Level 1 
Placement 

Exam 
DR 0 14 4 18 

S
em

es
te

r 
1
 

2 FDL2 English for Level 2 L1 
DR 

0 14 4 18 

3 FDL3 English for Level 3 L2 
DR 

0 14 4 18 

4 FDL4 English for Level 4 L3 
DR 

0 14 4 18 

5 FPIT0001 IT for Foundation L4 
DR 

0 0 4  

6 
Math 

1102 
Pure Math L4 DR 0 0 4  

7 FDL1 English for Level 1 
Placement 

Exam 
DR 0 14 4 18 

S
em

es
te

r 
2
 

8 FDL2 English for Level 2 L1 
DR 

0 14 4 18 

9 FDL3 English for Level 3 L2 
DR 

0 14 4 18 

10 FDL4 English for Level 4 L3 
DR 

0 14 4 18 

11 FPIT0001 IT for Foundation L4 DR 0 0 4  

12 
Math 

1102 
Pure Math L4 DR 0 0 4  

13 FDL1 English for Level 1 
Placement 

Exam 
DR 0 14 4 18 

S
u

m
m

er
 

14 FDL2 English for Level 2 L1 
DR 

0 14 4 18 

15 FDL3 English for Level 3 L2 
DR 

0 14 4 18  

16 FDL4 English for Level 4 L3 
DR 

0 14 4 18  

17 FPIT0001 IT for Foundation L4 
DR 

0 0 4   

18 
Math 

1102 
Pure Math L4 

DR 
0 0 4   

     0 168 48 216 Total 
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Post Foundation Program (PF)   
 

 

S# Code Course Name Prerequisite Type 
Credit 

Hour 
Th Pr 

Total 

Hours 
Sem 

1 ENTW1100 
Technical Writing 

I 
LEE CR 3 4 0 4 

S
em

es
te

r 
1
 2 ENTW1200 

Technical Writing 

II 

Technical 

Writing I 
CR 3 4 0 4 

3 ENGL2100 
Technical 

Communication 

Technical 

Writing II 
CR 3 4 0 4 

4 ENGL3100 Public Speaking 
Technical 

Comm 
CR 3 2 2 4 

         

5 ENTW1100 
Technical Writing 

I 
LEE CR 3 4 0 4 

S
em

es
te

r 
2
 6 ENTW1200 

Technical Writing 

II 

Technical 

Writing I 
CR 3 4 0 4 

7 ENGL2100 
Technical 

Communication 

Technical 

Writing II 
CR 3 4 0 4 

8 ENGL3100 Public Speaking 
Technical 

Communication 
CR 3 2 2 4 

         

9 ENTW1100 
Technical Writing 

I 
LEE CR 3 4 0 4 

S
u

m
m

er
 

10 ENTW1200 
Technical Writing 

II 

Technical 

Writing I 
CR 3 4 0 4 

11 ENGL2100 
Technical 

Communication 

Technical 

Writing II 
CR 3 4 0 4  

12 ENGL3100 Public Speaking 
Technical 

Communication 
CR 3 2 2 4  

     36 42 6 48 Total 

 

Admission and Progression 

All registered students are eligible to enter the General Foundation Programme. Their entry 

level depends on their linguistic ability. The in-house placement tests will determine the 

English language level, Math level and IT level of each student and their placement is decided 

accordingly. This means that not all students will be required to take the four levels. Some may 

progress through the programme much faster than others depending on the results of the 

placement tests (See Diagram 1 below). 

 



11 | P a g e  
 

 

Figure 1: Admission and Progression 
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Exemption 

Students can be exempted from the placement test and admitted to the specialization 

programmes, provided they produce evidence of: 

 a score record of international accredited examinations, i.e. Academic IELTS (at least Band 

4.5)or its equivalent of a TOEFL iBT (See Table 1). 

 meeting the IT and Math Foundation Programme requirements. 

 

Table 1: Post-Foundation Programme Requirements 

Cases 
English 

Requirement 

Math 

Requirement 

IT 

Requirement 

Specialisation 

Programme 

Student A 
IELTS Band 4.5 

TOEFL iBT 32-34 

Basic and 

Pure/Applied 

Math* 

IC3 or ICDL 
Higher 

Diploma** 

Student B 
IELTS Band 5 

TOEFL iBT 35-45 

Basic and 

Pure/Applied 

Math* 

IC3 or ICDL Bachelor** 

 

* The student must study the Math and IT requirements even if they have provided and  

IELTS/TOEFL iBT certificate. 

** The student GPA should meet the Post-Foundation Programme requirements. 
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IELTS Criteria 
 

IELTS and TOEFL Criteria 

Promotion to Higher Levels at the Colleges of Technology 

The mechanism of promotion from the diploma level to the higher diploma level and the 

bachelor level is as follows: 

Table 2: The Mechanism of Promotion 

TOEFL 

iBT 
IELTS GPA 

Specialisation 

Programme 
Conditions for Promotion 

56 

The 

score in 

the four 

skills 

should 

not be 

less than 

(13) 

4.5 

The 

score in 

the four 

skills 

should 

not be 

less than 

(4) 

2.5 Advanced Diploma 

Students interested in 

continuing their course of 

study after successfully 

completing their diploma level 

may proceed to the higher 

diploma level, provided that 

they achieved the required 

CGPA (2.5) and the required 

IELTS score or TOEFL (iBT) 

test score. 

64 

The 

score in 

the four 

skills 

should 

not be 

less than 

(15) 

5 

The 

score in 

the four 

skills 

should 

not be 

less than 

(4.5) 

2.75 Bachelor 

Students interested in 

continuing their course of 

study after successfully 

completing their higher 

diploma level may proceed to 

the bachelor level, provided 

that they achieved the required 

CGPA (2.75) and the required 

IELTS or TOEFL (iBT) test 

score. 
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Programme Structure and Description 
 

Four English language levels are offered, and students are placed according to their linguistic 

ability. In each level, students will study English Language and Study Skills as detailed in the 

Table 3 below: 

Table 3: Foundation Programme Structure 

 

NA* = Not Applicable 

Note 

 Students will have the chance to further their knowledge and improve their level 

through the resources available in the centre. 

 The programme is offered on a term basis. The academic calendar is divided into three 

terms. Students can refer to their course tutor for further details on the academic 

calendar of the centre. 

COURSE 

Level 1 Level 2 Level 3 Level 4 

Number of 

Hours 

Number of 

Hours 
Number of Hours 

Number of 

Hours 

Reading and Writing 10 10 10 8 

Listening and Speaking 8 8 8 7 

Projects and 

Presentation 
NA* NA* NA* 

3 

(Taught by 

Reading and 

Writing 

lecturer) 

Total Hours 18 18 18 18 

     

Math NA* 

4 

Basic 

 

4 

Applied 

4 

Pure 

4 

(If students 

repeat Basic, 

Pure, 

Applied, IT) 

*Conditions 

on pages 11-

12 

Business 

Students 

Other 

specialisati

ons 

IT NA* NA* 4 4 
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Assessment System 
 

The English Language Centre applies the following assessment system for the Foundation 

Programme: 

 

Table 4: Foundation Programme Assessment System 

CONTINUOUS ASSESSMENT (50%) LEVEL EXIT EXAMINATION (50%) 

Progress Test (30%) Other (20%) Level Exit Examination (50%) 

Writing 10% Quizzes, 

Portfolios, 

Presentations, 

etc. 

Writing 12.5% 

Listening 10% Listening 12.5% 

Reading 10% 
Reading 12.5% 

Oral 12.5% 

 

Pass/Fail Criteria 
 

To pass a level, the student must pass both the Level Exit Examination and the Continuous 

Assessment (CA). The pass grade is 50%. 

(Accumulative Grade) = LEE (50) + CA (50) = (100). See Table 6 below for more clarification. 

 

Table 5: Pass and Fail Criteria 

 CA LEE Total Final Result 

Student A 25 25 50 Pass 

Student B 30 20* 50 Fail 

Student C 20 30** 50 Pass 

*Students should score 25 or above in the LEE to get a passing grade. 

**Students’ overall score should be at least 50 with meeting the condition of passing LEE. 

  



16 | P a g e  
 

Level 4 Assessment and Level Exit Score 

Students’ total score of the CA and LEE will allocate students in the next three programmes 

(diploma, higher diploma, or bachelor’s degree). The scores are divided as shown below. 

 

Table 6: Level 4 Level Exit Examination Scores 

STUDY DEGREE SCORE 

Diploma 50–63 

Advanced Diploma 64–70 

Bachelor 71–100 

 

 

Promotion to a Higher Level 

Stage 1 

In this stage students are distributed into their levels according to their score in the placement 

test. 

Stage 2 

During Week 1, the group tutor can nominate one or two students, according to their 

performance in a writing task given to them by their lecturer, to have the chance of being 

promoted to the next level. The nominated students will sit for the Level Exit Examination of 

their current level. Students will be moved up to the next level if they score 71% or more in the 

relevant Level Exit Examination. Those who score 70% or below will continue in the same 

level. See Table 7 below. 

 

Table 7: Promotion to a Higher Level 

 

Case 
Current 

Level 
Promotion Examination 

Next Level if the student’s 

score is ≥ 7.1 

Student A Level 1 Level 1 Exit Examination Level 2* 

Student B Level 2 Level 2 Exit Examination Level 3* 

Student C Level 3 Level 3 Exit Examination Level 4* 
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Grading System 
 

The Level Accumulative Grade is represented as a letter grade, and results of each level are 

announced accordingly. The Level Accumulative Grade is as follows: 

Table 8: Grading System 

Letter Grade Scale 

 A+ >= 95 % 

 A 90 – 94 % 

 A- 85 – 89 % 

 B+ 80 – 84 % 

 B 75 – 79 % 

 B- 70 – 74 % 

 C+ 65 – 69 % 

 C 60 – 64 % 

 D+ 55 – 59 % 

 D 50 – 54 % 

 F (Fail) < 50 % 

 

The assessment process incorporates a variety of assessment methods. All language skills are 

assessed through formative and summative assessment.  

Math and IT in the Foundation Programme 
 New intake students must sit for Math and IT placement tests. 

 The table below shows the credited and study hours for these courses. 

 

Table 9: Math and IT in the Foundation Programme 

COURSE TITLE CREDITED HOURS CONTACT HOURS* 

Basic Mathematics 0 4 

IT for Foundation 0 4 

Applied/Pure Math 0 4 

*In the Summer semester, five (5) hours for Math courses can be reached. 

 The students’ score in the English placement test will determine the level of the student 

in the Foundation Programme. Table 10 shows the suggested plan to study these 

courses: 
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Table 10: Foundation Programme Study Plan 

Level 1 Level 2 Level 3 Level 4 

 English for 

Level 1 

 English for Level 2 

 Basic Mathematics 

 English for Level 3 

 Basic Mathematics 

 Applied/Pure 

Mathematics * 

 English for Level 4 

 Basic Mathematics 

 Applied/Pure Math* 

 IT for Foundation 

* The student studies this course in case he/she passed the pre-requisite course. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*A student must pass all three courses of Basic Mathematics, Applied/Pure Math and IT 

before moving on to study for his first year of Diploma.  

 The diagram shows how these courses can be successfully accomplished:  

Students have four chances only: 

First chance: If the student fails in Math and IT for the first time, they are allowed to enrol 

for the course again. 

Second chance: If the student fails the course for a second time, they are only allowed to 

take the re-sit examination. 

Third chance: If the student fails in the re-sit examination, they will be suspended for one 

semester. Students will not be allowed to study any courses of Math, IT or English and no 

allowance will be paid to the student for this period. 

Last Chance: After suspension, the student has a last chance to take the Math and IT exit 

examination (on request of the student). This examination is out of 100 marks. The pass 

mark is 50% and none of the old assessment marks are considered.  If they fail, they will be 

dismissed from the college. 
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Figure 2: Progression in Math and IT Courses 

 

1. High flyers have to pass the exit examination for all of these courses. In case they fail 

in any of them, they will not be allowed to start their first year of diploma. They must 

study and pass the courses as shown above.  

2. The following certificates can be presented as an equivalent to the IT course. Original 

certificate(s) with successful completion should be submitted. 
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Table 11: IT Equivalent Certification 
 

Covered Content Certificate 
Security for IT users 

IT User Fundamentals 

Word Processing 

Spreadsheets 

Databases 

Presentations 

Using email and the internet 

International Computer Driving 

License 

Computing Fundamentals 

Key Applications 

Living Online 

Internet and Computing Core 

Certification (IC3) 

Introduction to Information Technology 

Using computers in managing files 

Word Processing 

Spreadsheets 

Electronic Communication 

Databases 

Presentations 

Cambridge International Diploma in 

IT Skills 

 

 

GFP Policies and Procedures 
 

Penalties for Cheating Conditions 

The erring student will be penalized in the following ways: 

 The paper will not be evaluated and no credit will be given to the student. In the case of 

the Final Test, the student will be given the opportunity to appear for the Re-sit Test.  In 

the case of Progress Tests or Midterm Tests, the student will not be given another 

opportunity to take the test and will have to forfeit the marks allotted to that particular 

test. 

 A report of his conduct in the test will be put in the departmental file. 

 Copies of the report will be forwarded to the Dean or Assistant Dean. 

Attendance 

The Information Technology Department applies the following attendance system, which 

students have to understand and abide accordingly: 

1. Attendance 

 Attendance of all classes is obligatory. 

 Late for three times is recorded as one hour of absence. 
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2. Warning Notices 

 Warning notices are issued according to the following criteria: 

i. First warning is issued if a student’s absence reaches 5% of the total 

number of hours per semester without an acceptable reason. 

ii. Second warning is issued if a student’s absence reaches 10% of the total 

number of hours per semester without an acceptable reason. 

iii. A student is terminated from the IT Department if his/her absence 

reaches 15% of the total number of hours per semester without 

acceptable reason. 

 Each warning notice is issued after excluding hours of absence for valid and 

acceptable excuses.  

Latecomers’ Procedure 
 

Students are expected to attend all classes on time. However, there are some students who could 

arrive late because of circumstances beyond their control.   

All teachers for all classes in the Foundation Programme should follow the following 

procedure. 

 

Figure 3: Latecomers Procedure 

* The lecturer in charge of the class has the prerogative to evaluate the student’s lateness. 
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Warning Notices 
Warning notices are issued according to the following criteria: 

 Absent for more than 5% = first warning 

 Absent for more than 10% =  second warning 

 Absent for more than 15% = debarred from the Level Exit Examination 

Note: Each warning notice is issued after excluding the hours of absence with valid excuses. 

Valid excuses will not be deleted from the absence record of a student. 

The following table show the number of class hours and absence percentage for the four levels 

in the Foundation Programme for the three semesters. 

Table 12: The Absence Percentage 

Semester 1 

Details of Absence Percentage (%) 
Warning + 

Percentage + 

Lectures 

Foundation 

Programme 

Levels 1, 2, 3 

and 4 

18 hours per 

week 

13 weeks x 18 

hours 

Total: 234 

hours 

117 classes 

If a student is 

absent for one 

lecture it is 

calculated as: 

 

2 hours absence 

(2/234) x 100 = 

0.85% 

Warning 1, 5%, 12 

hours or 6 classes 

Warning 2, 10%, 24 

hours or 12 classes 

Warning 3, 15%, 36 

hours or 18 classes+ 

Semester 2 

Foundation 

Programme 

Levels 1, 2, 3 

and 4 

18 hours per 

week 

12 weeks x 18 

hours 

Total: 216 

hours 

108 classes 

If a student is 

absent for one 

lecture it is 

calculated as: 

 

2 hours absence 

(2/216) x 100 = 

0.92% 

Warning 1, 5%, 11 

hours or 5 classes 

Warning 2, 10%, 22 

hours or 11 classes 

Warning 3, 15%, 33 

hours or 16 classes+ 

Semester 3 

Foundation 

Programme 

Levels 1, 2, 3 

and 4 

18 hours per 

week 

11 weeks x 18 

hours 

Total: 198 

hours 

99 classes 

If a student is 

absent for one 

lecture it is 

calculated as: 

 

2 hours absence 

(2/198) x 100 = 

0.101% 

Warning 1, 5%, 10 

hours or 5 classes 

Warning 2, 10%, 20 

hours or 10 classes 

Warning 3, 15%, 30 

hours or 15 classes+ 

 

Valid Excuses 
The following are accepted as valid excuses: 

 Official sick leave issued and stamped by government hospitals and clinics. (Sick 

leave from private clinics will not be accepted unless they have been authorised by 

Ministry of Health Centres.) 
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 An official letter from the wali, after it has been authorised by the Head of Section 

(English Language Programmes), regarding the death of first-degree relatives only. 

Note: Other types of excuses will not be accepted. Excuses should be submitted to the Student 

Affairs Department no later than three (3) working days from the time and date that the absence 

occurred. If submitted later, valid excuses will be revised by Student Registration Department 

and the students will be referred to Head of Section (English Language Programmes) in case 

of long absence. 

 

Mobile Phone and Gadget Policy 

 

Procedures (For Students) 

a. The teaching staff member has to explain the policy to the students. 

b. The mobile phones and other gadgets are to be switched off during class time and placed 

under the student’s chair. 

c. In cases where the students do not adhere to the policy regulations, the teacher has to 

give a verbal warning to the student. 

d. If the student ignores the warning and the offence is repeated, the teacher has to report 

the incident to the department / center management. 

e. The department / center head has to issue the student with a written warning letter. 

f. The written warning letter will be communicated to all teachers responsible for teaching 

the student. 

g. If repeated, the department / center head will issue him/her a second warning letter and 

report him / her to the Assistant Dean for Student Affairs (ADSA). 

h. The ADSA refers the student to the head of the Counselling and Graduate Follow-up 

Department. 

i. The head of the Counselling and Graduate Follow-up Department contacts the student’s 

parent(s) / guardian(s) and requests them to sign an undertaking. 

j. If the offence is repeated by the same student, the student’s department / center head 

will refer the student to the investigation committee for further action. 

k. The head of the Counselling and Graduate Follow-up Department will inform the 

parent(s) / guardian(s) about the decision taken by the college administration. 
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Level Repeat and Dismissal Policy 
 

 

Figure 4: GFP Progression Procedure  
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Readmission 

Students dismissed because of failing in the English Foundation Programme twice, can appeal for 

readmission during the semester following their dismissal, provided the appeal is submitted two weeks 

before the end of the semester. Appeals should be submitted to the HoS, CTM of the English Language 

Centre. The maximum period to appeal for readmission is one year as from date of dismissal. 

Note: To be readmitted, the student should sit for, and pass, the Level 4 Level Exit Examination in the 

first attempt. The student can provide an Academic IELTS band 4.5 at least, instead of sitting for Level 

4 exit examination on condition that they provide the certificate within one year after their dismissal. If 

not, they forfeit the chance of being readmitted. 

Debarment 

Students who are absent for 15% or more of their classes will be debarred from writing the Level Exit 

Examination. A student who is debarred is considered to have failed, and will have to repeat the level 

they are in. If the student who is debarred has already failed before, they will be dismissed.  

Postponement 

Students can apply for postponement of their studies, provided they have a valid reason accepted by the 

English Language Centre and the Registration Department. The relevant forms can be obtained from 

the Registration Department or the college website.  

Note: A student has the right to postpone their studies only twice during their study in the college. 

Appeal Policy (Examinations and General) 

Examination Appeals 

If a student fails a level, they have the right to appeal but this should be done within three (3) working 

days from the date of publishing the results, or at the beginning of the following semester. The relevant 

forms are completed online. 

General Appeals 

If a student has complaints or any academic problems related to his studies in the Foundation 

Programme, they can report them to the academic advisor or the head of section for English Language 

Programmes. 

Missed Examinations and Quizzes 

Students who arrive late for the start of the examination will not be admitted to the room for the 

Listening session, which is the first session. They can be admitted at the start of the next section of the 

examination, Reading. Any late students for either the Reading or Writing sections should not be 

admitted to the test at all. Students with valid excuses will be given a Make-up Examination (refer to 

College Bylaw Article 71 and CoTs’ Common Examination Procedures for GFPs). 
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Academic Integrity Violation Policy 

Plagiarism is an act of fraud. It involves both stealing someone else's work and lying about it afterwards. 

Plagiarism includes, but is not limited to, the following: 

 Copying full or part (paragraphs, sentences or significant part of a sentence) of another person’s 

work or ideas directly from any sources of information such as internet, books, articles, films, 

television shows, videos, pictures, letters, emails, etc. 

 Copying ideas or information from another source with an end-reference to the original source 

but without putting the copied text between quotation marks. (For Post-Foundation – Degree 

Level students)  

 Paraphrasing, summarising or rearranging words, phrases or ideas of another source without 

acknowledging the author and source. 

 Copying and pasting of statements from multiple sources (electronic or printed material) and 

presenting it as one’s own work. 

 Presenting a work, done in collaboration with others, as independent work. 

 Using one’s own work presented previously. 

 Using another student’s work and presenting it as one’s own work.  

 

Disciplinary Action For Student Plagiarism 

 First offence: Written warning and repeat of the section of the work that has been plagiarised. 

 Second offence: Zero marks to be awarded for the sections of the work that have been 

plagiarised. 

 Third offence: Dismissal from the college. 

 

Cheating 

Cheating denotes the attempt by a student to copy from unauthorised sources. Such sources may be the 

examination paper of another student, a dictionary of any variety or a note or paper concealed on the 

student’s person or item of stationery.  Students caught cheating will receive a zero mark in the skill 

they cheated in. The cheating student’s final marks will be withheld (left as blank on the CIMS), pending 

action from the Disciplinary Committee. It should be noted that the report of the invigilator in such 

instances will be taken as final. 

Procedures for Withdrawing from the College 

Complete the application form for withdrawal from the college available from the Registration 

Department or on the college website. Return your books to the GFP and get the clearance signatures 

of the Student Affairs Department coordinator and the head of the English Language Centre. Then get 

clearance of the library coordinator. Finally, go to the Student Affairs Department. 
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GFP Activities 

Student Counselling and Grievances (Academic and Social) 

The General Foundation Programme (GFP) provides two types of counselling: 

Academic Counselling is a shared responsibility of both the GFP administration and lecturers. 

Following your enrolment in the English Language Centre and the initial assessment, you will be 

assigned an academic advisor. You should consult them throughout your course of study should you 

have any queries or problems. You will be required to record your own progress throughout the 

programme. Do not wait until a minor problem develops into a major one. You are encouraged to regard 

your academic advisor as a resource to whom you can refer throughout the programme. 

Social counselling is for social and personal problems that you may face during your course of 

study, you are advised to consult the Social Advisor at the GFP. 

Co-Curricular Activities 

The English Language Centre offers students many opportunities to practice their English language 

skills. The core course tutors will advise you to practice your English skills in a social setting by joining 

and participating in one of the available clubs and activities organized each semester, such as the 

Speaking Café, Writing Centre, peer tutoring, and so on.  

GFP Facilities 

Self-Access Centre.  The Self-Access Centre, or the SAC, as the name suggests, is 

a place where students are free to access, i.e., to choose and use resources according to 

their individual needs and interests.  In other words, it is a place where students work 

independently in order to improve their English language proficiency.   
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Brief descriptions about the use of 

CIMS, AMS and E-Learning 

College Information Management System - CIMS 

The Ministry of Manpower introduced an online system named as College Information 

Management System (CIMS) during the Academic Year 2016-2017.  This system is 

maintained to handle students’ requests for various academic services ranging from 

admission till the completion of their studies. Moreover this system records and maintains 

student details such as personal information, academic performance and status. 

The following are the steps to access the CIMS: 

 Enter the portal using the web address,  https://cims.manpower.gov.om/tcms 

 Login by using student civil number and password.  

 The successful login will take you to the home page. 

In the home page, the student can find the following options: 

Quick Tasks: 

 My Profile – To view student profile 

 Course Advising for the next semester 

 Timetable Registration  

My Requests: 

 To view Approved, Submitted, In process and Rejected requests.  

Academic Zone: 

 To view Probation status, Warnings, Disciplinary Actions and postponements. 

Attendance: 

 To view student attendance 

Performance: 

 To view student Performance with CGPA and SGPA.  

Quick Info:  

 To view student academic status, Level, Department, Specialization, IELTS score and 

FDL4 score 

Dashboard:  

https://cims.manpower.gov.om/tcms
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 Where the performance of student is displayed graphically.  

Reports:  

 Student Attendance  

 Student Advised / Pre-advised Courses 

 Student Timetable Report and College Timetable Report 

 Student Foundation Transcript / Student Full Transcript 

 Student Level Report 

 E-services:  

 College Transfer 

 Course Withdrawal 

 Appeal Marks 

 Postponement 

 

Procedures for the Online Timetable Registration of advised courses: 

 Click on Registration icon in the Quick Tasks  

 Then, advised courses will be displayed with details. 

 To add Section:  

o Click on the Search Icon in Section Number box.  

o A pop-up window will display the time table for available sections.  

o Choose the section and press Ok.  

o Click Save to save the selected timetable, otherwise click Cancel. 

o The selected Time-table can be viewed under Reports as the Student Time 

Table Report. 

Procedures for the Online Course Withdrawal:  

 Click on E services and then select Course Withdrawal 

 Click on New in the course withdrawal screen  

 Select the course for withdrawal from the list and enter the reason for withdrawal. 

 Tick the Checkbox to agree with terms and condition.  

 Click Save or Save and Close.  

 Click on Submit for Approval to complete the request for withdrawal 
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Procedures for the Online Appeal for Final Exam Marks: 

 Click on E services and select Appeal Marks 

 Click on New, select the Course to appeal, and write the reason for appealing. 

 Tick the Checkbox to agree with terms and conditions.  

 Click Save or Save and Close to complete the request for appeal. 

Procedures for Online Postponement: 

 Click on E-Services and select Postponement 

 Click on New, specify the reason for postponement and upload the necessary 

documents if any. 

 Tick the checkbox to agree with terms and conditions.  

 Click Save or Save and Close Button to send the request of postponing. 

Procedures for Online College Transfer:  

 Click on E services and select College Transfer 

 Click on New.  

 Click on the Search icon to select the college.  

 Enter the reason for transfer.  

 Click the Save or Save and Close to complete the request. 

Advisee Management System (AMS) 

Advisee Management System is a web application which provides various facilities to 

Students, Teachers, Advisors, Parents and the College Community for monitoring academic 

performance of each student throughout each semester. This system is intended for making use 

of web facilities to monitor students’ academic performances so that the area of weakness could 

be addressed and the students may be counselled accordingly to develop their academic 

performances. Students can track their academic performance during the study by logging in 

to this system by using the link https://advising.ibrict.edu.om/  

E-Learning (use of Moodle) 

IbriCT provides an extensive e-learning platform to enhance on-going learning environment. 

The teachers create their respective online courses with the intention of interactive and 

collaborative Student Centered Learning. The students are open to login to their courses and 

access to the wide range of innovative features like announcements, courseware, weekly 

https://advising.ibrict.edu.om/
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classwork, open access learning resources, and communicate with teachers and classmates by 

sending/receiving SMS, chats, forums, blogs, feedbacks and emails connected to outlook. 

The students can receive instructions for their assignments, quizzes and class test. They can 

upload their work in any format as per teacher’s instruction. e-learning is integrated with 

‘turnitin’ software to check the similarity percentage of their assignments and projects. They 

can attend on-line quizzes and class tests. They can receive their grades, marks and badges 

through e-learning. 

The users can maintain their private files and calendar events on e-learning and keep track of 

their time and progress. They can enjoy the complete learning management system on e-

learning by gaining their access through e-services at college website 

 

Methods of Communication 
 

ELC Coordinator 

Students can access ELC Coordinator for all academic / non-academic issues of the department. 

 

Escalation of Issues 

Students can raise their class related academic / non-academic issues to their respective course 

teachers as the first step. If the students cannot resolve their issues, it can be brought to the 

notice of course coordinators or advisors. Even if the issues are not resolved, then it can be 

escalated to HoS-ELC and then to HoC-ELC.  

 

In case of examination issues, the students can contact the Examination Coordinator.  

 

Student’s College Email ID 

Students are given individual college email ID on this format: studentid@ibrict.edu.om, e.g., 

J112024@ibrict.edu.om. Initially, the password will be their student’s civil ID which 

the student can change at the first login. Students are expected to use their email IDs effectively 

for official communication. In case of any issue related to use of email ID, the students can 

approach CSS staff. 

 

mailto:studentid@ibrict.edu.om
mailto:J112024@ibrict.edu.om
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College Library and ProQuest 

Use college library facility to borrow books, refer books in college, watch academic CDs, 

use library computers and read periodicals.  

 Students are expected to use college library effectively for their study of courses, course 

projects and assignments. 

 Students can find IT-related books and Math-related books in their respective sections. 

Students can also refer to other departments’ books on requirement. 

 Students can borrow books for study at home. They can renew the borrowed books 

within two weeks and it can also be renewed for more than one time.  

 Students should carry papers for printing or photocopying materials. 

 Students should adhere to library rules. 

Moreover, the college adheres on the utilization of ProQuest which is an online platform for 

learning and research. 

English Society 

The Students’ Activities and Community Service Committee conducts a number of activities 

during the academic year. It provides students with many opportunities to practice and enhance 

their English language skills such as Personality Development Programs, Speaking and Writing 

Café, Speech Competitions, Free Discussion Classes, Peer Tutoring Programs and organizing 

workshops and motivational speeches for the school students. The committee has also formed 

an English Society where top students are registered. The members of English Society have a 

remarkable role in assisting all departments in the college. For instance, they act as moderators 

in the ELC workshops and cooperate with teachers in teaching weak students in the Peer 

Tutoring program. The students of English Society receives professional training from teachers 

before any activity on and off the campus. Each semester, Students’ Activities Committee plays 

a key role in engaging students in various activities where students can boost their skills in a 

productive and stress-free environment outside of the classrooms. 

 

Dress Code 

A dress code exists in the college, and it is mandatory for all students: 

• Omani males are to wear only white Dishdasha and Omama. 

• Omani females are to wear black Abaya. 



33 | P a g e  
 

This code also applies to all students, however in some cases, students have to wear their 

laboratory coat/gown during lab classes / workshops especially for the Engineering students.  

If students do not comply with the dress code, they will be asked to leave the class or the lab. 

 

Important Instructions   

An academic advisor is allotted to each student.  The academic advisor is a Lecturer / Instructor 

/ Technician who enhances the advisees’ (students) relationship with the Department / College. 

Students must know and meet regularly their assigned advisor.   If students have doubts or 

clarification about their registered course and any other academic guidance, he or she has meet 

first her advisor.  And most importantly, all students must adhere to College Policies and 

Procedures. 
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List of Staff 
 

English Language Centre 
As of June, 2019 

 

SNo Name Gender Nationality Designation 

     

1 Sultan HamedHilalHamed Al Ghafri Male Omani HoS 

2 Maryam Saif Said Saif Al Ghafri Female Omani HoS 

3 Abdalsalam Maktoom Ali Msalem Al Manthari Male Omani Lecturer 

4 Abdullah Salem Eid Abdullah Al Balushi Male Omani Lecturer 

5 AflahMuhanna Said Muhanna Al Jahdhami Male Omani Lecturer 

6 Ahmed Elhussein Mohammed Ahmed Ibrahim Male Egyptian Lecturer 

7 Ahmed Saif Musabah Al Mamari Male Omani Lecturer 

8 Aleksander Sawko Male Polish Lecturer 

9 AmalAshourAwadEbid Female Egyptian Lecturer 

10 Amal Salim Khalaf Salim Al Abri Female Omani Lecturer 

1 Andries Petrus Oberholzer Male South African Lecturer 

12 AnuradhaDorepally Female Indian Lecturer 

13 ArchanaViswanath Gupta Gupta Female Indian Lecturer 

14 Badour Mohammed Salim Khaif Al Hinaai Female Omani Lecturer 

15 Eman Khaled Mohammed Abdullah Essa Female Egyptian Lecturer 

16 Faisal Ibrahim Kasim Ali Al Shamali Male Jordanian Lecturer 

17 Fazilat Jahan Female Pakistani Lecturer 

18 Ghanim Mohammed Abdullah Ali Al Alawi Male Omani Lecturer 

19 Heba Gul Qureshi Behram Qureshi Female Pakistani Lecturer 

20 Hind Salim Said Muslim Al Mahrouqi Female Omani Lecturer 

21 JabezSyamKonatham Male Indian Lecturer 

22 James Whitaker Pecana Male Pilipino Lecturer 

23 Jose ChandapillaiChandapillai Male Indian Lecturer 

24 Joseph Vadeakel Chacko Vadakel Male Indian Lecturer 

25 Juma Mohammed Abdullah Al Shammakhi Male Omani Lecturer 

26 Khalid HumaidMasoud Abdullah Al Gharibi Male Omani Lecturer 

27 Lubna Zia Zia Female Pakistani Lecturer 

28 MahaSaifHaribHamedAldarei Female Omani Lecturer 

29 MahaAwadh Abdullah Mana Al Hosni Female Omani Lecturer 

30 Mahmoud Ahmed Osman Mohammed Mohammed Male Sudanese Lecturer 

31 Mariette Louise Oberholzer Female South African Lecturer 

32 Mariya Mohammed Saleem Female Omani Lecturer 

34 Mary Jacob Female Indian Lecturer 

33 Michael Ladane Keeton Male American Lecturer 

34 Michelle Mendoza Female Pilipino Lecturer 

35 Miriam Villaroman Cordova Female Pilipino Lecturer 

36 Mohammed Salim Saleh Ali Al Shammakhi Male Omani Lecturer 

37 MohssenMoradAmiri Male Iranian Lecturer 

38 Mokhtar Mahmood Lefi Male Tunisia Lecturer 

39 Muhammad Amir Abbas Bukhari Male Pakistani Lecturer 



35 | P a g e  
 

40 Muhammad Aslam Aslam Male Pakistani Lecturer 

41 Paul Jonah Zinaka Male South African Lecturer 

42 PriyaVijayanMankara Female Indian Lecturer 

43 Rabee Salim HamdanAlgumian Al Shekaili Male Omani Lecturer 

44 RabeeaIbrahem Ali MohmmedMakhloof Female Tunisian Lecturer 

45 Rosalie BabaanBalmasBalmas Female Pilipino Lecturer 

46 Rufus Onome Albert Rufus IkaikaIsiorho Male British Lecturer 

47 Salim Bati Al Muqbali Male Omani Lecturer 

48 Salim Mohammed Ali Khalfan Al Shekaili Male Omani Lecturer 

49 Sharon Ruth Swarna Bai Devaneson Female Indian Lecturer 

50 Sulaiman Rashid KhamisSaif Al Gharibi Male Omani Lecturer 

51 Sultan Mohammed Sultan Said Al Sawafi Male Omani Lecturer 

52 Tahir Alam Awan Male Pakistani Lecturer 

53 Tatha Rao Mukiri Male Indian Lecturer 

54 VadymGeorgyiovychMartsynyuk Male Ukrainian Lecturer 

55 VenkatEswar Rao Yadlapati Male Indian Lecturer 

56 Ms Frizha May Baylon Melgarejo Female Pilipino Lecturer 

57 Zahra Zohair Arab Female Indian Lecturer 

 

 

 

 

 


