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This Student Handbook serves as a guide for the undergraduate students at the
University of Prince Mugrin who are responsible for knowing the university’s
policies and procedures as specified therein.
Please note that the University reserves the right to change its policies and
procedures whenever it is deemed appropriate or necessary. This document is for
information purposes only and may not be regarded as a contract.
In high hopes of having UPM students use the student handbook to its best
advantage, the Student Affairs Division is open to any suggestions that may help
improve the handbook.
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This university should achieve
three goals:

Excellence,
Excellence,
Excellence.
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Message from the Rector
In the name of Allah, The Most Gracious, The Most Merciful
My dearest sons and daughters, at the beginning of a new academic year I am pleased to
welcome you as a father would welcome his children and as a teacher would welcome his or her
students.
Since we are living in an age of accelerating science and knowledge, the student has become the
center of learning and exploration, and creative and critical thinking. So, you must contribute to
innovation and creativity, the development of the business industry, and advance yourself to rise
with your nation.
The University strives for excellence and adopts excellence as its path, with the student as one
of its inputs, in addition to adopting the latest ideas and practices of global educational systems.
The University aims to empower students with knowledge and skills in its scientific and
educational environment, embodying cultural and scientific diversity, supported by modern teaching
methods and strategies, which distinguishes it, in its programs, activities, and outputs.
According to the economic variables and the trends of the labor market, the University
embraces entrepreneurship as a strategic choice and links it to the requirements of the labor
market, thereby offering opportunities for college students.
From the perspective of global experience, the University is the first incubator for
innovation, development, and the business industry, so we seek to develop the concept of
entrepreneurship through two tracks. One track is to create an incubating environment - a minor
specialization in entrepreneurship available to each student. The second track is coordination with
relevant authorities to employ the students' harvest of knowledge, so their ideas can be
transformed into productive projects, and thus they change from job opportunity seekers to
generators of those opportunities.
According to international experiences in tertiary education, companies founded by MIT
students have proven their effectiveness and resulted in more than 14 million entrepreneurs,
26,000 successful startups, more than 3 million jobs and up to $3.2 trillion in annual revenues.
We hope that the attainment of excellence and education at the University will be based on a
commitment to discipline and good behavior. The University aspires to raise its students to the highest
levels of excellence to be the best ambassadors in the labor market as employees, and as entrepreneurs in
the business sector after graduating.
The great support and patronage of the Government of the Custodian of the Two Holy Mosques is
the main driver, with its unlimited support to invest in Saudi capital out of its zeal to build a bright future
for future generations. Therefore, we must be grateful and thankful to our wise leadership under the
auspices of the Two Holy Mosques, for the great attention they have paid to the sons and daughters of this
country, which we take pride and honor belonging to.
Finally, I would like to thank all those faculty members and administrative staff who have
contributed to the achievement of the University's goals by applying its decisive plans.
I am also pleased to thank you, my sons and daughters, and I would like to take this
opportunity to say that the future of our country lies before you. You make it with your aspirations
and hopes; be the loyal sons and daughters to its glorious past and giving present, and be the
builders who believe in its future and glory among nations. May the peace, mercy and blessings
of Allah be upon you.
UPM Rector
Professor Dr. Nabil Alrajeh
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Introduction
We are delighted to welcome you as a new student to Prince Mugrin University. It is a
pleasure for us to provide you with this guide, which was carefully prepared to contain all the
basic information you need throughout your academic journey.
This guide offers you thorough details about the University Induction Program as
well as the official procedure for new students. It also provides you with all the information
related to Academic affairs, which involves a detailed explanation of the Preparatory-Year
Program, the initial foundation process of preparing students for University studies.
Our guide also displays a set of academic rules for students and regulations, such as the
attendance policy, criteria for passing the preparatory program, exam types and rules,
placement tests and conditions and procedures for term delay or course withdrawals.
In a serious attempt on the part of our University to entrench the principles of discipline
and commitment, we provide you through this guide a summary of your rights, duties, and
discipline regulations, which are included in the documents of the University’s rules and
regulation.
This guide also includes a useful description of various departments as well as their
locations, telephone numbers and the communication procedures that would help ease
students’ University life.
Lastly, the guide includes a list of various terms necessary for students to be aware of as
they enrich their knowledge about every detail related to their academic studies.
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Our Vision
Excellence in providing academic programs and leadership in training and consulting, to
contribute to the service of society and meet the needs of the labor market.

Our Mission
To nurture students' knowledge and skills by developing quality academic programs and
recruiting outstanding competencies, within a sustainable and productive institutional
environment.

Our Strategic Goals
• Developing proper infrastructure for the educational and digital environment.
• Building strategic partnerships with the leading organizations, locally and internationally.
• Enhancing the quality of education and training.
• Expansion and diversification in income sources and funding.
• Developing institutional performance.
• Improving learning outcomes and graduates’ attributes.

Our Values
• Integrity and Justice.
• Social Responsibility.
• Enhancing Loyalty to the University.
• Excellence.
• Effectiveness and Efficiency.
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Glossary
The terms in the list below should have the meaning displayed hereafter unless the context
necessitates a different meaning.

Students / Student:

Advisor:

New Student:

Regular Student:

Male and Female Students/Student

Male and Female Advisors

The student who is registering for the first time, not transferred
from another university.

The student who is allowed to register for university courses
during one academic semester or a whole academic year.

The student who is transferred from another university or
Transferred Student:

college to Prince Mugrin University or from one college to
another within the same university, or from one major to
another within the same college.

The student who attends courses in a university other than
his/hers, or in one of his/her university branches without being
Visiting Student:

transferred and who gets equivalence for the courses he/she
passes according to the studies and examination executive
rules and regulations document.
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The student who apologizes for not being able to complete an
Apologizing Student:

academic semester or a whole academic year after registration
at the beginning of the semester he/she is apologizing for.

The student who gets an approval for postponing a semester
Postponing Student:

without registering for courses in that term. The postponed
period will not be included in the overall study duration.

Enrollment Retained
Student:

The student who is banned from studies for specific reasons
listed in the studies and examination executive rules and
regulations document.

The student whose registration is suspended due to his
Academically

gathering of a specific number of academic warnings, or who

Dismissed Student:

has exceeded the maximum duration of formal education, or
both conditions together.

The student who is definitively dismissed from university
Disciplinary

because of the issuance of a disciplinary decision by the

Dismissed Student:

jurisdiction in charge according to the student disciplinary
rules and regulations.

Withdrawn Student:

The Regular Study
Period:

The student who submits a request to end his studies at the
University before completing the program or major study plan.

The designated period to complete all graduation requirements
of a study program according to the defined number of levels
11

as demonstrated in the study plan for that program.

The required condition to meet before registering in a course.
Pre-Requisite:

This condition might include that a student should pass one or
more courses, or a definite number of credit hours.

The required condition to meet while registering in a course.
Co-Requisite:

This condition might include that a student should register in
one or more courses, or a definite number of credit hours.

A grade obtained by a student who is will not be allowed to sit
Denial Grade:

for the final exam of a course because she/he has exceeded the
absence rate determined by the university council.

Electronic
Registration:

Students’ registration in available courses via the university
site on the Internet before the beginning of an academic
semester.

A procedure enabling a student to pass one course or more
within his/her course plan if he/she passes another equivalent
Equivalence:

course studied in our university or in a different one and which
meets the required course in his study plan as per the rules and
regulations listed hereafter.

Honors:

Invigilator:

A rank of appreciation granted to a student who excels
academically and who meets the requirements listed hereafter.

The person supervising an exam and who could be the course
12

instructor, a faculty member, a lecturer or an administrative if
need be.

Disciplinary

A committee formed to look into irregularities and take

Committee:

disciplinary decisions.

Preparatory Year:

The first year of university studies students join to start the
adopted academic program.

A set of rules and regulations governing the education process
for preparatory year students. It also determines the admission
Academic System:

criteria, registration conditions and procedures, the educational
system, grades as well as pass and failure criteria for all
preparatory year students.

Academic Year:

Two main semesters plus a summer semester if need be.

A period of time of no less than 15 weeks during which
Semester:

different academic courses are taught and which does not
include the registration or the final examination periods.

A period of time of no more than 8 weeks not including the
Summer Semester:

registration and the final examination periods and during
which the course attending hours are doubled.

Education Level:

The indicator of the educational stage. The number of levels
required for graduation is 8 or more depending on the approved
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study plans.

A set of mandatory courses a student must pass as a basic
condition to carry on in one of the targeted colleges after
Study Plan:

successfully completing the preparatory year program. The
study plan is designed in equivalence to two semesters for both
science and administration tracks. Struggling students are
offered one semester or more to pass all the courses they failed.

The study material included in the approved study plan for a
certain track. Each course has a number, a code, a name, a
Course:

detailed description of its components and a number of
modules that would differentiate it from other courses in the
preparatory year program.

Module:

The weekly theoretical lecture of no less than 50 minutes or the
practical/field lesson of no less than 100 minutes.

The notice a student receives at the end of a semester at the
Academic Warning:

preparatory year due to the low cumulative GPA when it’s less
than 2.00 out of 4.00

The conferred grade indicating the students’ achievement in
Semestral Grade:

exams, research work and other course related activities during
a semester.

Final Exam:

A one-time end of semester exam.
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Final Exam Grade:

Final Grade:

Mark:

The grade a student obtains in each course at the end of the
semester.

The total semester grades of assignments plus the final exam
grade out of 100.

A description of the percentage or the final letter grade a
student obtains for a course.

A temporary mark a student obtains for a course of which
Incomplete Mark:

he/she could not complete the requirements. It is referred to as
(IC) in the student’s academic record.

The total from the division of the student’s points by the total
Semester average:

of all course modules in a semester. The points are calculated
through the multiplication of the module by the mark weight a
student obtained for each course

The total from the division of all points a student obtained in
Cumulative Average:

all program courses by the number of assessed modules of
those courses.

Credit Hours:

Registered Hours:

The number of approved studying hours that figures on the
student’s academic study plan of the program or major.

All the hours a student registered for in different semesters and
which he/she attended since he first entered the university or
15

the college till he/she completed all graduation requirements.

Passed Hours:

Acquired Hours:

All the hours a student has passed wither in his current major
or a previous one.

All the hours a student passed within his current major.

When a student doesn’t register in any of the semestral or
Postponement:

annual courses he or she wants to postpone through an official
application. The postponed period would not be included in the
regular graduation duration.

The ending of a regular student’s relationship with the
Enrolment

preparatory year program either because of dismissal,

Retainment:

withdrawal or drop out from university for one semester or
more.

A statement that includes all the course codes, numbers,
modules, grades, semestral average and cumulative average a
Academic Record:

student has obtained. It also includes the courses a transferred
student has been exempted from. It is valid till the time it has
been printed out.

The average of all grades’ students have obtained for courses
Major Average:

related to their major as indicated in their study plans. The
college admission average is calculated according to the last
grade they obtain for both semesters at the preparatory year.
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Induction Program for New Students
It is a program run by the Student Affairs Office at the beginning of every academic year
for all admitted students at the university. Students are introduced to the university rules and
regulations and provided with necessary guidelines that would enable them to know what
services they are offered and what their rights and duties are. In addition, the program
includes a variety of events and activities that would help them in their university studies and
ensures regular attendance from day one. The program also includes induction rounds of the
available university facilities as well as a meeting with the university management and
representatives of different colleges and departments. All induction program events are held
according to a schedule sent to all new students via e-mail before the beginning of the academic
year.

Official Procedures for New Students
University Card
All admitted students should hold a university card to be used for different
purposes inside the university such as:

1.

Proof of identity

2.

Borrowing books from the library

3.

Purchasing books from the book-selling center

4.

Sitting for exams

5.

Get the approved academic record and the identification card.

6.

Entering the Sports Club
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E-Mail
The university provides all new students with Internet access and e-mail accounts. Each student
is provided with a private username and a password. E-mails are the official means of
communication with all university employees and academics, and through which students get
informed about official announcements and circulars.

Student Schedule
Students can get their schedules by accessing the university’s electronic system. They are
required to keep a copy of their schedules until the end of each semester since they display their
subjects for every single semester. Students can drop or add courses through the Admissions and
Registration Office. They are kept informed about any changes in their schedules through the
University’s e-mail service.

Textbooks
The University provides the textbooks that the students need for their Preparatory Year and
specialization programs. There are always enough copies for the students.
In addition, students can directly buy their Preparatory-Year Program textbooks from the book
sales’ center. Electronic learning systems such as Pearson and Wiley are also enabled (available for
purchase) there.

Central Library
1. Borrowing of printed resources and internal perusal (navigation)
2. Reference services
3. Searching the electronic library resources (Saudi Digital Library)
4. Computers equipped with the internet for study and research purposes
5. Printing and photocopy
6. Study rooms for groups
18

Medical File
Female students are offered free medical care at the university medical clinic. To take good
advantage of this service, students should visit the clinic and bring along their University cards
to open a medical file.

Lockers
The university provides students with metallic lockers to put their personal belongings in
for a small security fee paid to the Student Affairs Office. Locker keys must be returned by
students when the lockers are no longer being used.

Participating in Student Clubs
In an attempt on the part of the university to discover students’ talents and develop them,
the Student Activity Unit offers a multitude of cultural, recreational, artistic, social, sport
and religious activities. All sorts of activities undergo a thorough preparation and only
specific outstanding activities are selected. For students to benefit from these services, they
will have to fill out a Student Clubs Participation Form at the Student Affairs office where
they would indicate the club they would like to join. The form includes information about
skills they would like to develop.

Subscribing to the Sport Clubs
The University believes in the importance of sports activity in university life and seeks to
provide a distinctive sports environment to build an athletic generation at university that is
characterized by good manners, honest competition, sportsmanship, and the positive pursuit
of community service. To this end, the University has provided sports buildings and
advanced sports facilities that are available to all students. The University provides multiple
programs that include:
1. Healthy Fitness Program Sports Training Program
2. The Competitive Program and Tournaments
3. Community and Collaborative Partnerships Program
4. Health Recreational Program
19

How to Subscribe to a Sporting Club Membership
1. Fill out the form with health status and personal information and submit it to the
administration of the sporting club.
2. Pay the sporting club membership fees at the Financial Affairs Office.
3. Fill out an application to join the sports activity.

Uniform and Dress Code Policies
Dress Code Policies
1: Dress code policies
The University shall adopt the following policies for the uniform and the personal appearance
of female students:
1. All female students must adhere to the policy adopted for uniforms within the University
(The image attached below illustrates the regulations for uniforms and personal appearance
within the University).
2. The student's appearance should reflect an honorable image of the University. So, the
University expects that the female students will continue to appear in a way that suits the
University's image, adhere to the general morals and personal cleanliness in the appearance
of clothes and hairstyles, and move away from the clothes that deviate from the general taste.
3.All female students at the University represent the University in all situations, so the
decency of their appearance and their behavior greatly affects the image and the general
atmosphere of the University.
4. The University has the right to determine the type and level of acceptable clothing that is
considered in general taste, while at the same time giving comfort and guaranteeing the
freedom of female students to choose their own clothing within a variety of choices.
5. The Deanship of Student Affairs, in coordination with the various organizational units and
committees, is responsible for the control of violations of uniforms and personal appearance,
and the application of disciplinary actions against female students who are accused of such
violations.
A: The Uniform in Mixed Classes of Students, and at the Entrance and Exit Gates of
the University:
All female students must adhere to the following:
• Wearing the cloak/abaya and head cover/hijab.
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• Ensuring that the cloaks/abayas are buttoned up throughout the stay in these halls and
appearances in areas of entry and exit from the University.
• Complying with the uniform and appearance regulations referred to in article 1.
B: The Uniform in the Gym
All female students must adhere to the following:
• Complying with the sports club's uniform regulations.
• Refraining from wearing sports dress around and outside of the gym.

Student Rights and Duties
Right and Duties
There is a general framework that defines the rights and obligations of both parties (students
and the University). It also expresses the mutual understanding between the University and its
students regarding the rights guaranteed to them by the University’s regulations and the
obligations they must respect to eliminate the wrong view represented in the claim that the
student has obligations and duties without having the rights that guarantee him/her a stable and
successful university life.
The University expects its students and all employees to accept and respect the principles
contained in this document. It further confirms that this document is not considered a law or
an alternative regulation to the active or valid regulations. Furthermore, if any contradiction
between the texts from any discipline issued by the University or the State, then the University
law that emanates from the State (the Ministry of Education) will prevail.
Student rights and obligations at the University include the following items:

First: in the Academic Field
1- Rights
o Providing a suitable environment for studying to facilitate learning and achievement by
affording all available educational facilities to serve the student.
o Offering the scientific material and knowledge related to the University courses the student is
studying. This is in accordance with the University provisions and regulations governing the
academic fields.
o Presenting study plans in the college or department, as well as inthe available majors.
21

o Accessing the study schedules before the start of study and registering forthe courses provided by
the system in conjunction with the registration rules. Also included is prioritizing registration for
students. This occurs if it is not possible to fulfill the wishes of all students in registering for a course.

o Getting a course description document (syllabus) during the first week of the semester,
having detailed information about the academic course description, course objectives, grading
distribution, the teacher's name and office hours, the textbook, and the topics that will be
discussed during the semester.
o Deleting any course, adding another, or dropping the entire academic semester, as permitted
by the study and registration system at the University within a specified period announced to
students.
o Members of the teaching staff adhere to the dates and times of the lectures. Also, they fulfill
the scientific and laboratory hours of the lectures, and they do not cancel lectures or change their
times unless it is necessary and after the announcement, if makeup lectures are given for those
that were canceled or in case the faculty member was absent. This is done to cover the course
after coordination with the students and the concerned department.
o Inquiring about and engaging in proper scientific discussions with members of the teaching
staff, without entailing any censorship or punishment, unless the discussion goes beyond what is
acceptable by public morals and the limits of behavior, whether during the lecture or during
the announced office hours for meeting students.
o Taking all the tests that are assigned for the course, unless there is a disciplinary
impediment to conducting them in accordance with the specific regulations and instructions,
provided that the student is notified that he/she is denied entering the test long enough in
advance.
o Knowing the answer key and distributing the grades on the parts of the quarterly
examination questions on which the student's performance evaluation is based, before taking
the final exam of the course.
o Requesting to review the student's answers on the final exam, in accordance with the
University's regulations and decisions in organizing the mechanism and control for that
review.
o Knowing the results of the student on the tests he/she has taken after the completion of the
correction and approval.

2- Duties
o Regularity in the study and fulfillment of all academic requirements considering the rules
and dates regulating the start and end of the study period, including transfers, registration,
excuses, deletions, additions ... in accordance with the provisions contained in the University's
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active laws and regulations.
o Respect for all University faculty members, employees, workers, and employees from
companies contracting with the University.
o University students, guests, and visitors are not to be harmed verbally or in action in any
way on the University Campuses.
o Respect the rules and arrangements related to conducting lectures, regularity, and not be
absent except with an acceptable excuse in accordance with the laws and regulations of the
University.
o Having the commitment not to cheat, or to attribute the work of others to the student, or
to resort to illegal means when preparing research, reports, papers, studies, or other basic
academic requirements of the course.
o Commitment to the rules and arrangements related to the tests and their regulations which
are not to cheat, attempt or assist in cheating in any form or behavior, including impersonation
or forgery, or the entry of prohibited materials or devices into the testing room or laboratories.
o The University Prince Mugrin warns that no indulgence or sympathy will be given to any
form of fraud; the harshest penalties decided by the committee assigned to investigate the case
of fraud will be applied. When a student is caught cheating, he/she will get a score of 0, and
the penalty may reach the final dismissal from the University.
o Adhering to the guidelines and instructions directed by the supervisor or invigilator in the
examination hall or laboratories, which includes not disturbing the silence during test-taking
sessions.

Second: In the Non-academic Field
o Enjoy the social care services provided by the University in accordance with the rules and
regulations.
o Participate in the activities organized at the University according to the available facilities.
o Benefit from the University's services and facilities, such as: The Central Library, the Guidance

and Counseling Unit for Psychological and Social Assistance, sports stadiums, student activities
and educational events, restaurants, parking, etc.). This is based on the University's laws and
regulations according to the available facilities.
o Provide the opportunity to attend training courses, programs, trips, activities, and voluntary
work, in a manner that does not conflict with the student's academic duties.
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o Elect whoever represents a student among his/her colleagues to participate in the Student
Advisory committees that discuss his/her issues.
o Evaluate the student services provided through the questionnaires provided.
o Provide a specific location in the University to take care of and follow up on students’
rights.
o Provide the student with the complete regulations of the University, including the Code of
Conduct.
Duties
o Commitment to implementing the University's rules, regulations, instructions, and decisions
issued by it, and not to circumvent or violate them, or to present forged documents to obtain any
right or advantage against the relevant provisions.
o Carrying the University Card while the student is at the University and presenting it to the
staff or members of the teaching staff upon request, or in the event of terminating any transaction
of the student within the University.
o Never Attempt to destroy University property, tamper with it, disrupt it from operating, or
participate in that, especially what is related to buildings or equipment.
o Adherence to the instructions related to arranging, organizing, and using the University's
facilities, and its designated equipment after obtaining prior permission from the concerned
authority to use those facilities and equipment in their proper ways.
o Commitment to suitable dress and behavior appropriate to the University and Islamic norms,
while not performing any actions that violate Islamic morals or public morals in the University.
o Maintain silence and tranquility inside the University facilities, while refraining from smoking
in them, and not causing disturbances or unlawful gatherings, or legitimate gathering in
undesignated locations.
As much as we trust our sons and daughters, we will not tolerate those engaged in violations of
our rules. Students must be cautious and not put themselves in the circle of doubt. Whoever is
proven to have committed any of the previous violations, the appropriate penalty will be applied
against him or her, according to the University's penalty system.

o
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Student Discipline Policies
Categories of Misconduct:
Any violation of general ethics, general regulations, University regulations,
instructions and decisions by the student constitutes an ethical violation that imposes the
penalties set forth in this document, which include but are not limited to:
1. Violating the rules and regulations of Islamic Sharia (Islamic Legislation).
2. Acts violating national security or offending national unity.
3. Abuse, and dissemination or distribution of prohibited or narcotic substances within
the University and its facilities.
4. Participation in any organization of committees, assemblies, or associations within the
University without prior authorization from the competent authorities of the University.
5. Publishing or distributing bulletins such as: Newspapers, magazines, wall newspapers,
posters, before obtaining prior authorization from the competent authorities of the
University.
6. Collecting funds or signatures before obtaining prior authorization from the competent
authorities of the University.
7. The hanging of all kinds of slogans, signs, and forms at or on the University buildings or
in its facilities without formal authorization from the competent University authorities.
8. Possessing guns, either licensed or unlicensed, carrying knives or similar weapons, or
keeping flammable or explosive materials, or possessing any materials that may be used
for illegal purposes at the University and its facilities or threating to use any such
material.
9. Dressing up against Islamic decorum (rules & regulations), such as wearing transparent
and tight clothing or wearing outfits typical of the other sex/gender.
10. Smoking within the University and its facilities.
11. Theft involving the theft of personal or University property.
12. Verbal or physical abuse of students, or of any University staff or faculty member.
13. Leaving the University building or housing without official permission from the
supervising authorities.
14. Damage, sabotage, or misuse of the University's property, fixed and movable items
and all its facilities, including classrooms, labs with their equipment, tools, teaching aids,
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maps, the Main Library, the sub-library, labs, exhibitions, galleries, playgrounds,
gardens, wallpaper, advertisements, and posters.
15. Making any changes or transferring the University's furniture or contents without
the permission of the authorized parties.
16. Misusing University property; for example, with computers; accessing programs and
copying them without permission or trying to hack or gain access to the security system.
17. Using mobile phones or cameras during lectures with the purpose of violating the
privacy of others.
18. Using University buildings for purposes other than those intended for them, or
without prior written permission from the competent authorities of the University; for
example, to hold celebrations or special events.
19. Engaging in any activity that violates or incites the violation of the regulations
enforced at the University.
20. Disrupting any student activities or programs directly or indirectly.
21. Acts violating the University's rules and regulations.
22. Sharing any false information or data about the University with the media or any of
its authorities, specifically with regards to admission, registration, and student affairs.
23. Falsification/forging or the misuse of official documents, or certificates, whether they
are issued by the University or by any institution outside the University, when they are
relevant to the student's documentation or study procedures at the University.
24. Disrupting the University system during lectures, practical lessons, tests, and the
incitement of other students not to attend any of the study activities mentioned above.
25. Cheating or attempting to cheat in reports, research assignments, tests, or possessing
any material that is related to the syllabus, even if it is not used.
26. A student sits for a test in place of another student, or a person not affiliated with the
University sits for a test for a student from the University.
27. Impersonation in any matters related to the University and its affairs.
28. The violation of the intellectual rights of others by using photocopying offices,
undocumented citations, or reliance on external offices for the preparation of research
assignments and studies.
29. Failure to submit official documents to the competent authorities if required.
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30. The student’s failure to cooperate during investigations or going beyond the limits of
general ethics and decorum in his/her actions with members of the investigation
committee.
31. The student’s refusal to execute the penalty issued against him/her by the competent
authorities.
32. The student’s actions or behavior that may harm the reputation of the University at
home and abroad.
33. Any other violation which the University considers to be a breach of its rules and
regulations, whether it falls within these articles or not.
Disciplinary Violations
Violations that occur outside the University and do not affect the University and its
system are the responsibility of the relevant authorities in the country and are not subject
to the application of the penalties mentioned in these rules and regulations unless the
concerned party at the University finds a solution.
Procedures in Cases of Academic Dishonesty
1. If a student is caught in the act of cheating during a test, in any course, or as a result
of the investigation it was proven that he/she had tried or initiated fraud, then the
observer must ask the student to leave the testing room, and provide a detailed account
of the incident, according to the procedures set forth in Article V of this regulation. And
the Dean of the corresponding college - or whoever is authorized to follow up on the
incident, must send the student to the Test Monitoring Committee, which in turn raises
the affair to the Disciplinary Committee, to proceed with its specialization of determining the
appropriate punishment according to the following cases:
A. If cheating on tests took place during the semester, the student fails the test.
B. If cheating was carried out on the final test of a course, the student is considered to
have failed the test. And he/she should be given a warning of dismissal in case of any
recurrence during any of the periods of study at the University.
2. The student who commits an offense of fraud on a test shall never be forgiven if fraud
was discovered after the test ends. This is according to the disciplinary responsibility
established under the provisions of this order.
A. In case an offending student was caught cheating on reports, on research, in practical
training or in field training, while performing his/her duties, on graduation projects, or on
master's and doctoral theses, the course instructor should release a report of the incident
in accordance with the procedures set forth in Article XII of these Regulations.
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1. The student who asks another student, or someone else, to take a test.
instead of him/her by impersonating his/her identity must receive the following
punitive actions:
A. Consider him/her a failure on the test.
B. Dismiss him/her from the University for a semester after the semester in which
he/she was caught cheating in.
2. The student who entered the test instead of another student must receive the following
penalties:
A. Cancellation of registration in the recorded course in that semester.
B. Dismissing him/her from the University for a semester after the semester in which
he/she was caught cheating in.
C. If the person who entered the testing room is a non-university student, he will be
referred to the concerned judicial authorities.
In case an incident of fraud stipulated in articles (12-13-14) of this regulation was
proven, and the student has received the document of graduation, it is permissible for the
University to cancel the decision to grant the document or certificate and may refer all
matters relating to the violation of documents and investigations to the systematic
consideration of the State bodies.

Disciplinary Committee
1. The University Rector forms the committee every year, and it is renewable in the
following manner:
Male Campus:
• The Dean of Student Affairs (Chairman)
• The Dean of the college to which the student belongs
• A member of the Guidance and Counseling Department
• A member of the teaching staff (majoring in Islamic law)
• An employee from the Student Affairs Department, as secretary and rapporteur of the
committee, to be nominated by the Dean of Student Affairs
Female Campus:
• The female Student Affairs Vice-President (Chair)
• The Vice-Chancellor of the college to which the student belongs
• A member of the Guidance and Counseling Department
• A member of the teaching staff (majoring in Islamic Sharia)
• An employee from the Department of Student Affairs, secretary and rapporteur of the
committee, nominated by the Student Affairs Undersecretary
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2. In special cases when necessary and for a specific period, the University Rector has the
right to replace one of the members with another member, or to add a member from
outside the University to the committee.
3. If the committee’s term of office ends without renewal, it will continue its work until it
is reformed.
•
The committee’s decision shall be by majority. In case of a tie, the side that the
Chairperson voted on shall prevail.
1. The committee holds its meetings at the invitation of its Chairman or his Deputy.
2. The quorum of the committee is considered complete with the presence of two-thirds
of the members.
The committee performs the following tasks:
1. Receiving complaints and observations delivered to (the committee secretary).
2. Collecting data and evidence related to cases.
3. Investigating cases related to student violations.
4. Notifying the relevant authorities within the University of the committee's decisions.
5. Following up on the implementation of the decision.
6. Providing the necessary recommendations for developing the bylaw and related
procedures and models after trying them out.
The Committee Chairman shall specialize in the following:
1. Inviting the members of the committee to meet in normal and emergency situations.
2. Ensuring the integrity of the committee's procedures in accordance with the
University's rules and regulations.
3. Approving decisions, and correspondence from outside and within the committee.
4. Submitting quarterly and annual reports on the progress of the committee's work to
the University Rector.
The Vice-President of the committee shall be responsible for the following:
1. Carrying out the duties of the Rector in the event of his absence or resignation.
2. Carrying out all the work assigned to him by the Head of the committee.
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The Committee Rapporteur is concerned with the following:
1. Preparing the agenda for committee meetings and meeting documents. Attending
meetings and following up on the implementation of decisions without participating in
voting.
2. Inviting members of the committee to attend the meetings upon the request of the
Chairman.
3. Preparing the annual report and work plans for submission to the committee.
4. Organizing the records and files of the committee and other records or files that are
considered necessary.
5. Communicating the committee’s decisions to the competent authorities within the
University.
• Every member of the committee must ensure the confidentiality of all documents and
information during all stages of the topic under discussion and not disclose what they
have learned when performing their duties within the committee, including all forms of
media.
• Members are not allowed to disclose the committee's decisions before the Committee
President officially informs those concerned about them.
• Disciplinary Sanctions
A student who has committed any of the violations set forth in article VIII of these
regulations shall be subject to any of the following penalties:
1. Oral or written warning with a written commitment from the violating student.
2. Issuing a warning in its three stages: first, second, and final.
3. Denial of attendance at some or all lectures where students have violated the rules or
regulations.
4. Temporary denial of access to the use of services provided by one or more of the
facilities of the University where the violation was committed.
5. Temporary denial of engaging in one or more student activities during which the
student has committed the violation.
6. Suspension of grants, denial of loans, or suspension of registration for one or more
classes.
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7. Assigning the student to perform some service or social work or attend courses within
the University for a period not exceeding (14) days.
8. Applying public and private financial fines after the damage is estimated by a specialized
committee in a way that does not violate the Ministry of Education’s regulations.
9. The student will receive a “Failure” grade in one or more of the courses if he or she has
cheated.
10. Cancelling the student's enrollment in one or more courses.
11. Temporary suspension from attending the University for one or more semesters.
12. The final dismissal from the University.
13. Cancelling the decision to grant the student his/her degree if it is found that there is
fraud or forgery that was involved in meeting the requirements for obtaining it.
• Recording of Sanctions
1. The incident shall be recorded on the violation registration form (to be attached to the
list).
2. The incident is referred to the Chairman of the Behavior Control Committee.
3. The Chairman of the Conduct Committee considers the substance of the matter and
calls a meeting of the committee.
4. The student is notified of the committee’s meeting date, according to an official letter,
and given the opportunity to defend himself/herself, and to present all documents that
support his/her defense.
5. The Conduct Committee examines the case.
6. The student's guardian is notified of the case presented to the committee in writing.
7. Witnesses are heard, and all documents related to the incident are collected for analysis.
8. The investigation shall be documented in writing and signed by all concerned parties.
9. The committee issues its decision based on the University's bylaws and regulations,
and the decision is by vote, and in case of equal votes, the side with which the President
voted is preferred.
10. The student is notified of the committee’s decision to review it, and he signs with the
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flag. If he refuses to sign, the committee's decision shall be executed, and he/she shall be
informed of his/her right to appeal.
11. The concerned authorities in the colleges are notified of the decision to implement
everything related to it.
12. If the student does not attend the committee's meetings three times in a row within
two weeks from the date of the first call without an acceptable excuse, then the committee
has the right to issue a decision in absentia.
13. The decision of the committee is delivered to the student, and a copy is sent to the
guardian by registered mail or in the student’s hand.
Second - As for non-academic violations, the person (employee or student) who started
them can register the incident with:
The Deanship of Student Affairs to follow up on the case, and by using the form
prepared for violations.
Third - After completing the necessary investigations into the incident, the committee
recommends the application of any of the stipulated penalties:
In Article (9) nine of these regulations, the recommendations of the committee are
approved by a decision from the University President.

Grievance Policy
The University of Prince Mugrin (UPM) is committed to providing a safe, fair, and
productive environment to students, faculty and staff members.
1. A student has the right to file a grievance if he/she believes that a University member
has violated his/her rights.
2. A student has the right to file a grievance if he/she was discriminated against based
on authority, age, religion, race, color, or disability.
3. A student must seek the advice of the concerned person, academic advisor, Head of
Department, and Dean of Student Affairs.
4. A student has the right to first try to resolve the issue informally. If the case was not
resolved, a student has the right to file a formal grievance/appeal by filling out the
“Student Complaint Form”. The form can be obtained from the Head of Department’s
Office, College Dean’s office, or the Office of Student Affairs.
5. A student who intends to file a grievance/appeal to solve any issue, must do so within
four (4) weeks of the dispute or issue date.
6. Students must adhere to the deadlines assigned in this policy.
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Academic Grievance
A. A student has the right to appeal decisions that impact his/her academic standing or
progression when the grounds for an academic appeal are met based on the quality of
work, personal bias or unfair treatment, course management and/or exceptional
circumstances.
B. A student has the right to pursue an academic grievance if he/she believes a problem
has arisen about:
i. Grading and/or course-related assessments
ii. Student academic progress
iii. Course Registration
iv. Breaches of academic integrity
v. Administrative operations or decisions related to academic matters
C. A student must follow the correct channel of authority when trying to resolve an
academic complaint, as shown below:

Informal Attempts at Resolution
The student first should attempt to resolve the matter, orally or in writing, with the
instructor. Within one week of the contact by the student, the instructor and the student
shall make a good faith effort to resolve the grievance. Should the instructor be on
extended leave or no longer employed by the University, the faculty advisor that is
assigned to the student will act for the instructor.
If no resolution can be made between the student and the instructor, the student should
discuss the matter, orally or in writing, with the Faculty Advisor. If no resolution results,
the student should consult with the Head of the relevant department or program. At this
stage, the Head of Department may inform the Dean that consultation is taking place and
his/her advice may be solicited on how to ensure that adequate steps are taken to achieve
a fair result. Efforts should be made to resolve the issues at an informal level without the
complaint escalating to the status of a formal grievance.
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The Filing of the Grievance:
1. If the grievance is not resolved to the satisfaction of both parties, the student needs to
fill out the Student Complaint Form precisely stating the reasons for the appeal with the
supporting documents attained. The student also needs to submit the Academic Appeal
Form to the Head of Department. If the Head of Department is not the instructor, then
the Head of Department will review the academic appeal and may request additional
information if needed. The Head of Department will act as a mediator between the
instructor and the student to resolve the academic appeal.
2. If a resolution is not achieved at the Head of Department level, and the student wishes to
continue the grievance process, the student must present the grievance to the Dean of the college
within two weeks of the Head of Department’s decision.
3. Within two more weeks, the Dean shall investigate the grievance and attempt to find a
mutually agreeable solution. If such a solution cannot be reached, the Dean shall weigh the facts
and any evidence or testimonies. The Dean will send a written recommendation which states
his/her reasoning on the matter to the student and instructor, within two weeks of having
concluded the hearing. Within two weeks, both the instructor and the student must notify the
Dean of the college or administrative supervisor in writing of their acceptance or rejection of the
recommendation.
4. If a resolution is not reached, the student has the right to submit the grievance/appeal to the
Academic Grievance Committee (AGC) via the VRAA within two weeks.
5. If the AGC decides by a majority vote at a meeting that there is no need for a hearing to resolve
the academic appeal, the process ends.
6. If the AGC decides by a majority vote at a meeting that there is a need for a hearing, a formal
hearing will be scheduled within two weeks after the notice. And the student and instructor are
notified in writing.
7. In either case, the student and the instructor, will be notified in writing within one week of the
Committee’s decision. Copies of the minutes of the AGC meeting shall accompany the notification
of the decision.
8. If the AGC resolves the academic appeal, the Committee Chair must document the final decision.
9. A copy of the Academic Appeal Decision must go to the College Dean and the Vice-Rector for
Academic Affairs.
10. The concerned instructor must comply with the decision taken at any level about changing the
grade or keeping it the same if the appeal was related to a course grade.
11. Decisions reached through this process are final and may not be appealed.

Non – Academic Grievance/Appeal
A. A student has the right to appeal to Student Affairs (SA) for the following reasons:
i. University facilities
ii. University services
iii. Student-student dispute
iv. Student-faculty dispute
v. Student-staff dispute
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B. The Dean of Student Affairs is responsible for determining whether the
grievance/appeal will be investigated further.
C. The Dean of Student Affairs’ office is responsible for contacting the student within two
weeks to update him/her about the status of his/her grievance/appeal.
D. The Dean of Student Affairs’ office is responsible for contacting the Student Affairs
Grievance Committee (SAGC) to set up a meeting about the student’s grievance/appeal.
E. The Chairperson of the SAGC is responsible for:
i. Holding a hearing within 15 working days to convey a decision.
ii. Reviewing and communicating the grievance/appeal to the SAGC members for their
recommendations.
iii. Notify the grievant, the respondent, and the respondent’s respective department
Chairperson about the actions on the grievance/appeal.
14.If the student is not satisfied with the SAGC decision, he/she has the right to direct
the case to the University Council.
15.UPM treats students’ grievances/appeals as confidential documents during all stages
of the process; only individuals involved in the decision-making process will have access
to the documents. However, when needed, the student will remain anonymous to protect
the student’s welfare.
16.Any student, who initiates a fake grievance/appeal based on incorrect pieces of
evidence, is subject to disciplinary action.
17.Any student, faculty, or staff member who, during the investigation process, provides
any false information related to any grievance/appeal is subject to disciplinary action.

Psychosocial Care
It is to provide the necessary psychological, social and behavioral assistance to students in general
and those with special needs in particular by holding direct psychological and social sessions
that focus on understanding the personality of the student, his/her abilities, preparations,
inclinations, insight into the development stage he/she is going through, and his/her
psychological, physical and social requirements and helping him/her to overcome his/her
problems and remove fear and anxiety through many programs and individual and group
sessions. Among its tasks as well:
1. Helping the student to build self-confidence and trust his/her abilities and skills.
2. Building relationships with his/her colleagues, teachers and others in a sound social
and educational environment.
3. Holding individual and group sessions to help the student solve the problems he/she
faces, whether psychologically, socially, behaviorally, or family related.
4. Activating programs to communicate with parents and assist students with difficult
financial situations and family circumstances.
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Admission Criteria and Registration Procedures
The Regulations of Admission to the Preparatory-Year Program (PYP)
The UPM’s Board of Trustees determines the following which is based on a proposal from the
Deanship of Admission, Student Affairs, the University Council, and the relevant authorities at
the University: the number of students that can be accepted into the academic year and the
targeted specializations.
The admission of male and female students into the PYP shall be according to the conditions
approved by the University Council at the time. However, electronic admission to UPM is
available throughout the academic year for the semester system and the quarter system,
starting from the date of submitting the application electronically through the Deanship's
website, and ending with the payment of tuition fees and the student receiving the final
acceptance letter.

Conditions of Admission to the University
To get admitted to the Preparatory-Year Program, students should fulfill the following
requirements:
• Applying students should be holders of a high school certificate or its equivalent from
the Kingdom or from abroad.
• Applying students’ high school certificates should not be more than 5 years old.
However, the University Council can make exceptions to this condition.
• Applying Students should have appropriate aptitude test grades, if any.
• Applying Students should be of good conduct.
• Applying Students should never have been formerly dismissed from any university or
institution for academic or disciplinary reasons. Their admission to university will be
cancelled if it is later discovered they have been formerly dismissed.
• Applying Students should be medically fit.
• Internal and external scholarships for non-Saudi students are admitted according to
conditions set by the University Council.
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Registration Process
• Registration of Regular Students
Students are registered through an automated student information system, which allows
students to register subjects according to the study plan approved by the colleges and choose
the appropriate classes for the student according to the times available in the University’s
general schedule.
• Registration of New Students
• A unified academic schedule for the Preparatory Year is set for each semester for all
students.
• The registration process is done automatically by the University Registrar according to
the study plan for the students of the Preparatory Year. The grades obtained by the
student in the Preparatory Year are calculated within his/her academic record, noting
that these grades do not affect his/her academic average at the University.
• The schedule of the Preparatory Year shall be fixed throughout the period of study in
the Preparatory Year. It is not allowed to make deletions, additions, or changes to
academic divisions.
• The student is transferred to the second level of the study plan in the second semester.
If the student stumbles, he/she is monitored in the next semester.
• The academic load is the sum of hours that a student is registered for in the PreparatoryYear Program, and it ranges between (12-16) credit hours in each semester.
• Students view their academic schedules through the Student Information System and are
committed to attend according to their officially registered schedules.
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Grading System
These are standardized measurements of different levels of understanding of a certain subject.
They can take the form of Letters (A, B, C, D, E, F), numbers (1-4) or bedescriptors (Excellent, Very
Good, Good, Pass, Weak, etc.).
The table below shows the grading system as in the University’s Examination Rules and
Regulations Lists:
Point
s

Grade Limit

Code

ﻣ ﻤ ﺘ ﺎز ﻣ ﺮ ﺗﻔﻊ

4.00

100 – 95

A+

+أ

Excellent

ﻣ ﻤ ﺘ ﺎز

3.75

90 less than 95

A

أ

Superior

ﺟ ﯾﺪ ﺟ ﺪا
ﻣ ﺮ ﺗﻔﻊ

3.50

85 less than 90

B+

+ب

ﺟ ﯿﺪ ﺟ ﺪا

3.00

80 less than 85

B

ب

Above Average

ﺟ ﯿﺪ ﻣ ﺮ ﺗﻔﻊ

2.50

75 less than 80

C+

+ج

Good

ﺟ ﯿﺪ

2.00

70 less than 75

C

ج

Pass-High

ﻣ ﻘ ﺒ ﻮ ل ﻣ ﺮ ﺗﻔ ﻊ

1.50

65 less than 70

D+

+د

Pass

ﻣﻘﺒﻮ ل

1.00

60 less than 65

D

د

Fail

ر اﺳ ﺐ

-

Less than 60

F

In-Progress

ﻣ ﺴ ﺘﻤ ﺮ

-

----------

IP

م

In-Complete

ﻏ ﯿﺮ ﻣ ﻜ ﺘﻤ ﻞ

-

----------

IC

ل

Denial

ﻣﺤ ﺮوم

-

----------

DN

ح

No Grade-Pass

ﻧ ﺎﺟ ﺢ د و ن د ر ﺟ ﺔ

-

60 and more

NP

دن

No Grade-Fail

ر اﺳ ﺐ د و ن د ر ﺟ ﺔ

-

Less than 60

NF

ـھد

Withdrawn

ﺳ ﺤ ﺐ ﺑﻌ ﺬر

-

----------

W

ع

Withdrawn with

ﺳ ﺤ ﺐ ﺑ ﺄ د اء
ﻣﺮ ﺿ ﻲ

-

----------

WP

عج

----------

WF

ع ھـ

----------

AU

مع

English Descriptive
Exceptional

Very Good

Pass
Withdrawn with
Fail
Audit

Arabic Descriptive

ﺳ ﺤ ﺐ ﺑ ﺘﻘ ﺪ ﯾﺮ
ر اﺳ ﺐ

ﺮ

-

ﻣ ﺴ ﺗﻤ ﻊ
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Arabic Code

ـھ

Semestral & GPA Rate Calculation
Semestral and cumulative rates are calculated through an equation that measures the
students’ performances. The sample below demonstrates the calculation procedure of each of
them:
(Example)
First semester:
Course name

Differentiation & Integration

Credit

Percentage Evaluation Evaluation

number

symbol

weight

Points

4

85

B+

3.5

14

General Physics 1

4

80

B

3

12

General Chemistry

4

90

A

3.75

15

Academic English Writing 1

3

75

C+

2.5

7.5

Islamic Culture

3

95

A+

4

12

Total

18

1

60.5

Total Points (60.5)
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First semester average = --------------------------- = 3.36
Total Units (18)
Second semester:
Course name

Credit

Percentage

Evaluation

Evaluation

symbol

weight

number

Points

4

70

C

2

8

General Physics 2

4

65

D+

1.5

6

Introduction to Computer

3

85

B+

3

9

Academic English Writing 2

3

90

A

3.75

11.25

Arabic Language

3

77

C+

2.5

7.5

Introduction to Engineering

1

79

C+

2.5

2.5

Differentiation & Integration
2

Sciences for Engineers

Drawing
Total

18

60.5

Total Points (44.25)
Second semester average = ----------------------------------- = 2.45
Total Units (18)
General Total Points (60.50+42.5)
Accumulative Average = --------------------------------------------------- = 2.90
General Total Units (18=18)

.
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University’s Colleges and Programs
College of Engineering
Existing Majors
Interior Design

Civil
Engineering

Electrical
Engineering

Architectural
Engineering

College of Business and Tourism
Existing Majors

Finance

Business
Management

International
Hospitality
Management

Marketing
Accounting

College of Computer & Cyber Security
Existing Majors

Artificial
Intelligence
Software
Engineering
Computer
Science
Cyber
Security &
Criminal
Computing
The major is only available once a sufficient number of students are enrolled.
41

Academic Affairs
Preparatory-Year Academic Rules
One of the Preparatory-Year Program objectives is to meet the real needs of students through
enhancing their educational skills according to the requirements of the specialization they
select to study at the university. This program is an integrated study plan that covers two
semesters, in which students study English language courses, and some scientific courses,
such as mathematics and computing. The most important aims of the Preparatory-Year
Program include:
o Preparing students for university education, by providing them with information
and regulations that govern university studies.
o Providing academic courses that contribute to preparing and qualifying students for
their university specialization.
o Empowering students with the necessary skills and competencies needed for
university studies.
o Installing and deepening the sense of responsibility and discipline among every
student.
o Bridging the gap between public and university education and measuring the
students’ abilities to perform at the required university level by assessing their
performance in the preparatory year.
o Developing and improving English language skills, which is regarded as the
medium of learning in all majors offered by the university.
o Offering the students the opportunity to discover their scientific capabilities within
the university environment, and to develop their creativity and innovation.

University Rules
To ensure that each student is aware of their rights and academic duties, several educational
rules and regulations have been set to ease students’ academic endeavors. These rules
include attendance policy, conditions for passing the Preparatory-Year Program, promotion
test policies, exam rules and the English language program.

Attendance Policy
Class Attendance
Regular attendance and punctuality contribute to the students’ success and achievement. As
punctuality is related to developing character traits like respect and responsibility, as well as learning
skills such as professionalism and initiative, all students are expected to maintain satisfactory
attendance and ensure they are on time for each subject.
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1. Students are expected to regularly attend all scheduled classes and laboratory
sessions beginning from the first day of the semester.
2. Students are required to adhere to their approved schedule and only attend classes
in their section.
3. Students must abide by the rules and regulations of each course, especially
academic warnings related to attendance or denial by resorting to the PreparatoryYear policy.
4. Students are required to arrive on time for all classes. If a student arrives 5 minutes
after the scheduled beginning time of a class, he/she will be considered tardy (3
tardies = one absence). If a student arrives more than 10 minutes late, he/she will
be counted as absent, even if they attend the rest of the class.
5. 25% is calculated as the maximum absence limit for all scheduled classes, and this
limit includes both excused and unexcused absences (due to non-medical reasons).
6. It is the responsibility of each student to familiarize themselves with course
attendance and absence policies.
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Absence Warnings
The student will be issued a DN grade if he/she exceeds the 25% DN limit of a course.
The following tables provide guidelines for the number of absences allowed for courses
with various credit hours for regular semesters and summer semesters.
DN Limits for a Regular Semester (15-Week Semester)
DN Limits* for Various Numbers of Classes per Week
Total
1
2
3
4
Credit Hours
Hours/Semester
Class/Week
Class/Week
Class/Week
Class/Week
1
15
4
2
30
4
8
3
45
4
8
11
4
60
4
8
11
15
5
75
4
8
11
15
6
90
4
8
11
15
*DN Limit: number of allowed absences before issuing the DN Grade. The DN limit is 25% of the total time
for the class in the semester. The DN-Notice is sent if student absences exceed the 25% DN Limit.

DN Limits for Summer Semester (8-Week Semester)
Credit Hours
1
2
3
4
5
6
7
8
9

Total
Hours/Semester
15
30
45
60
75
90
105
120
135

DN Limits for Various Numbers of Classes per Week
1
2
3
4
Class/Week
Class/Week
Class/Week
Class/Week

2
2
2
2
2
2
2
2
2

4
4
4
4
4
4
4
4
4

6
6
6
6
6
6
6
6
6

8
8
8
8
8
8
8
8
8

DN Limits for Summer Semester (5-Week Semester)
Credit Hours
1
2
3
4
5
6
7
8
9

Total
Hours/Semester
15
30
45
60
75
90
105
120
135

DN Limits for Various Numbers of Classes per Week
1
2
3
4
Class/Week
Class/Week
Class/Week
Class/Week

1
1
1
1
1
1
1
1
1

3
3
3
3
3
3
3
3
3
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4
4
4
4
4
4
4
4
4

5
5
5
5
5
5
5
5
5

Warning/Notice

Limit of absences as a percentage of the total class-time

First Absence Warning
Second Absence Warning
DN-Notice

= 10%
= 15%
> 25%

• Students receive two “Absence-Warning” and a “DN-Notice” by email issued by the course
instructor based on the following rules:
o The “First Absence-Warning” email is sent when a student’s absence reaches 10%.
o The “Second Absence-Warning” email is sent when a student’s absence reaches 15%.
o The “DN-Notice” email is sent when a student’s absence exceeds 25%, and
accordingly:
§

The student has the right to review his/her absence record with the course
instructor and discuss reasons of absenteeism with the instructor and the HoD.

§

The HoD may reject the DN grade if the student’s reasoning and/or course
performance are convincing.

§

The student has the right to file an appeal to the College Council no later than
the two weeks before the exam period to reject the DN grade. Students who
filed an appeal against the DN grade have the right to sit in class and take part
in all class activities until a decision is declared.

§

The DN grade will appear as a “DN” in the student’s record and will be counted
as an F grade in the GPA.

§

If a DN grade is issued, the i) DN Form, ii) a copy of the first absence warning,
and iii) a copy of the second absence warning will be sent to the Registrar’s
Office and the HoD.

Please note: Absence-Warnings and DN-Notices are valid even if the student did not check,
see, or reply to the emails. It is the student’s sole responsibility to regularly check his/her email
and to refer to the IT department in case there are any technical issues.
•

A "DN" list will be posted by the Registrar one week prior to the Final Exam period.

•

The College Council may exempt a student from the DN procedures and allow him/her to
attend the classes and the final examination if the student supplies an acceptable excuse. For
such exemptions that are provided by the College Council, the minimum attendance
requirement is no less than 50% of the lecture and laboratory sessions scheduled for the
course.

•

If the student continues to be absent after the DN issuance deadline, the student will lose the
right to appeal.

•

A student may be granted an excused absence by the Head of Department, the College Dean,
or the Vice Rector for Academic Affairs for any of the following reasons:
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o Participation in a recognized University activity
o Genuine emergencies over which the student has no personal control, (e.g., death of a
direct family member or a major crisis).
Maternity Leave: a pregnant student who is expected to deliver within two weeks of the final
exams (based on a report from her doctor specifying her expected date of delivery) has the
choice of taking the exam on time or receiving an incomplete grade “IC” in the course. A
pregnant student who delivers during the semester is given an excuse.

Absence for Non-Medical Reasons
A student may be granted an excused absence for any of the following reasons:
1. Students who participate in a University sponsored off-campus trip must obtain the permission
to be absent from their course instructors. For female students, the form should be signed by
their parent/guardian approving her participation. A copy is kept in the student’s file in the
Student Affairs Deanship.
2. The Office of the College Dean will publish and distribute to HoDs and course instructors lists
of students who have absences authorized by the university (i.e., Participation in a recognized
University\College activity).
3. Absences due to marriage will be counted from the 25% absence range. Therefore, students are
advised to plan their weddings during the official college breaks mentioned on the Academic
Calendar.
4. Marriage Leave: UPM students are not entitled to marriage leave,and any absence will fall
within the 25% absence limit.
5. Maternity Leave: A pregnant student who is expected to deliver within two weeks of her
final exams has the choice of taking the exam on time or receiving an incomplete grade
“IC” (A Medical report specifying her expected date of delivery is required). A pregnant
student who delivers during the semester is given a two-week excused absence from the
date of delivery.
6. Death in Family: Genuine emergencies over which the student has no control (death of a
direct family member or major crisis). In the case of a death in the family, the student is
entitled to 3 days of absence (A proof of death is required upon return)
7. Students are entitled to 3 days of excused absence if there is a death of close family members. The
term “close family members” is defined to include the following:
1.
2.
3.
4.
5.
6.
7.

Mother
Father
Spouse (husband/wife)
Offspring
Siblings
Grandparents
Parents-in-law
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The student must submit the proof of death of the family member upon return.
a. In case of the death of a husband, female students can take the ‘Iddah’ leave of four months and ten
days, and will be allowed to withdraw from the university for the rest of the semester with a grade of
W.

Absence Due to Medical Reasons
1. Students who become ill while they are at university are required to visit the campus clinic to be seen
by the nurse. The nurse has the authority to provide an excuse for one class only.
2. If students are unable to attend class due to an illness, they are granted an excused absence if
they produce a valid medical report (reports from Governmental hospitals are preferable).
3. If the student is ill and absent for more than one day, he/she must submit a medical report or a sick
leave document to the course instructor within 3 days of his/her return to the University.
4. In case the course instructor has doubts about the credibility of the submitted medical report, he/she
has the right to request verification from the Deanship of Student Affairs.
5. Students are recommended to have their medical reports from governmental hospitals. If the medical
report is obtained from a private health institution, the medical report should be submitted to the
Deanship of Student Affairs for verification.
6. If the instructor or the HoD refuses to approve the sick leave request, he/she must email the College
Dean with reasoning for the refusal. The College Dean may then accept or reject the refusal.
7. Copies of the decisions about special cases should be sent to the corresponding HoD to take the
required actions.
8. Absences due to medical reasons should not exceed 25% of all scheduled classes.
9. If a student exceeds the limit of 25% absences due to medical reasons or non-medical reasons during
the semester, he/she will be advised to withdraw from the semester. If the student does not withdraw
from the semester, he/she will be issued a “DN” grade.
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Passing the Preparatory-Year Program
Students pass the Preparatory Year and the English language courses only when they obtain a
band 5 on the IELTS test or an equivalent. In case students do not obtain this score, they are
required to study the English language modules according to their levels until they pass.
Students in the Preparatory Year must obtain a grade of no less than ‘good’ (C) in all the English
and mathematics courses and no less than (D) in other Preparatory-Year courses. Students can
select any major offered by the university according to the regulations determined by the
administration.

Course Examination System
Students are subject to continuous evaluation in different courses during their studies in the
Preparatory Year, through periodic tests and final exams in accordance with the educational
and examination regulations.

English Language Placement Test
After completing the University admissions procedures, students are required to sit for an
English language test to determine their levels. Afterwards, students register for their English
modules according to the test results. The Preparatory-Year Program consists of five levels, and
the passing of students from one level to the next remains in accordance with its rules and
regulations.

International (Standardized) English Language Tests: TOEFL-IELTS
The student is exempted from studying English in the Preparatory Year if he/she passes one of
the international English language tests, such as the IELTS with (5), the TOEFL with (500),
or a passing score in the Michigan testing system. Students can also be exempted from studying
English in the Preparatory Year once the required score of any other accredited standardized
international test recognized by the university is obtained.

48

Postponement and Withdrawal Regulations
In extreme cases, and only for compelling excuses, students may apply for postponement
before the set deadline on the academic calendar. The application will then be presented to the
Students Affairs & Admission and Registration Committee to take appropriate decisions.
However, in the case of a dropout without the submission of a valid excuse, students will be
awarded a denial grade (DN) or a grade of failure (F), which would appear on their academic
record at the end of the semester.

Withdrawal from the Preparatory-Year Program
Students who intend to drop courses or withdraw from the Preparatory-Year Program must
notify and present their justifications to the Admissions and Registration Office. The
Admissions and Registration Office will then carry out the withdrawal procedures and provide
students with the withdrawal form.

Dismissal from the Preparatory-Year Program
A student’s enrollment in the Preparatory-Year Program is cancelled in the following cases:
•
•
•
•

If a student does not attend classes for more than one semester, his/her status is then
changed to a ‘dropout student’.
If a student does not complete all Preparatory-Year courses in the specified period, i.e.,
a maximum of three semesters.
If a student achieves a cumulative grade-point-averageofless than 2 out of 4 despite passing all
courses by the end of the Preparatory Year.
If a student fails the same course twice by receiving a grade of fail (F), a denial grade (DN)
or a withdrawal grade with F (WF) in the same course.
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Tuition Fees Policy
Tuition Fee Calculation System
１. Admission fees in all majors are (575) riyals in addition to tax (for Saudis and nonSaudis) which is non-refundable and include:
Opening the file
Obtaining a matriculation number
Course equivalency (students transferring from other universities)
Acceptance speech
Issuing the university card (for one time only).
２. Placement test fees for (English, Mathematics, and Computing) are (345) riyals in
addition to tax (for Saudis and non-Saudis) which is non-refundable.
３. Admission fees for international students are ($134) which equals (500) riyals, and taxes
are added to it.
４. Late registration fees are (1000) riyals and are non-refundable (the date of late
registration is determined by the Registrar's Office later).

Tuition Fees at Prince Mugrin University
Colleges
The Preparatory Program

According to the college the student enrolled
in

The College of Engineering

(66,000) riyals for one academic year

The College of Business Administration

(60,000) riyals for one academic year

The College of Computer & Information
Technology.

(60,000) riyals for one academic year
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Methods of Payment
• A certified cheque in the name of Prince Mugrin Bin Abdulaziz University.
• A bank deposit for Prince Mugrin University.
• A bank transfer to the account of Prince Mugrin bin Abdulaziz University, the information
required for the bank transfer is:
Alinma Bank
Account number: (68201016262001)
IBAN number (SA2305000068201016262001)

Tuition Fee Refund Policy
The first and second semester
95% refund

Withdrawal fees are refunded before the first day of study.

80% refund

Withdrawal fees are refunded in the first week of study.

65% refund

Withdrawal fees are refunded in the second week of study.

50% refund

Withdrawal fees are refunded in the third week of study.

25% refund

Withdrawal fees are refunded in the fourth week of study.

0% refund

Withdrawal fees are not refunded after the fourth week of
study.

Summer Semester
95% refund

Withdrawal fees are refunded before the first day of study.

80% refund

Withdrawal fees are refunded in the first four days of study.

65% refund

Withdrawal fees are refunded on the fifth day of study.

50% refund

Withdrawal fees are refunded on the sixth day of study.

25% refund

Withdrawal fees are refunded on the seventh day of study.

0% refund

Withdrawal fees are not refunded after the seventh day of
study.
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University policy and some important notes
1. The tuition fees are based on the student’s major.
2. Full tuition fees are paid before registering for the courses in two installments: one installment in the
first semester and another installment in the second semester of study. The system of multiple
installments does not apply.
3. Prince Mugrin Bin Abdulaziz University reserves the right to withhold its services from students who
have not paid full tuition fees, or who have not adhered to the financial payment plan.
4. The student is not officially registered unless he or she pays the tuition fees concluded with the
Financial Administration Department.
5. The enrolled student must sign a declaration of joining the scholarship and abide by what is
stated in it.
6. Postponement of studies takes place before the start of the semester. As for dropping one or more
courses, or withdrawing from one or more of them, it will take place after the start of the
semester.
7. If the student’s withdrawal was a total or a semester withdrawal, then the tuition fee refund
policy would apply to him/her.
8. Late registration fees are calculated from the first day after the completion of the regular
student registration period, according to the University’s academic calendar.
9. If a student pays admission fees and does not enroll in the University for more than one year,
he or she must pay the admission fee again.
10. The summer semester fees and the tuition fees for visiting students are calculated at the same cost
as that of regular students’ fees, and the University’s tuition fee refund policy applies in this
regard.
11. The enrolled scholarship student must sign a declaration of joining and abide by what is stated within
its declaration.
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Departments Services
Admissions Department
The admission department provides a set of services like:
• Admission to the University
• Issues the University Student ID Card
• Submits and Modifies Log-in Data for Each Student on the University's
Electronic System
• Equivalence of Academic Subjects
• Change of Specialization.
• Postponement and Resumption
• Academic Withdrawal
• Re-enrolment

Registration Department
The registration department provides a set of services like:
•
•
•
•
•
•

Registering and Enrolling students in Subjects
University Retention Schedules
Adding or Dropping Coursework Subjects
Withdrawal from College Courses
Issuing Transcripts
Developing Academic Plans of Study for Students
53

Student Affairs
The student affairs provides a set of services like:
•
•
•
•
•
•
•

Writing verification letters
Issuing exit permits
Receiving students’ excuses
Providing guidance and counselling
Resolving problems that students may encounter
Creating student activities
Supporting gifted and talented students

COOP and Alumni Department
The Alumni & Co-op Training Department is responsible of a set of services such as:
• Oversees the whole co-op training journey and work with collages to give the
students the support they need to succeed in their internships.
• Maintaining previous alumni records.
• Constant communication with UPM alumna throughout Alumni Office outlook
group.
• Finding distinctive opportunities for alumnus from all field & majors (seminars /
programs / co-ops / workshop).
• Filling out the electronic alumna questionnaire and analyzing it to ensure the
quality of services provided to graduates.
• Participate in different university events, to introduce the career & consulting
services and give an introduction on how the development can help in the
academic and social life.
• Coordinating with employment agencies for training & job opportunities.
• Collecting all graduates resumes and providing it to interested employment
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•
•
•
•
•
•
•
•
•
•
•
•

institutions.
Strengthen the graduate’s bond by inviting them to participate in UPM
activities.
Making workshop programs for alumnus, which features general topics that are
essential and beneficial to graduates from all colleges.
Opening an alumni club after the pandemic, which features a verity of activities /
events / trips, to enhance their last year collage experience.
Building a strong relationship with industry leaders to get the best internship
opportunities for our students.
Keeping a stable communication within the alumni email groups: Alumni Office
Group + Summer Internship Group.
Preparing final year students for the job market by partnering with external
agencies (employers) and providing training opportunities/ workshops for them.
Increasing the quality of all university services for graduates by focusing on
improving the weaknesses.
Increase UPM graduate’s employment rate.
Providing guidance to graduates with difficult cases.
Keeping a chart of previous firms that graduates got their co-op training at.
Oversee the co-op training manual.
Collaborating with other departments in providing programming and activities
for students as needed, to help students in improving their social / academic personal.
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Scholarship Unit
The scholarship office offers students information related to scholarships available at the
University. Students can apply for a scholarship immediately after registration on the
system. This unit provides services including:

•
•
•
•
•

Receiving scholarship applications and recording them.
Studying the status of scholarship applicants.
Deciding about scholarship percentages according to a student’s status.
Signing scholarship contracts and following up on them.
Updating scholarship applications in the light of annual study grades and conditions on
scheduled scholarships.
• Informing students about updates related to scholarships.

Deanship of Academic Affairs
Important services provided by the Deanship of Academic Affairs include:
•
•
•
•

Organizing reinforcement workshops.
Assigning advisors to students.
Finding solutions to students’ educational challenges.
Coordinating study groups.

The Central Library
The library provides a set of services like:
•
•
•
•

Lending books.
Taking advantage of learning resource tools.
Conducting documentation research.
Providing an adequate space for studying and doing assignments.
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IT Department
The University provides an electronic system that facilitates access to all services to the
students, in addition to electronic learning systems that support learning during and
outside school hours. If there are any problems in the system, the student can contact the IT
Department by sending an email to the Technical Support Help Desk at
ict.helpdesk@upm.edu.sa or directly contact the IT department to provide the required
assistance. The Information Technology Department also provides many services, consisting
of continuous work on the automation of procedures related to students’ work on the
University’s electronic platform that include:
•
•
•
•
•

Providing smart laboratories.
Providing smart classrooms.
Training students on how to use the University's electronic system.
Providing each student with a University email.
Providing technical support services and solutions to any challenge students face while
using University electronic services.
• Providing an online platform that includes the students' data which is continuously
updated until graduation.

Financial Department
The Financial Department creates a financial file which includes all the students’ financial
data. Students must fulfill their financial obligations to ensure the smooth running of their
educational program.
Some of the most important services provided by this department include:
•
•
•
•
•
•
•
•
•

Creating students’ financial files
Receiving Fees
Receiving book fees
Investigating students’ financial updates (payment situations and scholarships)
Receiving training and educational program fees
Receiving club subscriptions and summer programs fees
Receiving insurance fees on lockers
Receiving replacement fees for University cards
Receiving fees for international English language tests (IELTS).
57

Preparatory-Year Program
This administration mainly deals with new students. It offers many services that meet the new
students’ needs at this stage. It deals with:
•
•
•
•
•
•

Organizing the English Language Program and ensuring its smooth operation
Administering Placement Tests
Administering Promotion Tests
Coordinating International Tests held at the University (IELTS)
Conducting the program and following up
Receiving and processing new students’ administrative and academic problems

Education and Learning Center
The Education and Learning Center offer a multitude of support programs to enhance students’
learning abilities from the day they join University until they graduate, through varied programs,
training sessions and workshops that develop students’ skills and support them.
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University Counseling and Guidance
All University students can obtain the counseling services available at the Center, namely:
Individual Counseling and Psychological Guidance
We provide individual counseling services for all University students, on a variety of topics including,
but not limited to anxiety, depression, stress, conflicts, loss and grief, marriage problems, smoking,
and life decision-making.
Academic Advising
We offer a one-on-one counseling service for students who have academic issues. The center
provides services to help students deal with exam anxiety, educational stress, learning difficulties,
learning strategies, developing study skills, time management, and teamwork skills.
Professional Consulting
We apply a set of measures of professional tendency to help students define their career orientations.
We also provide a career counseling service by discussing students' interests with current and future
career orientation programs.
Group Counseling
We provide group counseling services in groups ranging from two to eight individuals. It is a
service in which individuals share similar interests to support their emotional, behavioral,
psychological, and social development. The service can include holding psychological/educational
groups, structured groups, and focus groups. Group counseling lasts about 6 to 8 sessions.
Psychological Evaluation
The University Counseling and Guidance Center provides psychological evaluation of the
capabilities and characteristics of University students in the light of high-level psychometric tests
that are standardized based on the Saudi environment, through the psychological evaluation
counseling sessions.
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Outreach Services
We offer student outreach services through the website and through the introduction of
training programs that aim to achieve preventive and therapeutic aspects and development.
Training Services
We offer a range of training programs that aim to develop students' skills and support the
positive side of their lives, such as steps to success, coaching, self-assessment and other
developmental programs.
Intervention in Times of Crisis
Students can also call the University Counseling and Guidance Center using the following the
phone number and extension number: 0148318484, ext. 1212.

Academic Advising
Academic advising is about guiding and helping the student in choosing his/her major, in
line with his/her preparations, abilities, inclinations, ambitions, qualifications, and how to
enter the workforce, progress and advancement in it, and achieve the best possible level of
specialist compatibility. The unit aims to:
• achieve educational adaptation for the student, by providing available information on
academic majors of study that go in line with his/her capabilities, goals, and inclinations,
and by implementing programs and standards.
• inform students on the academic majors available, their specialties and requirements to
join them, and help students choose the scientific major that matches their inclinations,
aptitudes, and abilities.
• direct the student to identify his/her tendencies, aptitudes, abilities, personality, and
work-related skills, to choose the major that suits him/her.
• introduce the University majors to students, so all their inquiries about each of the
colleges are clarified.
• follow up on the student’s academic progress in his/her major, along with providing the
necessary advice and guidance for his/her academic and professional development.
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Sports and Recreational Activities
The University acknowledges the significant importance of sports and recreational activities
that play a vital role in the health and success of our students and staff. Therefore, we provide
a wide range of sports activities and events to enrich the well-being of UPMers. UPM is a
welcoming and safe place providing accessibility to all students and staff to its programs
aiming at fitness and wellness.
Our programs:

Fitness and Wellness Program
This program covers the fields of physical health, fitness, and development. Teaching
UPMers fundamental skills, cardio and strength mobility, and healthy exercises assist them
to build a strong and healthy body, through fitness courses, group exercises, bodyweight
classes, Pilates classes, and yoga classes.

Training Program
UPM provides instructional sessions concerned with developing, training, and refining
talents to develop skillful performance in sports to reach the stages of high competition.
We provide skills training programs for the following sports:
Basketball, Football, Volleyball, Table Tennis, Badminton, and Long-Distance and ShortDistance Running.

Competitive Program
The Competitive Program develops talent in individuals and teams through sports to
participate in sports competitions to develop performance levels and competitiveness by
organizing competitions between participants, individually or collectively, within the
University, or with other university teams through the following tournaments:
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Basketball, Soccer, Badminton, Table Tennis, a running race (long and short distance),
Cycling Race, and a 10-thousand-step walk.

Sports Community Service
Prince Muqrin University believes in its role in developing society and in contributing to
the spread of sports activities among its members. Therefore, it undertakes the
implementation of the following programs.

Summer Programs
- Providing courses for the community for adults and children
- Comprehensive Summer Camps for children
- Summer Camps for Women and Girls.
- Open Sports Tournaments for the Community

Sports Programs
The University believes in the importance of sports activity in university life and seeks to
provide a distinctive sports environment to build an athletic generation at university that is
characterized by good manners, honest competition, sportsmanship, and the positive
pursuit of community service. To this end, the University has provided sports buildings and
advanced sports facilities that are available to all students. The University provides multiple
programs that include:
a. Healthy Fitness Program Sports Training Programs
b. The Competitive Programs and Tournaments
c. The Community and Collaborative Partnerships Program
d. The Health Recreational Program

How to Register for a Sports Club Membership
• Fill out the form with your health status and personal information and submit it to the
administration of the sports club.
• Pay the sports club membership fees at the Financial Affairs Office.
• Fill out an application form to join the sports activity.
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Useful Phone Numbers and Emails
Phone Number

Male
Campus

Female
Campus

920000238

920000238

Extension
Admissions

(1100)

(3094)

admission@upm.edu.sa

Registration

(1100)

(3117)

registrar@upm.edu.sa

Student Affairs

(1061)

(3020)

st_affairs@upm.edu.sa

Academic Affairs

(1065)

(3065)

Preparatory Year

(1106)

(3017)

Finance
Administration

alumni_office@upm.edu.sa

(3115)

COOP and Alumni
(1009)

(3082)

Female: s.shaikh@upm.edu.sa
Male: m.mohammednour@upm.edu.sa

GYM

3027

s.recreation@upm.edu.sa

Counseling and
Guidance

(1212)

m.ghonim@upm.edu.sa

Scholarship Unit

(3044)

scholarshipcom@upm.edu.sa

IT
Education &
Learning

(1122)

(3050)
( 3108)
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ict.helpdesk@upm.edu.sa

University Building Maps (Male Campus)
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University Building Maps (Female Campus)
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University of Prince Mugrin King Khalid Road
PO Box 40202
Medina, Saudi Arabia Tel:
920000238
Email: info@upm.edu.sa
www.upm.edu.sa
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