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I. INTRODUCTION
a. Authority: The Board of Trustees (herein referred to as “Board”) at The American University of Kurdistan (herein referred to as “AUK” or “University”) is authorized to establish rules and regulations to govern and operate the University and its programs.
b. Purpose: The purpose of this policy is to establish policies specific to master’s students distinct from those that apply to bacehlor students. 
c. Scope: This policy applies to students matriculated in AUK master’s programs. 

II. ROLES AND RESPONSIBILITIES
a. Responsible Executive: Provost	
b. Responsible Administrator: Provost
c. Responsible Office: Provost Office
d. Policy Contact: Provost
III. GRADING AND EVALUATION
The assignment of grades based on the evaluation of required student work is central to academic integrity in student learning and the assessment of student learning. 
 The University grants authority and responsibility for assigning grades to only the faculty of record in a course If for some reason, the faculty becomes unavailable, the policy provides for another qualified faculty member, the department chair, or the dean to assign grades.
The grading of a student's work is based on the learning objectives/outcomes and the methods and criteria of evaluation stated in the course syllabus. A grade for a course is a final, summative evaluation of the student's work in the course.
If a student feels that an erroneous or wrongful grade has been assigned to their work in a course, the students is eligible to file a grade grievance as outlined in the policy of Student Academic Grade Grievances.
Grading System
AUK uses the following individual letter and numeric grading system for master’s courses. Grade point averages are computed on the following scale with points calculated for each hour of credit attempted:
	Letter Grade
	Numerical Grade
	Grade Points

	A
	90-100
	4.00

	A-
	87-89
	3.67

	B+
	84-86
	3.33

	B
	80-83
	3.00

	B-
	77-79
	2.67

	C+
	74-76
	2.33

	C
	70-73 (Minimum Passing Grade)
	2.00

	C-
	67-69
	1.67

	D
	60-66
	1.00

	F
	0-59
	0

	“I”
	Incomplete – No effect on GPA
	 

	“IP”
	In Progress – No effect on GPA
	 

	“W”
	Withdrawal – No effect on GPA
	 

	“TR”
	Transfer (credit counted) – No effect on GPA
	 

	“P”
	Pass - (credit counted) – No effect on GPA
	 



IV. COURSE WITHDRAWAL
Students are expected to complete the courses for which they are registered unless exceptional circumstances necessitate withdrawal. A student seeking to withdraw from a master’s course must obtain approval from both the course instructor and the Department Chair. The Department Chair will discuss with the student all implications of the withdrawal on degree completion and their future re-entry to the University.  
Course withdrawals are permitted until the end of the twelfth week of the regular semester or the sixth week of the summer term. A grade of "W" will be recorded on the student's transcript and will not affect the CGPA. Students are responsible for any additional costs associated with repeating a course due to withdrawal or failure. Additionally, no tuition refund will be provided for withdrawn courses. 
The grade of WF for a course indicates that the student has withdrawn beyond the twelfth week of the regular semester or the sixth week of the summer term. WF has the same impact as an “F” Grade in the calculation of the GPA.
Course Withdrawal Procedures:
· The student must complete and sign the Course Withdrawal Form (See: https://auk.edu.krd/wp-content/uploads/2024/01/Course-Withdrawal-Form.docx).
· The student must get the form signed by the instructor who must record the appropriate grade of W/WF when completing the final grade roster.
· The student must submit the signed form to the ARD for processing.
· The student must check his schedule to ensure that the withdrawn course has been removed.

V. Credit hours
A credit hour comprises faculty-led instruction and student preparation outside the classroom, equating to approximately three hours of total work per week per credit during the fall and spring semesters. The specific time commitment per credit hour is as follows:
· One (1) credit hour equals approximately 15 academic hours of faculty-led instruction per semester plus, an additional 30 hours of out-of-class student work;
· One academic hour equals 50 minutes of class time; and
· Each credit requires a student time commitment of approximately 3 hours per week. The specific time commitment per credit hour is as follows:
· 1 credit equals 750 minutes of faculty-led instruction per semester (class time only), plus at least 1500 minutes of out of class work;
· 2 credits equal 1500 minutes of faculty-led instruction per semester (class time only), plus at least 3000 minutes of out of class work;
· 3 credits equal 2250 minutes of faculty-led instruction per semester (class time only), plus at least 4500 minutes of out of class work; and
· 4 credits equal 3000 minutes of faculty-led instruction per semester (class time only), plus at least 6000 minutes of out of class work.
The above time commitments also apply to summer terms. However, given the shorter duration of 8 weeks, the number of minutes per week per course will increase to meet the required total instructional time. Students must consider this adjustment when registering for summer terms, as it significantly impacts workload and course load.

VI. ACADEMIC PROBATION AND DISMISSAL
Students are required to maintain a minimum CGPA of 3.0/4.0 to remain in good academic standing. Master’s students who receive an "F" in any semester or term will be subject to academic dismissal from the University.
 If a master’s student's CGPA falls below 3.0 in a semester, they will be placed on probation and remain on probation until the CGPA reaches/exceeds the 3.00 threshold. A student only has two semesters to reach the 3.00 threshold. Failure to achieve a CGPA of 3.0 or higher by the end of the probationary semester will result in academic dismissal.  While on probation, students are limited to a maximum of 6 credit hours in the regular semester and 6 credits in the summer term.
Students have the right to appeal their dismissal to the Student Performance Review Committee by providing evidence of extenuating circumstances that affected their academic performance and presenting a detailed plan to achieve good academic standing if granted an additional semester. 
The Committee may recommend one of the following actions: allowing the student to continue in their program if they can mathematically achieve a CGPA of 3.0 within one semester, possibly through course repeats; or dismissing the student from the University if achieving a CGPA of 3.0 is not mathematically possible or if the student has not demonstrated the ability to succeed academically at AUK.
When dismissing students from the University, AUK may allow students to reapply for admission after the passage of at least one academic year. Additionally, students on Academic Probation 1 or 2 are restricted to enrolling in a maximum of 6 credits per regular semester and 6 credits during the summer term. Failure to maintain a CGPA of 3.0 may result in the loss of scholarship.  
Procedures of Academic Probation: 
1. At the end of each semester/term, the ARD will identify cases of non-compliance with the academic standards and generate the list of students who are placed under academic probation or are to be dismissed.
2. ARD informs the students officially about their academic probationary status via AUK’s official email.
3. ARD provides the Department Chairs and Deans with the list of students who are under Academic Probation 1 and Academic Probation 2, along with their transcripts.
4. Department Chairs are responsible for providing proper advising for these continuing students regarding personal challenges and future course selections to ensure their best chance for academic success.
5. Students being dismissed will be given the opportunity to provide a narrative and supporting documentation regarding their poor academic performance. Students must submit the narrative and documentation by the deadline stated in the email from ARD. Students who fail to submit the letter and documentation will not have their cases reviewed by the Student Performance Review Committee.
6. ARD provides the Student Performance Review Committee with the list of students who failed to raise their CGPA to 3.0 or higher at the end of Academic Probation 2, along with any appeal documents, to make a final decision about their dismissals. 
7.  The Committee will meet and determine the recommendations for each case. 
8. Students will be informed officially about the final decision regarding their dismissal status and recommendations by the Committee. The decisions of the Committee are final and not subject to further appeal. 

Appeal process
 Students wishing to appeal a dismissal decision must submit an appeal letter addressed to the Academic Standards Committee, submitted to the ARD. The appeal letter, along with the pertinent documentation, can be hand delivered and/or sent electronically by the date and time cited in the dismissal letter. Electronic documents (appeal letter and supporting documents) must be in proper format (.doc, .docx, .pdf). A complete appeal should include;
· A cover letter that demonstrates that the poor academic performance has resulted directly from serious physical, emotional or other personal problems; these are the only standards that will be considered
· Documentation/verification of the existence of the problems underlying the grounds for the appeal. This documentation must demonstrate that the problems described have been addressed and that there is reason to believe that these problems will no longer impact the student’s academic performance; this is extremely important as members of the committee will not accept an appeal if they do not receive assurance that appropriate steps have been taken and academic progress can be made.
· An action plan to be implemented for the next semester and beyond that will ensure improved academic achievement and the maintenance of good academic standing.

VII. GRADUATION REQUIREMENTS
To earn the Master of Science Degree at AUK, students must:
· Complete a minimum of 30 credit hours.
· Successfully complete a capstone project or research thesis.
· Present the results of their capstone or thesis in a public defense or presentation.
· Achieve a minimum CGPA of 3.0 by the time of degree completion.
· Successfully complete all courses outlined in the approved study plan with the requisite course grades.
· Resolve any "I" (Incomplete) or "IP" (In Progress) grades.
· Settle all financial obligations with the University.

VI. POLICY HISTORY
a. Approved by: Board of Trustees	
b. Adopted: December 3, 2024
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