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11. Signatory Authority: Admissions and Enrollment 

Applies to all academic and related administrative units of the University except those in the 
College of Medicine and Health Sciences. 

 

 Transaction Description 

Signature Authority Level 

C
ou

rs
e 

In
st

ru
ct

or
 

C
h

ai
r 

of
 t

he
 D

ep
ar

tm
en

t 

R
eg

is
tr

ar
 

C
ol

le
ge

 D
ea

n
 

S
tu

d
en

ts
 A

ca
d

em
ic

 G
ri

ev
an

ce
 

an
d

 A
p

p
ea

ls
 C

om
m

it
te

e 

P
ro

vo
st

 

V
ic

e 
C

h
an

ce
ll

or
 

C
h

an
ce

ll
or

 

U
n

iv
er

si
ty

 C
ou

n
ci

l 

Policies and 
Procedures 
Manual 

Proposing modifications and implementing 
future updates to the Admissions and 
Enrollment Management Policies and 
Procedures 

  X       

Changes in Policies   X    X X X 
Changes in Procedures   X   X X   

Admission: 
Undergraduate 
External 
Transfer 
Students. 

Determining the standing and enrollment 
eligibility of incoming external transfer 
students to the University 

  X       

Determining credits accepted for transfer 
to the University 

  X X      

Determining applicability of transfer 
credits for a specific undergraduate degree 

   X      

Enrollment 
Eligibility 

Authorizing the use of registration holds   X       

Study Load Approving the exceptional study load    X      

Schedule and 
Classes 
Timetabling 

Management and development of Schedule 
of Classes 

  X       

Establishment of summer semester 
guidelines 

     X    

Approving courses and for summer 
semester 

     X    

Withdrawals 
and Leaves of 
Absence 

Permission of leave of absence to students 
who have exceeded the number of leave of 
absence 

    X     
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Course/Class 
Syllabus 

Preparing a course syllabus and 
distributing it to students and providing a 
copy to the College Dean 

X         

Study Period 

Determining the maximum study period 
for students entering the University by 
transfer from another institution 

  X       

Granting additional semesters to complete 
a degree other than what is specified in the 
study period policy 

    X     

Examinations 
and Academic 
Assessments 

Announcing the location of all final exams   X X      

Final Exam 
Schedule and 
Exam 
Management 

Submission of a written request for the 
change of time/date of a scheduled final 
examination 

   X      

Advise on the necessity and feasibility of 
the requested exception 

  X       

Approval to the change of time/date of a 
scheduled final examination 

     X    

Grades for 
Proficiency, 
Challenge, and 
Advanced 
Placement 
Examinations 

Approval for credit for degree applicable 
courses or other degree requirements on 
the basis of examination scores on 
internationally recognized college entrance 
examinations, and advanced placement 
and other enhanced instructional programs 
in secondary school 

   X      

Approval of the maximum number of 
credit hours from proficiency, challenge 
and advanced placement examinations 

   X      

Student Grade 
Access and 
Appeal 

Decisions on students grade appeal. X X  X      
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Grade Changes 

Reviewing and approval of grade changes 
forms once a final course grade has been 
recorded in the University's official student 
record system 

     X    

Limits on 
Transfer 
Credits – 
Undergraduate 
Degrees 

Exceptions on accepting courses taken in 
institutions that are not holding the same 
international accreditation as the 
corresponding College or degree program 
at UAEU 

   X      

Academic 
Calendar 
Preparation and 
Approval 

Preparation of the Academic Calendar   X   X    
Approval of the proposed Academic 
Calendar 

     X X X  

Modification of the Academic Calendar 
following its final approval 

      X   

Students 
Access to 
Academic 
Records 

Responsibility for resolving disputes 
regarding the accuracy of student 
academic records 

  X       

Student 
Information 
System. (SIS) 

Authorization of access to SIS   X       

Tuition and 
Fees 

Changes in the published Schedule of 
Tuition and Fees during the course of a 
given academic year 

      X X X 

 


