
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Academic Handbook for Undergraduate Students (A) 
 

 Page i 
 

 

ACADEMIC HANDBOOK FOR 
UNDERGRADUATE © ALLRIGHTS RESERVED 

 
First Edition  Ninth Edition  
First Printing June 2003 1st & 2nd Printing June & Sept 2014 
Second Printing December 2003   
  Tenth Edition  
Second Edition  1st & 2nd Printing Jan & June 2015 
First Printing June 2004   
  Eleventh Edition September 2015 
Third Edition    
First Printing June 2005 Twelfth Edition January 2016 
    
Fourth Edition  Thirteen Edition January 2017 
First Printing June 2006   
  Fourteen Edition January 2018 
Fifth Edition    
First Printing May 2007 Fifteen Edition January 2020 
    
Sixth Edition  Sixteen Edition January 2021 
First Printing June 2009   
Second Printing December 2009 Seventeenth July 2021 
  Edition  
Seventh Edition    
First Printing June 2010 Eighteenth January 2022 
Amendment June 2011 Edition  
Second Printing December 2011   
Third Printing June 2012 Nineteenth February 2023 
Fourth Printing December 2012 Edition  
    
Eight Edition  Twentieth Edition October 2023 
First Printing May 2013   
Second Printing September 2013 First Edition 

(Revised Edition) 
October 2024 

Third Printing January 2014 (Amendment) January 2025 
    

 
No part of this book may be reproduced, stored in a retrieval system or transmitted in 
any form by any means, including electronic, photocopying, recording or otherwise, 
without prior written permission of UNIVERSITI KUALA LUMPUR. 
 
All information is correct at the time of printing and may be subject to change without 
notice. The publisher does not bear responsibility for any incorrect information or 
omission. Every measure has been taken to make this handbook comprehensive and 
accurate. 
 
 
 
 

 



Academic Handbook for Undergraduate Students (A) 
 

 Page ii 
 

NO MAIN TOPICS PAGE 

 PREFACE iv 
 STUDENT’S RESPONSIBILITY v 
 GLOSSARY vi – viii 

  
 

 

PART A: ACADEMIC RULES AND REGULATIONS  
1.0 THE ACADEMIC YEAR 1 
2.0 STUDENT REGISTRATION 

2.1 The Registration Status 
2.2 Programme Registration for New Students 
2.3 Semester Registration for Returning Students 

2 
2 
2 
2 

3.0 COURSE REGISTRATION 
3.1 Course Registration Requirements 
3.2 Add/ Drop/ Withdraw a Courses 
3.3 Repeating a Failed Course 
3.4 Repeat Course for Grade Improvement 
3.5 Verification of Registered Courses 
3.6 Registration of an Audit Course 
3.7 Matapelajaran Pengajian Umum (MPU) 

3 
3 
3 
4 
4 
4 
4 
5 

4.0 CREDIT TRANSFER 
4.1 Introduction 
4.2 Two Categories of Credit Transfer 
4.3 Credit Transfer with Grade 
4.4 Credit Transfer without Grade 
4.5 Credit Transfer for Credit Attained via Micro-

Credentials, APEL(C) and MOOC 

5 
5 

5 – 7 
7 
7 
 

7 
5.0 ATTENDANCE 8 
6.0 ASSESSMENT 

6.1 Course Evaluation 
6.2 Types of Assessment 
6.3 Submission of Coursework and Attempting Final 

Assessment 
6.4 Eligibility to Sit/ Attempt for Final Assessment 

9 
9 
9 
 

9 
9 

7.0 EVALUATION OF ACADEMIC PERFORMANCE 
7.1 Grade and Point Values 
7.2 The Relationship Between the Grade and Point 

Value/ Course Status 
7.3 Status Other Than Grades 
7.4 Grade Points 
7.5 GPA and CGPA 
7.6 Academic Standing 
7.7 Announcements of the Results 
7.8 Reattempt of Final Assessment 
7.9 Dean’s List 

10 
10 

 
10 

11 – 12 
12 
12 

13 – 14 
15 
15 
15 

8.0 GRADUATION AND CONFERMENT 
8.1 Graduation Requirements 
8.2 Classifications of Qualification 
8.3 Conferment of an Award of Qualification 

16 
16 
16 
16 

9.0 STUDY STATUS 
9.1 Deferment of Study 

17 
17 



Academic Handbook for Undergraduate Students (A) 
 

 Page iii 
 

9.2 Termination of Study 
9.3 Verification of Study Completion Status 
9.4 The Maximum Duration of Study 
9.5 Extension of Study 
9.6 Reinstatement and Readmission of Study 

18 
18 
18 
18 
18 

10.0 CHANGE OF ACADEMIC PROGRAMME 19 
11.0 THE COMMISSION OF AN ACADEMIC OFFENCE 

11.3 The Academic Misconduct 
11.4 The Examination Misconduct 

19 
19 – 21 
21 – 23 

12.0 PENALTY 
12.1 For Academic Misconduct 
12.2 For Examination Misconduct 

23 
23 

23 – 24 
13.0 APPEALS 24 

   

PART B: GUIDELINES  
B1.0 REGISTRATION 

B1.1 New Students 
B1,2 Returning Students 
B1.3 Charges 
B1.4 Refund 
B1.5 Course Registration 

25 
25 
25 
26 

26 – 27 
28 

B2.0 COURSE CREDIT EVALUATION 
B2.1 Course Credit 
B2.2 Credit Evaluation 

29 
29 
29 

B3.0 EXAMPLE OF GPA & CGPA CALCULATIONS 
B3.1 Semester Credit Taken (SCT) 
B3.2 Semester Credit Calculated (SCC) 
B3.3 Cumulative Credit Calculated (CCC) 
B3.4 Example 1: Calculation of the Grade Point Average 

(GPA) 
B3.5 Example 2: Calculation of the Cumulative Grade 

Point Average (CGPA) 

30 
30 
30 
30 

 
30 

 
31 

B4.0 CREDIT TRANSFER 
B4.1 Criteria 
B4.2 Credit Transfer for a Combination of Courses from 

the Previous Academic Programme 
B4.3 Credit Transfer Application 

32 
32 

 
32 

32 – 33 
B5.0 EXAMINATION RULES AND REGULATION 

B5.1 Conduct During Examination 
34 

34 – 37 
B6.0 APPEALS 

B6.1 Appeal Against Grade 
B6.2 Appeal to Continue Studies 

38 
38 
38 

B7.0 REASSESSMENT OF FINAL RESULTS 
B7.1 Resit Final Assessment 
B7.2 Advise to Students Before and After Resit 
B7.3 Retake Final Assessment 

39 
39 
39 

39 – 40 
B8.0 SUMMARY OF ADMINISTRATION/ PENALTY FEE 41 
B9.0 GENERAL ALLOCATIONS 42 

B10.0 STUDENT DECLARATION 43 
  



Academic Handbook for Undergraduate Students (A) 
 

 Page iv 
 

 

PREFACE 

The Universiti Kuala Lumpur (UniKL) Academic Handbook for Undergraduate 
Students 1st edition is updated revision and modifications of the University Rules 
and Regulations (URR) 20th edition, 

The contents of the UniKL Academic Rules and Regulations applies to the Diploma 
and Bachelor’s Degree Programmes in UniKL 

The Academic Handbook for Undergraduate Students 1st Edition (October 2024) 
contains the updates endorsed by the UniKL Senate in Senate Meeting No. 134 
(5/2024) – 139 (9/2024). 

 

This latest revision shall apply to all undergraduate students from October 
semester 2024 onwards. 
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STUDENT’S RESPONSIBILITY 

Students of Universiti Kuala Lumpur (UniKL) are bound to abide by all sections 
of the University Rules and Regulations and to observe the procedures that 
govern their relations with the University. 

Each student of UniKL is required to: 

1. Understand, appreciate and comply with all regulations stipulated in 
this Academic Handbook for Undergraduates.  

2. Be responsible and proactive in obtaining guidance and advice from 
the Lecturers, Student Academic Advisors, Coordinators, Section 
Heads, Administrative Staff and the Administration of Institutes for any 
form of predicaments. 

3. Take appropriate actions on the stipulated regulations stated in this 
Academic Handbook for Undergraduates which are (and not limited 
to): 

a) to fulfil all the academic requirements stipulated in the curriculum 
of the Academic Programme enrolled at the UniKL; and 

b) to attend all lectures/ practical training/ industrial training/ 
practicum/ clinical training specified by the University; and 

c) to complete the registration exercises in the course enrolled within 
the specified time; and 

d) to pay the stipulated amount of the University’s fees within the 
stipulated time. 

4. Be responsible for fulfilling all requirements of his diploma/ bachelor’s 
degree programme and of his own progress towards the completion of 
those requirements. 

5. Avoid reproducing or imitating closely the work and/ or opinion of 
others obtained through prints or electronic materials without 
acknowledging or disclosing their source(s). 
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GLOSSARY 

The ‘Universiti Kuala Lumpur (UniKL)’ was incorporated and established 
in 2002 as a private institution of higher learning under the Private Higher 
Education Act 1955 (Act 555). 
 
The ‘University’ is the Universiti Kuala Lumpur. 
 
The ‘Senate’ refers to the ‘Senate of Universiti Kuala Lumpur’, the 
highest authority on academic matters at the University, constituted under 
Section 16 of the UniKL Constitution. 
 
The ‘President’ is the ‘Chief Executive Officer’ or whom so ever who holds 
the office of the Chief Executive as provided by Article 10 of the UniKL 
Constitution. He is the highest executive appointed by the Board of Directors 
of UniKL to manage and administer the operations of UniKL. 
 
The ‘University Examination Board Committee’ is the committee elected 
by the University to approve results and grades of the University’s 
assessments. 
 
The ‘Senate Appeal Committee’ is the sub-committee of the Senate which 
presides over appeals made by students. 
 
The ‘Institute’ is the learning centre where the academic programmes of 
the University are delivered. 

 
The ‘Dean’ is appointed by the University as the head of academic at the 
Institute. 
 
The ‘Academic Services Section’ is the section which manages the 
academic affairs of students and their records from registration to 
graduation. 
 
The ‘Academic Programme’ is the programme of study specified by UniKL 
for the conferment of a certificate, diploma or degree upon the successful 
completion thereof. 
 
‘APEL (C)’ is the awards of credits for the prior experiential learning towards 
a course in an accredited academic programme.  
 
The ‘Programme Structure’ means a list of courses (core, electives, etc.) 
that makes up an academic programme, specifying the syllabus, credits, 
hours of teaching, evaluation and examination schemes, minimum number 
of credits required for successful completion of the programme. 
 
‘Credit’ is a quantitative measurement that represents the learning volume 
or the academic load to achieve the respective learning outcomes. Each 
course carries a certain credit value. 
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The ‘Total Credit to Graduate (TCG)’ of a programme is the total credits of 
courses in the programme structure of an academic programme, which a 
student is required to register for, complete and pass to enable him to 
receive the University’s award of a qualification. 
 
A ‘Course’ is a unit of study which forms the building blocks of a programme, 
with content, learning and teaching activities, as well as assessment 
methods that support the attainment of specific learning outcomes. Courses 
are divided into Compulsory Courses and Core Courses, with Core Courses 
being further divided into two categories: Common Core and Discipline Core 
(MQA, 2014, p.32). This term is often used interchangeably with ‘subject’. 
 
‘Coursework’ takes several forms, including in-class tests, online tests, 
assignments, projects, practical tests, and presentations. This type of 
assessment counts towards the students’ final course grade. 
 
‘Examinations’ refer to any form of evaluation based on a list of questions 
administered to students for the purpose of assessing their academic 
achievement. 
 
The ‘Final Assessment (FA)’ is typically a Final Examination, but it also 
includes final project, final presentation, final report, and final skill-based 
assessment. It measures the CLOs stated in the course syllabus at the end 
of the semester using a method that is suitable to the nature of the course. 
 
‘Student’ means a registered student, other than a student at an institution 
allied to the University, who is following a course of study, instructions, 
training or research of any description at the preparatory, undergraduate, 
postgraduate or post-doctoral level on full time or part-time basis, in, by or 
from the University and includes a distance learning, off-campus, exchange 
and non-graduating student. 
 
‘New Students’ are students who are registered with the University for the 
first time in a particular programme. 
 
‘Returning Students’ are students who are allowed to proceed to the next 
semester of their studies. 
 
‘He/ Him/ His’ – The usage of the terms applies to male and female 
students/ staff. 
 
One ‘Academic Year’ consists of two semesters of 14 weeks of teaching 
and learning. However, certain programmes may follow different forms of 
the academic year. 
 
A ‘Semester’ is a study session allocated by the University’s Senate for 
lectures, assessments and similar instructional activities. 
 
‘Programme Registration’ is the registration process for a new student. 
 
‘Semester Registration’ is the registration process for returning student. 
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The ‘Reinstatement’ to a programme of study allows a student who has left 
a UniKL programme to continue his study in the same programme, starting 
back in the semester that he left. 
 
The ‘Readmission’ to a programme of study allows a student who has left 
a UniKL programme to continue his study at a different UniKL programme 
due to justifiable reasons and at the appropriate semester. 
 
‘GPA (Grade Point Average)’ is the average of grade points received in a 
particular semester. 
 
‘CGPA (Cumulative Grade Point Average)’ is the accumulated average of 
grade points received in all semesters attended. 
 
‘Graduation’ is the official acknowledgement by the UniKL Senate of the 
completion of all requirements of the programme of study. 
 
‘Conferment’ is the Awarding of the Qualification to a student who has 
completed all academic and practical and programme requirements and has 
no outstanding debts to the University. 
 
‘IHL’ refers to the ‘Institute of Higher Learning’. 
 
‘MoHE’ refers to the ‘Ministry of Higher Education of Malaysia’. 
 
The ‘MQA’ is the acronym for the ‘Malaysian Qualifications Agency’. 
 
The ‘ETAC’ is the acronym for the ‘Engineering Technology 
Accreditation Council’. 
 
The ‘EAC’ is the acronym for the ‘Engineering Accreditation Council’. 
 
The ‘MBOT’ is the acronym for the ‘Malaysia Board of Technologists’. 
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PART A: ACADEMIC RULES AND REGULATION 

1.0 THE ACADEMIC YEAR 

1.1 Universiti Kuala Lumpur implements two (2) types of academic year, 
as illustrated in Table 1 and 2. 

1.2 Some programmes conducted at UniKL may adopt different 
academic year. 

Table 1: Academic Year* for Three (3) Semesters 

ACTIVITIES MARCH JULY** OCTOBER 

Lesson 14 weeks 7 weeks 14 weeks 

Mid Semester Break   1 week -   1 week 

Final Examinations   2 weeks 1 week   2 weeks 

Total Academic Weeks 17 weeks 9 weeks 17 weeks 

Semester Break#   4 weeks 2 weeks   3 weeks 
 

Important Note: 

* The academic year is subject to change. 

# The semester break may change from time to time 

** The Short Semester can be compulsory or optional for the 
programme of study depending on the programme’s approval from 
the Ministry of Higher Education (MOHE) – refer to Institute 

 

Table 2: Academic Year* for Two (2) Semesters 

ACTIVITIES FEBRUARY JULY 

Lesson 18 weeks 18 weeks 

Mid Semester Break   1 week   1 week 

Final Examinations   2 weeks   2 weeks 

Total Academic Weeks 21 weeks 21 weeks 

Semester Break #   5 weeks   5 weeks 
 

Important Note: 

* The academic year is subject to change. 

# The duration of the semester break may change from time to time 
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2.0 STUDENT REGISTRATION 

2.1 The Registration Status 

2.1.1 The Registration Status of a student is based on the 
following conditions: 

(a) he is registered as a student with the University for the 
academic programme within the registration timeline; 
and 

(b) he is registered for courses as in his study plan; and 

(c) he has paid for his tuition fees. 

2.2 Programme Registration for New Students 

2.2.1 New students who have registered before the semester start 
must confirm their registration before the end of Week 1. 

2.2.2 A student who wishes to withdraw his study before the 
semester begins must submit an official request. 

2.3 Semester Registration for Returning Students 

2.3.1 All returning students must register for their academic 
semester within the period stated by the University with all 
related payments having been paid, before registration: 

(a) Compulsory semester registration within Weeks 0 – 1. 

(b) Late registration with a penalty of RM50 in Week 2. 

2.3.2 If a student fails to register for his semester within the 
specified period without formally informing the Institute of 
any valid reason, his study, thereafter, can be in Deferred or 
Terminated status. 

2.3.2.1 The deferred semester will be included in the 
duration of his study. 

 

Refer to GUIDELINES B1.0 for details on the registration and refund 
procedure. 
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3.0 COURSE REGISTRATION 

3.1 Course Registration Requirements 

3.1.1 Students MUST register for their courses every semester. 

3.1.2 A returning student may pre-register courses that he intends 
to take in the following semester, before the Final 
Examination week of the current semester. 

3.1.3 If a student fails to register for any course within the specified 
period, without valid reasons, or with reasons that are 
neither acceptable nor approved by the Dean: 

(a) his semester registration is revoked; and 

(b) his study status can be Deferred or Terminated. 

3.1.4 The University has the right to: 

(a) amend/ disapprove the course registration based on 
the performance of the students; and 

(b) revoke the offering of registered courses due to 
certain circumstances. 

3.1.5 Credit Load per Semester 

3.1.5.1 Students with Good Standing are allowed to register 
a maximum of twenty (20) credits for a long 
semester or nine (9) credits for a short semester. 

3.1.5.2 Students in Probation 1 (P1), Probation 2 (P2), Fail 
and Out (F&O), or Fail and Continue (F&C) status 
must register for not more than twelve (12) credits, 
for a long semester or six (6) credits for a short 
semester. 

3.1.5.3 The Institute, however, will have the discretion in 
determining the number of courses or credit loads 
appropriate for a student to register. 

3.2 Add/ Drop/ Withdraw a Courses 

3.2.1 A student must apply to add, drop, or withdraw his courses 
within the timeline. 

3.2.2 Courses withdrawn within the specified period are recorded 
in the results slip as ‘W’, and their credit value is not 
calculated in the GPA and CGPA for the respective 
semester. 

3.2.3 A student must pay for the registration of the course that he 
has withdrawn from. 

 

Refer to GUIDELINES B1.0 for details on course registration timeline. 
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3.3 Repeating a Failed Course 

3.3.1 A student who fails a course is required to repeat the failed 
course to complete his study. 

3.3.2 The better grade received is taken into CGPA calculation. 

3.3.3 The failed course can be redeemed with an equivalent 
course under the same category if the course is not offered. 

3.4 Repeat Course for Grade Improvement 

3.4.1 A student who already passed with a grade of ‘B- ‘or below 
for a course(s), is given ONE chance to repeat the course(s) 
to improve those grades. 

3.4.2 A student must submit his application before the semester 
begins, and subject to the approval of the Institute. 

3.4.3 The better grade received is taken in the CGPA calculation. 

3.4.4 A student is NOT ALLOWED to apply for a grade 
improvement if: 

(a) he is already in his final semester, and he wants to extend 
it to another semester; or 

(b) he is in his Industrial Training. 

3.5 Verification of Registered Courses 

3.5.1 A student is responsible for informing the Academic Services 
Section of any correction to his course registration latest by 
Week 4 or his course registration records are deemed as 
correct and verified. 

3.5.2 After Week 4, students are penalised with a minimum fine of 
RM50 for any correction to the course registration record. 

3.6 Registration of an Audit Course 

3.6.1 A course may be taken as an Audit (additional) Course 
(which is not part of the programme requirement), with the 
approval of the Dean. 

3.6.2 A student registered for an Audit Course must follow all 
academic activities. 

3.6.3 Audit courses are to be given status ‘AU’ and are not 
calculated in the student’s GPA and CGPA. The credit of an 
Audit Course is not considered for the fulfilment of the total 
credits to be completed for the respective programme. 
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3.7 Matapelajaran Pengajian Umum (MPU)  

3.7.1 The Matapelajaran Pengajian Umum (MPU) is a 
qualification of general studies courses for Universities in 
Malaysia as required by the Ministry of Higher Education 
Malaysia. 

3.7.2 All Malaysian and International students are required to 
complete the MPU courses as a pre-requisite for the award 
of diploma or bachelor’s degree.  

Refer to GUIDELINES B1.5.1 for details on MPU courses. 

 

4.0 CREDIT TRANSFER 

4.1 A student is allowed to transfer credits for courses which he has 
already taken and passed, at another academic programme, 
commonly before his admission into the University, if he has not 
failed the previous programme of study. 

4.2 Two Categories of Credit Transfer 

4.2.1 Vertical Transfer – Transfer of Credit Value of a Course from 
A Lower-Level Programme That the Student Has Completed 
to His Current Programme of Study Which Is of a Higher 
Level. 

(a) A student is only allowed to be awarded Credit Transfer 
ONCE throughout his studies. 

(b) The amount of credit transferable depends on the 
requirements of the relevant accreditation body (if any) 
as described in Table 3 or the requirements of the 
programme per se. 

 

Table 3: Percentage of Credit Transfer According to Accreditation Body 

ACCREDITED BODY 
PERCENTAGE CREDIT 

TRANSFER 
MINIMUM GRADE OF 

COURSE 

MQA & MBOT 
  1% – 30% Grade C 

31% – 50% Grade B 

ETAC*   1% – 50% Grade C 

EAC   1% – 30% Grade C 
* Credit Transfer from 31% to 50% is only allowed if there is a formal collaboration 

on programme curricula designed with UniKL. 
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(c) Vertical Credit Transfer is NOT ALLOWED for credits 
gained at the foundation level when the student 
continues his study at the diploma and/ or bachelor’s 
degree level. 

(d) For MPU courses, vertical Credit Transfer is only 
allowed for the course(s) under the ‘U1’ component and 
the “Integriti & Anti-Rasuah” course under the ‘U3’ 
component. 

A student is only allowed to be awarded a Credit 
Transfer ONCE throughout his studies. If the student 
obtains Credit Transfer at the diploma level, he/ she may 
only apply for course exemption at the bachelor’s degree 
level. In such a case, the student must replace the above 
courses with other courses in the ’U1’ component and/ 
or ‘U3’ component to fulfil the TCG requirements. 

4.2.2 Horizontal transfer – transfer of credits from passed course 
from a completed or an incomplete programme from a 
programme of the same level, as described in the situations 
below: 

(a) a student already holds a qualification and wishes to 
pursue a programme of study, using the said 
qualification. 

(b) a student is currently enrolled in a programme and 
wishes to change to a different programme. 

(c) a student has quit his studies from a programme and 
wishes to resume his studies in a different programme. 

(d) a student is currently registered in a UniKL programme 
and at the same time, is taking a course at another IHL. 

4.2.2.1 Limit to Credit Transferable 

(a) There is no limit to the credits allowed to be 
transferred for a student who is in either 
condition described in clauses 4.2.2 (a) to (c) if 
he is a student or has studied at UniKL. 

(b) For a student who is from another IHL, the 
amount of credit transferable is subject to the 
one semester of an academic residential. 

(c) The Horizontal Credit Transfer is limited to 50% 
of the programme’s TCG for programmes 
accredited by ETAC (diploma and bachelor) and 
EAC. 
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(d) For programmes not accredited by ETAC or 
EAC, reference needs to be made to the 
respective accreditation body. 

4.2.2.2 Horizontal Credit Transfer for MPU Courses 

(a) Credit Transfer is allowed if the student has not 
failed his programme of study. 

(b) U1 – Credit Transfer can be applied regardless 
of the course credit value. 

(c) U2, U3 & U4 – to comply with Credit Transfer 
conditions. 

Refer to GUIDELINES B4.0 for details on Credit Transfer. 

4.3 Credit Transfer with Grade 

4.3.1 The credit value and grade of the relevant course are 
transferred and calculated in the GPA and CGPA of the first 
semester of the new programme or upon returning to the 
University. 

4.3.2 The Credit Transfer in clauses 4.2.2 (a) to (d) are applicable 
if the student has studied at UniKL or is currently a student 
of UniKL. 

4.4 Credit Transfer without Grade 

4.4.1 Credit transfer without grade applies to: 

(a) all vertical Credit Transfer. 

(b) a student from another IHL and his condition is as listed 
in clauses 4.2.2 (a) to (c). 

(c) Credit Transfer through Micro-Credential. 

(d) Credit Transfer through APEL (C). 

(e) Credit Transfer through MOOC. 

4.4.2 Only the credit value of the course affected will be 
transferred and is calculated towards the total TCG of the 
current programme.  

4.5 Credit Transfer for Credit Attained via Micro-Credentials, APEL(C) 
and MOOC 

4.5.1 The credit value of a course which was completed via Micro-
Credential or Massive Open Online Course (MOOC) or 
assessed via APEL (C)’s verification process, can also be 
given Credit Transfer. 
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5.0 ATTENDANCE 

5.1 A student must attend all classes of courses that he has registered 
for, and other instructional activities conducted by the University. 

5.2 A student course registration will be dropped/ withdrawn, if he has 
been absent without reasons acceptable by the Dean for more than 
20% of the total contact hours within Weeks 1 – 9. 

5.2.1 If the absenteeism is within: 

(a) Weeks 1 – 4; his course registration will be given the 
status ‘DA’ (Drop by University due to absenteeism). 

(b) Week 5 – 9; the course registration will be given status 
‘WA’ (Withdraw by University due to absenteeism). 

5.2.2 The course with ‘DA’ and ‘WA’ status will not be included in 
the GPA and CGPA calculation. 

5.2.3 If a student is absent for all courses, depending on when the 
absenteeism occurred, his course registration will be given 
status as in clauses 5.2.1 (a) and (b), and the student study 
status will be Deferred/ Terminated depending on his 
previous study status. 

5.3 A student with less than 80% attendance from the total contact 
hours for a course without reasons acceptable by the Dean, is not 
allowed to: 

(a) sit for the Final Examination for a course with Final Examinations 
and the course is given ‘XB’ status; or 

(b) make further submission of coursework for a course entirely 
assessed by coursework, and students are given an overall 
Grade ‘F’. 

5.4 Some programmes may require a higher percentage of attendance 
before a student can be barred from the Final Examination or be 
allowed further submission of coursework. 
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6.0 ASSESSMENT 

6.1 Course Evaluation 

6.1.1 Assessments for each course are carried out periodically 
and continuously based on work done within the academic 
weeks in a semester, in the manner determined by the 
Institute or following University’s approval. 

6.2 Types of Assessment  

6.2.1 A student performance is assessed through his Coursework/ 
Continuous Assessment and Final Assessment. 

6.3 Submission of Coursework and Attempting Final Assessment 

6.3.1 Students are required to submit coursework and/ or to 
attempt for the Final Assessment for the course(s) that they 
have registered, EXCEPT for those who are barred from 
submitting further coursework or attempting Final 
Assessment (refer to clause 5.3). 

6.4 Eligibility to Sit/ Attempt for Final Assessment 

6.4.1 Students are allowed to sit for the Final Assessment, 

(a) for courses which they have registered for; and 

(b) if the University fees are paid; and 

(c) they are not barred due to poor attendance. 
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7.0 EVALUATION OF ACADEMIC PERFORMANCE 

7.1 Grade and Point Values 

7.1.1 A student’s performance in a course is reflected by the 
grade(s) he receives that are mapped to point values as 
shown in Table 4. 

7.1.2 The general pass grade for all courses is ‘D’. 

7.2 The Relationship Between the Grade and Point Value/ Course 
Status 

7.2.1 Table 4 shows the common relationship between the marks, 
grades, point value and course status. 

Table 4: The Relationship Between Grade and Point Value 

MARKS GRADE POINT VALUE STATUS 

  80 – 100 A 4.00 

PASS 

75 – 79 A- 3.67 

70 – 74 B+ 3.33 

65 – 69 B 3.00 

60 – 64 B- 2.67 

55 – 59 C+ 2.33 

50 – 54 C 2.00 

45 – 49 C- 1.67 

40 – 44 D 1.00 

  0 – 39 F 0.00 FAIL 
 

7.2.2 A student’s performance in a course can also be mapped to 
grade and status and not to the point value as shown in 
Tables 5 and Table 6. 

Table 5: The Relationship Between Grade and Status for 
Industrial Training 

MARKS GRADE DESCRIPTION STATUS 

  80 – 100 M Merit Pass 

50 – 79 S Satisfactory Pass 

  0 – 49 F Fail Fail 

 

Table 6: The Relationship Between Grade and Status for Co-
Curriculum Courses 

MARKS GRADE DESCRIPTION STATUS 

40 – 100 S Satisfactory Pass 

0 – 39 F Fail Fail 
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7.3 Status Other Than Grades 

7.3.1 Other than the ‘A’, ‘B’, ‘C’, ‘D’, ‘F’ grade in Table 4, the 
following status are also used: 

(a) I = The Incomplete (I) status is awarded to a course 
if a student’s industrial training period is beyond 
the semester’s result approval timeline. 

(b) IM = The Incomplete due to medical reason (IM). 

(c) IN = The Incomplete due to non-medical reason (IN). 

(d) IS = The status indicated that the course is 
Incomplete, due to an alleged breach of 
Academic Integrity and pending results of 
inquiries. 

(e) W = Courses withdrawn within the specified period 
status. The course with ‘W’ status will not be 
included in the GPA and CGPA calculation. 

(f) WA = Withdraw by University due to absenteeism 
status. The course with ‘WA’ status will not be 
included in the GPA and CGPA calculation. 

(g) WI = Withdrawn by University due to incomplete 
course status. The course with ‘WI’ status will not 
be included in the GPA and CGPA calculation. 

(h) DA = Drop by University due to absenteeism status. 
The course with ‘DA’ status will not be included in 
the GPA and CGPA calculation. 

(i) AU = Audit. This status is awarded to the course that a 
student has registered for, but it is not in the 
programme requirement. 

(j) XA = Absent during Final Examination. The status is 
given to a course where the student has failed to 
attend the Final Examination, without medical 
reasons or approval by the Dean. 

 The status ‘XA’ is equivalent to an ‘F’ grade. 

(k) XB = Bar from examinations. The status is given to the 
course(s) of a student who has failed to attend 
more than 80% or as per stipulated by the 
programme and is barred to sit for the 
examination. 

 The status ‘XB’ is equivalent to an ‘F’ grade. 
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(l) XM = Examination/ Academic misconduct. The status is 
for a course where the student failed due to a 
commission of an examination or academic 
misconduct. 

 The status ‘XM’ is equivalent to an ‘F’ grade. 

(m) CT = A status given to a course which has been 
granted Credit Transfer in accordance with 
relevant regulations. 

(n) CT-APEL = The status of a course which has been 
awarded credit through Accreditation of 
Prior Experiential Learning (APEL (C)). 

 

7.4 Grade Points 

7.4.1 Grade points are calculated by taking the credit for a 
particular course and multiplying it by the point value of the 
grade received. 

7.4.2 A semester’s grade point is the total grade points from all 
courses taken in one semester. 

7.4.3 A course with Grades – ‘XB’, ‘XA’, and ‘XM’ has a grade 
point of 0.00. 

7.5 GPA and CGPA 

7.5.1 The Grade Point Average (GPA) is defined as the total grade 
points received by a student in a semester divided by the 
Semester Credit Calculated (SCC) in that semester.  

 

Total Grade Point for one semester 
Semester Credit Calculated (SCC) 

 

7.5.2 The Cumulative Grade Point Average (CGPA) is defined as 
the total grade points of all semesters divided by the 
Cumulative Credit Counted (CCC). 

 

Total Grade Points for All Semester 
Cumulative Credit Calculated (CCC) 

 

Refer to GUIDELINES B3.0 for an example of the calculation. 
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7.6 Academic Standing  

7.6.1 A students’ academic performance and standing are 
evaluated using the Cumulative Grade Point Average 
(CGPA) and is applicable to all semesters as described in 
Table 7. 

Table 7: The Range of CGPA Mapped to the Academic Standing 

ACADEMIC STANDING CGPA RANGE 

Good Standing (GS) CGPA ≥ 2.00  

Probation 1 (P1) 1.67 ≤ CGPA < 2.00 

Probation 2 (P2) 1.67 ≤ CGPA < 2.00 after P1 

Failed and Out (F&O) 
CGPA < 1.67 or 
CGPA < 2.00 after P2 

 

7.6.2 Academic Probation Period 

7.6.2.1 The Academic Probation Period ends when the 
student achieves a CGPA ≥ 2.00. 

7.6.3 Status of students in GPA < 1.00 and with CGPA ≥ 1.67 

7.6.3.1 The UniKL Senate s h a l l  determine the status of 
students who have attained a GPA < 1.00 and a 
CGPA ≥ 1.67. 

7.6.3.2 The determination is based on the Institute’s 
recommendation, on one of the decisions below:  

(a) allow the student to continue with his studies; or  

(b) instruct the student to defer his study for one 
semester: or 

(c) terminate the student’s study status. 

7.6.4 The Academic Standing for a Student with Incomplete 
Course (‘I’) 

7.6.4.1 The temporary academic standing for a student with 
incomplete course status (‘I’, ’IM’, ’IN’, ’IS’) will be 
given as Pending Incomplete Result (PIR). 

7.6.4.2 Once all courses are completed, the academic 
standing of the student will be given according to 
Table 7. 
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7.6.4.3 Students with academic standing ‘PIR’ are allowed 
to register in the next semester, but: 
 
(a) his result must be completed and approved 

before the Final Examination week of the 
current semester; and 

(b) he will be dismissed by the University if the 
student still attains ‘F&O’, 

7.6.4.4 For a student who is unable to complete the course 
as required in clause 7.6.4.3 (a), the University will 
decide: 

(a) the grade of the incomplete course depends on 
the available marks and according to the 
passing requirement of the course; or 

(b) the incomplete course will be withdrawn from 
course registration and changed to ‘WI’ 
(Withdrawn by University) status. The course 
with ‘WI’ status will not be included in the GPA 
and CGPA calculation. A student must pay for 
the registration of the course that he has been 
withdrawn from. 

7.6.4.5 If he fails the course or the course is given ‘WI’ 
status, the course must be repeated in the next 
available semester. 
 

7.6.5 The Academic Standing for a Student Who Continues His 
Study after Failed and Out (F&O) 

7.6.5.1 The Academic Standing for a student, whose appeal 
to continue his study has been approved and who 
has successfully registered for his semester, will be 
changed from ‘F&O’ to ‘F&C’ (Fail and Continue). 

7.6.5.2 A student with the Academic Standing of ‘F&C’ must 
ensure that he achieves a CGPA ≥ 2.0 to maintain 
his active student status in next semester. 

7.6.5.3 If a student still attains CGPA < 2.0 by the end of the 
reinstated or the readmission semester, his 
Academic Standing will be ‘F&O’ and he will be 
dismissed from the University. 
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7.7 Announcements of the Results 

7.7.1 The Provisional Results 

7.7.1.1 Provisional Results of Pass or Fail are released to 
students after the University Examination Board’s 
approval; however, the results are subject to 
Senate’s endorsement. 

7.7.1.2 Students who wish to appeal against their ‘F&O’ 
status may do so after the release of the Official 
Results. 

7.7.2 Announcement of the Official Results 

7.7.2.1 The Official Results are released to students after 
receiving the endorsement from the Senate of the 
University. 

7.7.2.2 The Official Results are released to students who do 
not have any outstanding University fees. 

 

7.8 Reattempt of Final Assessment 

7.8.1 Resit Final Assessment 

7.8.1.1 A student is allowed to attempt (resit/ resubmit) the 
Final Assessment of the failed course(s) on the date 
specified by the University. 

7.8.2 Retake Final Assessment 

7.8.2.1 A student in the final semester or has completed his 
study is allowed to retake the Final Assessment for 
the pass course(s) to improve his final CGPA. 

Refer to GUIDELINE B7.0 for detailed eligibility and procedure. 

7.9 Dean’s List  

7.9.1 The Dean’s List is awarded to students with: 

(a) GPA ≥ 3.50; and 

(b) must have registered for ≥ 12 credits; and  

(c) obtained not less than ‘C’ or ‘S’ grade, for all courses. 

7.9.2 Some programmes may observe different Dean’s List 
requirements. 

7.9.3 Students’ results slip carries the Dean’s List award notation. 

 



Academic Handbook for Undergraduate Students (A) 
 

 Page 16 
 

8.0 GRADUATION AND CONFERMENT 

8.1 Graduation Requirements 

8.1.1 Students are awarded the diploma/ bachelor’s degree when 
they fulfil the following criteria: 

(a) passed all the required courses and completed the 
minimum credit to graduate from the academic 
programme; and 

(b) obtained an overall CGPA ≥ 2.00; and 

(c) fulfilled all other academic requirements to graduate 

8.2 Classifications of Qualification 

8.2.1 The classification of qualification of the Universiti Kuala 
Lumpur bachelor’s degree programme is summarised in 
Table 8. 

Table 8: Classification of Qualification of UniKL Bachelor’s Degree 

CUMULATIVE GRADE POINT AVERAGE 
(CGPA) 

CLASS 

3.50 – 4.00 First Class 

3.00 – 3.49 Second Class Upper 

2.00 – 2.99 Second Class Lower 

8.3 Conferment of an Award of Qualification 

8.3.1 A conferment is the awarding of the qualification to a student 
who has 

(a) completed all academic and/or practical requirements; 
and 

(b) fulfils any other programme requirements; and 

(c) has no outstanding debt to the University. 

8.3.2 Unless otherwise stipulated, from the moment a degree has 
been conferred, a student is an official legal graduate of the 
University and can use any titles associated with that award. 

8.3.3 In a situation where a student is permanently unable to 
complete his programme of study on medical reasons, he 
may be given an Aegrotat Award. 

8.3.4 If a student is unable to complete his programme of study 
due to his demise, he may be considered for an Anumerta 
(Posthumous) Award. 
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9.0 STUDY STATUS 

9.1 Deferment of Study 

9.1.1 Application for Study Deferment 

9.1.1.1 A student must apply to defer his study in all 
circumstances. 

9.1.1.2 The maximum duration allowed for each deferment 
(including due to medical reasons) is one (1) year or 
two (2) consecutive long semesters. 

9.1.1.3 A deferred semester, whether due to medical 
reasons or because the student is representing the 
University at an event of the national or international 
level, will not be counted towards the total number 
of semesters in his period of study. 

(a) For cases involving mental health, any 
application to continue study after a deferment 
must be supported with a certificate of mental 
health/ fitness. 

9.1.1.4 A deferment for reasons other than those stated in 
clause 9.1.1.3 will be counted as part of the total 
number of semesters in a student’s period of study. 

9.1.2 Deferment of Study by the University 

9.1.2.1 The University has the right to defer the study of a 
student if: 

(a) he fails to register for his semester; or 

(b) he fails to register for any course; or 

(c) he attains GPA < 1.0 and CGPA ≥ 1.67; or 

(d) he has been absent from all courses for more 
than 20% of the total contact hours for each 
course within Week 1 – 9. 

9.1.3 A first semester student who has successfully applied for a 
deferment may follow the programme structure of the cohort 
which he joins in the coming semester.  

9.1.4 A student who is already in the Defer study status for two (2) 
consecutive semesters may not be allowed to further defer 
his study and may be terminated. 
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9.2 Termination of Study 

9.2.1 The University reserves the right to terminate a student if: 

(a) he has been in deferment status for two consecutive 
semesters: or 

(b) he has reached the maximum duration of the study; or 

(c) his academic performance is unsatisfactory; or 

(d) he is found guilty of committing an academic or 
disciplinary offence. 

9.3 Verification of Study Completion Status  

9.3.1 Students in their final semester are required to verify their 
profile and study completion status for graduation purposes 
by Week 9. RM50 penalty will be imposed for any change 
after Week 9. 

9.4 The Maximum Duration of Study 

9.4.1 The maximum duration of study for students including those 
who have obtained Credit Transfer is twice the duration of 
study approved by MoHE. 

9.5 Extension of Study 

9.5.1 An application for extension must be made at least two (2) 
months before the date of expiration of the study. 

9.6 Reinstatement and Readmission of Study 

9.6.1 A student who has withdrawn or been terminated from study 
may appeal to the Dean to be reinstated in the same 
programme or to be re-admitted into another programme. 

Refer to GUIDELINE B6.2 for appeals for continue study. 
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10.0 CHANGE OF ACADEMIC PROGRAMME 

10.1 A student can apply to change his academic programme ONCE, 
excluding the application made during the orientation week.  

10.1.1 An administration fee of RM50, is levied for the 
application to change the programme 

10.2 The approval to change from one academic programme to 
another must be obtained from the Dean before the new semester 
begins. 

10.3 The student is registered as a first-semester student of the new 
academic programme. 

10.4 A student is allowed to apply for Credit Transfer for all courses 
taken in the first programme based on conditions set in clause 
4.0. 

10.5 A student follows the same programme structure that is followed 
by the cohort that he later joins in the new programme. 

10.6 The maximum study duration is based on the new academic 
programme. 

 

11.0 THE COMMISSION OF AN ACADEMIC OFFENCE  

11.1 Academic offence is actions which would have the effect of 
unfairly promoting or enhancing one’s academic standing within 
the entire community at an Institute of Universiti Kuala Lumpur. 

11.2 There are two (2) categories of academic offences. 

11.2.1 Academic Misconduct. 

11.2.2 Examination Misconduct. 

11.3 The Academic Misconducts are as listed below, the list is 
however, not exhaustive. 

11.3.1 Plagiarism 

Plagiarism consists of, but is not limited to, copying 
portions of the writing of others with only minor changes 
in wording, with; 

(a) inadequate footnotes, quotes, or other reference 
forms of citation; or 

(b) only a list of references. 
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(c) Paraphrasing without appropriate citation is also 
plagiarism. 

(d) With group work, where individual members submit 
parts of the total assignment, each member of a 
group must take responsibility for checking the 
legitimacy of the work submitted in his/ her name. If 
even one part of work contains plagiarised materials, 
penalties will normally be imposed on all group 
members, equally. 

11.3.2 Collusion 

Collusion is when a student or students collaborate with 
another student or students as an individual or group with 
the intention of cheating to gain a mark or grade to which 
they are not entitled. Students who allow another to copy 
their work are also committing collusion and both copier 
and the provider of the work are liable to be penalized. 

11.3.3 Fraud and forgery  

The commission of fraud and forgery include but not 
limited to the falsification of university academic records, 
including attendance records, medical certificates and 
other records regarding oneself or others, forging the 
signature on any official University forms, altering or 
changing examination results or like document to mislead 
other or causing false information to be presented at an 
academic proceeding. 

11.3.4 Fabrication or misrepresentation 

The presentation of fabricated data, results, references, 
evidence or other material or misrepresentation of the 
same. For example:  

(a) claiming to have carried out experiments, 
observations, interviews or other forms of research 
which a student has not carried out; or 

(b) claiming to have obtained results or other evidence 
which have not been obtained; or 

(c) in the case of professional qualifications, falsely 
claiming to have completed hours in practice or to 
have achieved required competencies when this is 
not the case. 
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11.3.5 Abuse of Resources 

Infringing upon the rights of other students to fair and 
equal access to any University library materials, labs and 
comparable or related academic resources as well as the 
University’s computer system. 

11.4 The Examination Misconduct 

11.4.1 The University defines examination misconduct as: 

Any attempt to obtain or give assistance during a formal 
academic assessment exercise or having an 
unauthorised material or mechanical or electronic device 
on one person within an assessment venue or ancillary 
area. 

11.4.2 Where devices, including mobile phones and 
smartwatches, are permitted to be brought into an 
assessment venue, they must be switched off and placed 
in the container provided for this purpose. 

11.4.2.1 The container must then be placed under the 
candidate’s table, in full view of the Invigilators 
before the start of the assessment and for the 
duration of the assessment. 

11.4.3 Any offence committed under clause 11.4.4 shall be 
construed as a strict liability offence. Where the alleged 
act is stated as a strict liability offence, it need not be 
proven that the student has the intention (mens rea) to 
commit the offence. It is sufficient to adduce (from the 
situations) that the offence had occurred at the material 
time. 

11.4.4 A student may be said to have committed a breach of the 
Examination Rules or Regulations if he has committed 
any of these actions: 

11.4.4.1 Possess any unauthorized materials or 
devices in or near the examination venue. 
These unauthorised materials or devices may 
include but are not limited to:  

(a) a bag, writing paper, books, manuscript or 
other than the specified material; or 

(b) a mobile telephone or other 
communication devices; or 
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(c) any type of playback device, digital media 
player, hand-held computer, Bluetooth-
enabled electronic devices and 
smartwatch; or 

(d) any type of programmable calculators or 
devices with store memory capability. If 
permitted to be used, students are to clear 
the memories of programmable calculators 
or devices and remove them from 
calculator cases before taking them into 
the examination venue; or 

(e) written or printed notes of any kind or size, 
regardless of its relevancy to the 
examination effected; or 

(f) writing on any part of the body, (not being 
tattoo required by culture) or items of 
clothing; or 

(g) writing on instruments or stationeries; or 

(h) any type of playback device, digital media 
player, handheld computer, Bluetooth-
enabled electronic device, and 
smartwatch. 

11.4.4.2 Receiving or giving or possessing 
unauthorized materials during the conduct of 
the formal academic assessment exercise, 
regardless of their relevance to the 
examination questions. 

11.4.4.3 Referring and using any prohibited reference 
materials in or outside the examination venue 
during the examination.  

11.4.4.4 Communicating to other candidates in or 
outside the examination venue when the 
examination is still in session. 

11.4.4.5 Soliciting, obtaining, possessing, or distributing 
to another person an examination document 
prior to or after the administration of the 
examination in or outside the examination 
venue.  
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11.4.4.6 Altering or changing an examination or 
comparable document to mislead other users 
or the reader.  

11.4.4.7 Substituting for, arranging for substitution by 
another student, or otherwise representing 
oneself as another person during an 
examination session or comparable 
circumstances. 

11.4.4.8 The above list is not exhaustive and other 
instances of academic offence may occur. 
Their identification will require prudent review 
by the Academic Disciplinary Committee. The 
above definition and examples apply to all 
schools and Institutes at Universiti Kuala 
Lumpur.  

11.4.5 Candidates who have been alleged to breach any part of 
the Examination Rules and Regulations will be referred 
to the Academic Disciplinary Committee. 

 

12.0 PENALTY 

12.1 For academic misconduct, the penalty can be any one or a 
combination of two or more of the following penalties ranging 
from: 

(a) reprimand students in writing;  

(b) redo of assignment with reduced marks;  

(c) award zero (0) mark for the student’s work;  

(d) reduce 50% marks for student’s coursework;  

(e) suspend for one semester;  

(f) expel from the University. 

12.2 For examination misconduct during examinations, if the student 
is found to have committed a breach of the Examination Rules 
and Regulations, the student can be imposed with any of the 
following penalties: 

(a) reprimand; or 

(b) grade ‘F’ for that course; or 
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(c) grade ‘F’ for that course, and suspension from the University 
for one (1) semester (long semester); or 

(d) expel from the University. 

12.3 The penalty to be imposed is suspension or expulsion, the 
decision must be endorsed by the Senate. 

 

13.0 APPEALS 

13.1 Students have the right to appeal against a decision of the 
university on the student progression, assessment and awards. 

13.2 A UniKL student is allowed to: 

13.2.1 appeal against his grade; or 

13.2.2 appeal against termination of his study due to any of the 
reasons listed in clause 9.2; or 

13.2.3 appeal to continue his study after withdrawal; or 

13.2.4 appeal against a finding of a commission of an Academic 
Offence. 

 

Refer to GUIDELINE B6.0 for detailed eligibility and procedure. 

 

 

 

 

 

The latest revision and amendment followed the endorsement by the University’s Senate No. 134 
(5/2024) – 139 (9/2024) and shall apply to all UniKL undergraduates’ students in the diploma and 
bachelor’s degree programmes unless otherwise provided.  
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PART B: GUIDELINES 

B1.0 REGISTRATION 

B1.1 New Students 

Table 9: Activity Relating to Programme Registration for New Students 

ACTIVITY WHEN 

Make payment as per stated in the offer letter Before the date given 
in the offer letter 

Registration  

(a) Login to UniKL Admission Page using IC/ 
Passport number to register programme 
when the payment is cleared. 

Week 0 – 1 

(2 weeks) 

 

B1.2 Returning Students 

Table 10: Activity Relating to Semester Registration for Returning Students 

ACTIVITY 
LONG 

SEMESTER 
SHORT 

SEMESTER 
Check registration announcement in Student 
Portal. 

During Final Examination 
week  

Payment 

(a) View amount to pay and guideline on how to 
make payment in student portal 
(myLedger). 

Before semester begin 

Semester Registration  

(a) Login to Student Portal and register 
semester when the payment is clear. 

Week 0 – 1 

(2 weeks) 

Week 0 

(1 week) 

Late Semester Registration 

(a) If the payment is made within Week 2, the 
registration is classified as late, and an 
additional penalty fee of RM50 will be added 
to the original registration fee. 

(b) Once payment is clear, the student will be 
registered accordingly. 

 

Week 2 

(1 week) 

Week 1 

(1 week) 

Students who fail to register will be deferred or 
maybe dismissed. 

Week 3 – 

Last day to appeal for reinstatement for fail to 
register semester (administration fee of RM50). Week 6 

– 
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B1.3 Charges 

B1.3.1 A student who has registered at UniKL will be charged 
tuition fees. 

B1.3.2 Any student withdraws/ quit from study after registration 
will be charged tuition fees according. Table 11. 

Table 11: Charges for Withdraw/ Quit from Study for 
Registered Students 

WITHDRAW TIMELINE CHARGING RATE 

Week 0 – 3 50% 

Week 4 onwards 100% 

 

B1.4 Refund 

B1.4.1 Tuition Fee 

(a) A full refund will be made to unregistered students 
who have paid tuition fees. 

(b) Registered students who have paid tuition fee but 
later withdraw from study, the fee amount refunded is 
determined by the date of withdrawal within the 
following academic in Table 12. 

Table 12: Charges for Withdraw/ Quit from Study 

WITHDRAW DATE WITHIN REFUND RATE 

Week 0 – 4 
100% for current 

semester 

After Week 4 
0% 

(non-refundable) 
 

B1.4.2 Registration Fee 

(a) The following students are entitled to a full refund of 
paid Registration Fee which covers the items listed in 
Table 14: 

i. students who have not registered programme/ 
semester; or 

ii. students who have cancelled their registration 
before semester starts; or 
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iii. students who withdraw their study within Week 1 – 
Week 3. 

(b) No refund will be given to students who withdraw 
from study from Week 4 onwards. 

 

Table 13: List of Non–refundable Fees 

NO ITEMS 

1 Administration Fees 

2 Orientation Fee 

3 Students Card Fees 

4 Application Processing Fee 

5 International Student Fee 

 

Table 14: Refundable Items for All Students 

NO ITEMS 

1 Student’s Activity 

2 Resource Fee 

3 Student’s Insurance* 

4 Hepatitis B / HIV Screening* 

5 Student Welfare Fund 

6 University Jacket* 

7 Lab Coat* 

8 Safety equipment* 

9 Textbook* 

10 Profiling Test* 

11 IMarEST Membership Fee* 

12 Alumni Fees 

13 Hostel Fee – refund except for 1st month hostel fees 

* NO refund for those items if already collected or registered 

 

Note: Refund requests must be submitted to Finance 
Department within 30 days of the withdrawal date. 
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B1.5 Course Registration 

Table 15: Course Registration Timeline 

ACTIVITY LONG SEM SHORT SEM 

Pre-registration of course for the 
following semester 

Before revision weeks; or announced 
by institute 

Semester registration  
Week 0 – 1 
(2 weeks) 

Week 0 
(1 week) 

Add and drop 
Week 0 – 1 
(2 weeks) 

Week 0 
(1 week) 

Drop only 
Week 2 – 4 
(3 weeks) 

Week 1 – 2 
(2 weeks) 

Withdraw 
Week 5 – 9 
(5 weeks) 

Week 3 – 4 
(2 weeks) 

Correction to Course Registration 
Records (if any) 

Week 3 – 4 
(2 weeks) 

Week 1 – 2 
(2 weeks) 

Correction of registration record  
(with penalty RM50/course) 

Week 5 until revision 
week 

(10 weeks) 

Week 3 – 7 
(4 weeks) 

 

B1.5.1 The MPU courses are in four (4) categories: 

(a) U1: Penghayatan Falsafah, Nilai Dan Sejarah. 
(Appreciating Philosophy, Values and History). 

(b) U2: Penguasaan Kemahiran Insaniah. 
(Mastering Humanity Skills). 

(c) U3: Perluasan Ilmu Pengetahuan Tentang 
Malaysia. 
(Broadening Knowledge About Malaysia). 

(d) U4: Kemahiran Pengurusan Masyarakat Yang 
Bersifat Praktikal seperti Khidmat Masyarakat 
dan Ko-Kurikulum. 
(Developing Practical Community-Minded 
Skills via Community Service and Co-
Curricular Activities). 
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B2.0 COURSE CREDIT EVALUATION 

B2.1 Course Credit 

B2.1.1 Each course carries a specific credit value. 

B2.2 Credit Evaluation 

B2.2.1 One credit is equivalent to forty notional hours of 
student’s learning time per course. Student learning time 
is calculated based on all learning activities including 
face-to-face, physical or online, and non-face-to-face 
depending on a student’s learning time. 
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B3.0 EXAMPLE OF GPA & CGPA CALCULATIONS 

B3.1 Semester Credit Taken (SCT) is the total credit of all registered 
courses for a particular semester. 

B3.2 Semester Credit Calculated (SCC) is a total credit counted for a 
particular semester, minus the credit of course(s) with Pass/ Fail 
status and withdraw course(s). 

B3.3 Cumulative Credit Calculated (CCC) is the total credit for all 
academic semesters, minus for total credit course(s) with Pass/ 
Fail status and withdraw course(s). 

 

B3.4 Example 1: Calculation of the Grade Point Average (GPA). 

 

GPA = 
Total Grade Points for one semester  
Semester Credit Calculated (SCC) 

 
Semester 1 

 
 

GPA = 
35.65 

= 2.74  
13 

 

For semester 1, GPA is equal to CGPA. 

 

 

  

COURSE GRADE 
POINT 
VALUE 

CREDIT 
TAKEN 

CREDIT 
COUNTED 

POINT VALUE X CREDIT 
(GRADE POINT) 

ABC12103 A 4.00 3 3 12.00 
DEF10452 C 2.00 2 2   4.00 
GHI11103 B+ 3.33 3 3   9.99 
JKL10113 D 1.00 3 3   3.00 

MNO10212 B+ 3.33 2 2   6.66 
MPU1232 S – 2 –   0.00 

Total: 
15 

(SCT) 
13 

(SCC) 
35.65 



Academic Handbook for Undergraduate Students (A) 
B3.0 EXAMPLE OF GPA & CGPA CALCULATIONS GUIDELINES 

 Page 31 
 

B3.5 Example 2: Calculation of the Cumulative Grade Point Average 
(CGPA). 

 

CGPA = 
Total Grade Points for all semesters  
Cumulative Credit Calculated (CCC) 

 
Semester 1 

 
 
Semester 2 

 

CGPA up to the 
second semester 

= 
(35.65 + 35.66) 

(13 + 12) 
= 2.85 

 

 

 

 

COURSE GRADE 
POINT 
VALUE 

CREDIT 
TAKEN 

CREDIT 
COUNTED 

POINT VALUE X CREDIT 
(GRADE POINT) 

ABC10203 A 4.00 3 3 12.00 
DEF10102 C 2.00 2 2 4.00 
GHI10303 B+ 3.33 3 3 9.99 
JKL10113 D 1.00 3 3 3.00 

MNO12102 B+ 3.33 2 2 6.66 
MPU1232 S – 2 – 0.00 

Total: 
15 

(SCT) 
13 

(SCC) 
35.65 

COURSE GRADE 
POINT 
VALUE 

CREDIT 
TAKEN 

CREDIT 
COUNTED 

POINT VALUE X CREDIT 
(GRADE POINT) 

MFI12303 B 3.00 3 3   9.00 
MIIT10202 B+ 3.33 2 2   6.66 
BMI10203 A 4.00 3 3 12.00 
MSI10102 A 4.00 2 2   8.00 
CTL10112 F 0.00 2 2   0.00 
MIAT10203 W – 3 –   0.00 

Total: 
15 

(SCT) 
12 

(SCC) 
35.66 



Academic Handbook for Undergraduate Students (A) 
B4.0 CREDIT TRANSFER GUIDELINES 

 

 Page 32 
 

B4.0 CREDIT TRANSFER 
 

B4.1 All Credit Transfer procedure shall be based on course mapping 
and comply with the following criteria: 

 

(a) Passing Grade Minimum Grade ‘C’. 

(b) Course Credit Completed course credit must be 
equivalent or higher than the course 
credit applied for. 

(c) Course Curriculum The equivalency of course 
curriculum must be at the minimum 
of 80%. 

(d) Only courses of accredited programme (inclusive of 
Provisional Accreditation) from relevant authority are eligible 
for Credit Transfer. 

(e) Programme knowledge currency is valid within five years. 

 

B4.2 Credit Transfer for a Combination of Courses from the Previous 
Academic Programme 

B4.2.1 The student must have obtained a minimum grade ‘C’ in 
each of the courses being combined, for Credit Transfer 
to one course in a UniKL programme. 

 

B4.3 Credit Transfer Application 

B4.3.1 All applications for Credit Transfer must be accompanied 
with: 

(a) the certified copies of the original transcript or 
examination results; and  

(b) syllabus or outline of the courses from the relevant 
institutions. 

B4.3.2 Students who intend to undergo temporary studies as in 
clause 4.2.2 (d) in a different institution recognized by the 
University, must obtain approval from the University. 
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B4.3.3 Applications must be made: 

(a) within the first semester for new students; or 

(b) before the end of the Final Examination week of 
the first semester for a student who changes his 
programme or for a student returning to the 
University after undergoing the mobility 
programme (refer to clause 4.2.2(d)). 

 

B4.4 The conditions and applications for Credit Transfer provided in 
clause B4.1, may not apply to credits attained via Micro-
Credential, APEL (C), and MOOCS. 
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B5.0 EXAMINATION RULES AND REGULATIONS 

B5.1 Conduct During Examination  

 

BEFORE EXAMINATION  

Students Candidates must comprehend the Examination Rules 
and Regulations and to prepare themselves accordingly. 

B5.1.1 Check the examination schedule and take note of 
examination serial number and dates well in advance. 

B5.1.2 Bring the Student Card and the Examination Entry Slip 
to the examination venue. A student will not be allowed 
in if he does not bring any of these documents. 

B5.1.2.1 Candidates without a valid Student Card or 
Examination Entry Slip will not be allowed to 
take the examination unless they have a 
written approval from the Deputy Dean, 
Academic & Technology or the Head of the 
Academic Services Section. 

B5.1.3 Be present outside the Examination Hall or venue at 
least fifteen (15) minutes prior to the commencement of 
the examination.  

B5.1.3.1 Empty their pockets and ensure that their 
pencil cases, calculator covers, and any 
other receptacle(s) are clear of pieces of 
papers or notes (of any kind, regardless of 
their relevancy to the examination in 
question); and 

B5.1.3.2 Only the Student ID Card and a clean, 
unmarked Exam Entry Slip are allowed into 
the hall, unless there are other references 
allowed by the Deputy Dean, Academic & 
Technology. 

B5.1.4 Enter the Examination Hall after the announcement 
made by the Chief Invigilator fifteen (15) minutes prior to 
the commencement of the examination. Candidates are 
required to enter the hall using the assigned entrance(s). 

B5.1.5 Candidates who arrive within the first thirty (30) minutes 
after the examination has commenced will be allowed to 
take the examination. However, no additional time will 
be given to this candidate. 
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B5.1.6 Candidates who arrive more than thirty (30) minutes 
after the examination has commenced will not be 
allowed to take the examination. 

B5.1.7 Candidates are strictly prohibited from bringing into the 
Examination Hall any of the following: books, papers, 
pictures, notes, programmable calculator, smartwatch, 
handbag, handphone, hand-held computer, earphones, 
any other blue tooth-enabled electronic devices, or 
devices or equipment. 

B5.1.8 If the items in clause B5.1.7 are allowed to be brought 
into the exam venue due to security reasons, all items 
must be placed inside an A4 envelope provided and the 
envelope must be placed underneath the candidate’s 
seat. 

B5.1.9 Candidates are not allowed to bring or consume food, 
drinks or smoke in the Examination Hall, EXCEPT plain 
drinking water. 

B5.1.10 Upon taking their seats in the Examination Hall, all 
candidates are required to:  

B5.1.10.1 check their pockets, pencil case, calculator 
cover and their persons to ensure that they 
have not mistakenly brought in items which 
are not allowed to be brought into the 
examination venue. 

If there are such items, the items must be put 
inside the A4 size envelope provided, 
immediately, and place the envelope 
underneath their seats. 

B5.1.10.2 produce their Student Card and their 
Examination Entry Slip and place them on 
the top right-hand corner of the table 
throughout duration of the examination for 
inspection by the Invigilators.  
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IN THE EXAMINATION HALL 

B5.1.11 Ten (10) minutes prior to the commencement of the 
examination, candidates are allowed to: 

B5.1.11.1 Read and follow the instructions on the 
COVER PAGE OF THE ANSWER 
BOOKLET only, and other attachments, if 
any, provided as or part of the questions. 

B5.1.11.2 Fill-in particulars required on the cover page, 
in the Examination Attendance Slip on the 
cover of the examination answer booklet, 
and other information as required or as 
advised by the Chief Invigilator. Candidates 
are not permitted to write their names on the 
answer booklet or attachments. 

B5.1.11.3 Stationery Item – Ensure that only pens, 
pencils and erasers are taken into the 
examination venue. Pencil cases must be 
put inside the envelope provided and placed 
underneath the candidates’ seats. 

B5.1.11.4 Ensure that the correct question paper is 
supplied, with sufficient pages as stated 
before attempting to answer the questions. 

B5.1.11.5 Immediately inform the Invigilators present in 
the event that the candidate has been 
supplied with an incorrect examination 
paper. 

B5.1.12 Candidates are warned not to tear of pages from the 
answer books or write on pieces of papers. 

B5.1.13 Candidates are strictly not allowed either to answer the 
questions before the announcement of the 
commencement of the examination or to continue writing 
after the announcement made by the Invigilators on the 
expiry of the examination duration.  

B5.1.14 Candidates are not permitted to leave the Examination 
Hall within the first thirty (30) minutes after the 
commencement of the examination and fifteen (15) 
minutes before the completion of the examination. 

B5.1.15 Any form of communication among candidates as well 
as between candidates and other parties is strictly 
prohibited. 
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B5.1.15.1 Candidates who wish to communicate with 
Invigilators may raise their hands. 

B5.1.16 Candidates are not permitted to render or receive any 
form of assistance on matters that pertain to the 
examination, when the examination is in progress, 
without permission from the Chief Invigilator. 

B5.1.17 Candidates must adhere to the instructions of the Chief 
Invigilator or Invigilators. 

B5.1.18 Candidates who fall ill or are not able to continue with 
the examination must inform the Invigilator. 

 

END OF EXAMINATION  

B5.1.19 At the end of the examination period, the answer booklet 
cover sheet and/ or the answer scripts must be arranged 
and tied as instructed. 

B5.1.19.1 Candidates must ensure that their particulars 
are completed on the extra answer scripts, or 
any other attachments submitted apart from 
the answer booklet(s). Do not write the 
candidates’ name. 

B5.1.20 Blank, used and spoiled answer sheets and/ or answer 
booklet cover sheet are not allowed to be brought out of 
the Examination Hall. 

B5.1.21 Candidates to take all their belongings from the A4 size 
envelope provided, before leaving the exam venue. 

B5.1.22 Items that are loaned to students by the University for 
purpose of use during the examination must be returned 
to the Invigilators at the end of the examination. 

B5.1.23 Candidates must remain seated in the Examination Hall 
unless allowed otherwise by the Invigilator. 

B5.1.24 Candidates must leave the Examination Hall in an 
orderly manner.
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B6.0 APPEALS  

B6.1 Appeal Against Grade 

B6.1.1 Appeals are allowed for reassessment of the Final 
Assessment or unreleased coursework. 

B6.1.2 Applications must be made to the respective Institute, 
within fourteen (14) days after the announcement of the 
official Final Assessment results. 

B6.1.3 A payment of RM100.00 per course as an administration 
fee is required for reassessment. 

B6.1.4 The payment is refundable if the grade is higher than the 
grade obtained earlier. 

B6.2 Appeal to Continue Studies 

B6.2.1 Withdrawal 

(a) A student who has withdrawn from his study or 
terminated, may appeal to the Dean to Continue 
Study. 

B6.2.2 Fail and Out (F&O) 

(a) A student who is terminated from his study due to 
‘F&O’ status, can appeal to the Dean after the 
announcement of the official release of results. 

B6.2.3 If the appeal is rejected at the Institute, the student may 
further appeal to the Senate Appeal Committee (SAC) via 
the UniKL Institute. 

B6.2.4 If the appeal is rejected by the SAC, the student may 
further appeal to the Senate of UniKL. 

B6.2.5 The decision made by the Senate of UniKL is final. 

B6.2.6 Each application must be submitted with an administration 
fee of RM50. 
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B7.0 REASSESSMENT OF FINAL RESULTS 

B7.1 Resit Final Assessment 

B7.1.1 A student may attempt the resit Final Assessment if: 

(a) he fails not more than two (2) courses in his Final 
Assessment and to attempt the resit at the time and 
date scheduled; and 

(b) he must have already attained at least 40% of his 
total coursework marks for the failed courses 
attempted in clause B7.1.1 (a). 

B7.2 Advice to Students Before and After Resit 

B7.2.1 The student is to pay an RM50 administration fee per 
course. 

B7.2.2 The grade attained after a resit will not be more than a 
‘B+’ grade or the capping grade stipulated by the 
programme or respective professional or governing body, 
as endorsed by the Senate. 

B7.2.3 The marks and grade shall affect his GPA and CGPA.   

B7.2.4 If he fails the resit examination, he is to repeat the course. 

B7.3 Retake Final Assessment 

B7.3.1 A student can apply to retake the Final Assessment for 
course(s) which he has taken at the end of his study and 
passed for the purpose of improving his final CGPA. 

B7.3.1.1 Eligibility Conditions: 

(a) a final semester student who does not 
register for any course other than Industrial 
Training and who’s final CGPA is ≥ 2.0; or 

(b) his study status has been endorsed as 
Completed student. 

B7.3.1.2 The student can attempt a maximum of two (2) 
courses which are selected from a previous 
semester. 
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B7.3.1.3 The application must be submitted with an 
administration fee of RM100 per course. 

(a) latest by end of Week 9 for students who 
are undergoing industrial training; or 

(b) within two (2) weeks after official result 
released for completed students;  

B7.3.1.4 The marks of the retake assessment taken will 
be added to his/ her coursework marks to 
decide on the results of the course. 

B7.3.1.5 The cap grade is a ‘B+’ grade. 

B7.3.1.6 The marks and grade shall affect his GPA and 
CGPA. 

B7.3.1.7 The best results will be used in the calculation 
of his final CGPA. 
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B8.0 SUMMARY OF ADMINISTRATION/ PENALTY FEE 

B8.1 All applications must be submitted to the Academic Services 
Section with the stated payment amount below: 

 

Table 16: Activity Related to Administration/ Penalty Fee 

APPLICATION / APPEAL 
Foundation & 

UG* 
Form 

1. Late Semester registration     
(Beginning Week 2) 

RM50   
 

2. Correction to course registration records  
(After Week 4) 

RM50 per course 
 

 

3. Correction to information in student profile 
after Week 9 for long semester or Week 4 for 
short semester 
(for graduating students only) 

RM50 per request 
 

 

4. Change Programme  RM50 ✓ 
5. Appeal to continue study  

(Reinstatement/ Readmission) 
RM50 ✓ 

6. Appeal against Grade  RM100 per course  
(refundable) ✓ 

7. Resit Final Assessment for failed courses RM50 per course ✓ 
8. Retake Final Assessment for passed course 

(Improvement to Final CGPA only)  
RM100 per course 
 ✓ 

9. Certificate of Graduation RM50 ✓ 
10. Early scroll printing  RM750 ✓ 
11. Reprint of transcript/ Dean’s Certificate RM50 per set ✓ 
12. Copy of document RM10 per piece ✓ 

 

B8.2 Application Forms (✓) can be downloaded from: 

https://academic.unikl.edu.my/   
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B9.0 GENERAL ALLOCATIONS 

B9.1 Any mode and administrative procedure codes can be made to 
the University rules under this provision. Such modes and 
administrative procedures must be obeyed. However, the Senate 
reserves the right to make amendments to them from time to time 
as deemed necessary. 

B9.2 Provision to this rule is applicable to students entering Universiti 
Kuala Lumpur in the period this edition is enforced. However, the 
University reserves the right to require that the application of the 
terms amended from time to time, for acceptable reasons. 

B9.3 President/ Chief Executive can consider appeals on any 
regulations provided for herein and on his/ her discretion allows 
for exemptions where appropriate. 

 

This latest revision shall apply to all undergraduate students. 
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B10.0 STUDENT DECLARATION 

Date:   
 
The President/Chief Executive Officer 
Universiti Kuala Lumpur 
 
Dear Sir 
 
STUDENT DECLARATION 
 
I as named below declare that I: 
 

1. Understand, appreciate, and will comply with all regulations stipulated in this Academic 
Handbook for Undergraduate. 
 

2. Am responsible and will be proactive in obtaining guidance and advice from the lecturers, 
Student Academic Advisors, Coordinators, Sections Heads, administrative staff and the 
Administration of Institutes for any form of predicaments. 
 

3. Will take appropriate actions pertaining to the stipulated regulations stated in the Academic 
Handbook for Undergraduate which are (and not limited to): 
a) to fulfil all the academic requirements stipulated in the curriculum of the Academic 

Programme enrolled at the UniKL; and 
b) to attend lectures/ practical training/ industrial training/ practicum/ clinical training specified 

by the University; and 
c) to complete the registration exercises in the programme enrolled within the specified time; 

and 
d) to pay the stipulated amount of the University’s fees within the stipulated time. 

 
4. Will be responsible to fulfill all requirements of my academic programme and of my own progress 

towards the completion of those requirements. 
 

5. Will avoid reproducing or imitating closely the work and/ or opinion of others obtained through 
prints or electronic materials without acknowledging of disclosing their source(s). 
 

6. Have read and understood the contents of the Universiti Kuala Lumpur’s Academic Handbook 
for Undergraduate and wholeheartedly agree to abide by all the rules and prohibitions as stated 
in the manual. 
 

7. Promised to abide by all further directives of prohibitions that are issued from time to time by the 
UniKL authorities throughout my period of study here. 
 

8. Am aware and understand that disciplinary action can be taken against me, if I am found to have 
committed any offence as detailed in the UniKL Student Code of Conduct. 

 
Thank You. 
 
Yours faithfully 
 
  
(signature) 
 
Name :   

Identity Card No :   
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