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1.0 Welcome Note

WELCOME to the Institute For Tourism Studies (Instituto de Formacgao
Turistica)!

The Institute For Tourism Studies (IFT), established in 1995, is a public
institution of higher education that falls under the governance of the
Secretary for Social Affairs and Culture of the Macao SAR Government,
offering tourism and hospitality management degree programmes, as well
as professional training. IFT is the first World Tourism Organization
UNWTO.TedQual certified institution in tourism education awarded by
UNWTO.Themis Foundation.

The mission of IFT is to become a higher education institution of choice for
tourism and hospitality studies with European characteristics. Not only for
the benefits of Macao, but also for the Asia Pacific region, it will equip
students with professional knowledge and technical competence in
preparation for their future leadership responsibilities in the industry. In
order to fulfil the above mission, the Institute has the following three
characteristics:

1. Unique Identity — The Institute operates independently, specialising in
providing higher education and vocational training in tourism and
hospitality management.

2. Integration — It blends the best of academic development and
professional training.

3. Internationalisation — It seeks mutually beneficial co-operation with
similar institutions abroad, actively promoting academic and student
exchange activities.

Being a student member of this Institute, you may be eager to know more
about it, to get acquainted with other students, to participate in
students’/Institute’s activities and to make good use of the learning
opportunities and available facilities. Equally, however, you are required to
understand the rules and regulations concerning your studies and various
types of activities.

This Student Handbook is an annual publication which serves as an
information directory to answer the questions you may have during your
studies at the Professional And Continuing Education School (PACES).
Should you encounter any difficulties, please do not hesitate to contact
Registry (refer to the section on Registry for details).



Since its establishment, the Institute has had the following achievements:

The “training the trainer centre” of:

@»

THE NETWORK OF ASIA-PACIFIC
EDUCATION AND TRAINING INSTITUTES IN TOURISM

The Network of Asia-Pacific Education and Training Institutes in Tourism
PATA Gold Awards for Education and Training
PR 1997
®

Degree Programme

2002
Macao Occupational skills
Recognition System

Set up the:

Granted the:

tedQual™e

UNWTO.THEMIS v/.}/
World Tourism Organization UNWTO.TedQual Certification

Founding member of:

ASIAN ACADEMY
FOR HERITAGE MANAGEMENT

Let's work together to build a better future for Macao, for our Institute
and for yourselves. We wish you an enjoyable and fruitful learning
experience at IFT!



2.0 Registry

Registry is dedicated to providing administrative services and support for
academic and students’ affairs. It is responsible for, but not limited to, the
following tasks:

- academic support;

- assistance in facilitating visa application and uniform measurement;

- assistance in internship placement;

- maintenance of student records and class records;

- purchase of student insurance;

- purchase of training manuals by students;

- purchase of printing quota by students;

- student course evaluation;

- student exchange programmes;

- student registration and course enrolment;

- venue reservation;

- verification of graduation;

- graduates’ employment tracking;

- class and examination scheduling;

- release of result of admission examination;

- certificate issuance to students of Professional And Continuing
Education School (PACES); and

- handling various course application.

Apart from those above, the following have been included in Performance
Pledge:

- application for testimonial,

- application for academic report/transcript;

- application for locker;

- application for replacement of student card;

- application for course description;

- application for checking examination result;

- application for deferral of studies;

- application for resuming of studies;

As a student of this Institute, you will have lots of opportunities to use the
services offered by Registry, thus we welcome your suggestions and
feedback. You may call us, approach us in person or send your comments
or enquiries to reqgistry@ift.edu.mo. You may also watch out at the IFT portal
for latest news.

We look forward to assisting you at Registry.

Contact: Registry, Tel: 85983 087 and 85983 042 / registry@ift.edu.mo




3.0

3.1

3.11

Academic Information

Professional And Continuing Education School (PACES)

Regulations Governing Certificate and Diploma Programmes

1.1 Programme and Study Plan in Tourism and Hospitality Areas

a.

b.

C.

d.

IFT offers two certificate and two diploma programmes in tourism
and hospitality areas — Certificate in Event and Tourism
Operations, Certificate in Hospitality Industry Operations, Diploma
in Event and Tourism Management and Diploma in Hospitality
Management. These are two-step programmes, with students
achieving a Certificate after the first year of study and a Diploma
after the second year of study. The programme is taught in Chinese
supplemented by English.

A student shall be awarded an appropriate Certificate provided that

s/he has:

i. undertaken a programme of study normally for a period of not
less than one academic year;

ii. attended all compulsory courses;

iii. passed the prescribed examinations;

iv. paid the prescribed fees; and

v. abided by the School’s regulations.

After graduating from the Certificate Programme, students may
apply for the 2" year leading to Diploma in Event and Tourism
Management or Diploma in Hospitality Management.

A student shall be awarded the Diploma in Event and Tourism

Management or Diploma in Hospitality Management provided that

s/he has:

i. undertaken a year of study normally for a period of not less than
one academic year;

ii. attended all compulsory courses;

iii. passed the prescribed examinations;

iv. paid the prescribed fees; and

v. abided by the School’s regulations.

1.2 Programme and Study Plan in Western Culinary and Pastry Areas

a.

IFT offers two diploma programmes in western culinary and pastry
areas — Diploma in Western Culinary Skills and Diploma in Pastry
and Bakery. The programmes are taught in Chinese
supplemented by English.



b.

A student shall be awarded the Diploma in Western Culinary and

Diploma in Pastry & Bakery provided that s/he has:

i. undertaken a programme of study normally for a period of not
less than one academic year;

ii. completed the mandated internship and the practicum
according to the study plan;

iii. attended all compulsory courses;

iv. passed the prescribed examinations;

v. paid the prescribed fees; and

vi. abided by the School’s regulations.

2.1 Admission Requirements in Tourism and Hospitality Areas

a.

Certificate Programmes

Candidates may apply for admission to any one of the Certificate

Programmes upon:

i. completion of secondary school (or proof of possession of
equivalent qualifications) or of age over 25 (with proven
professional experience in the area of studies s/he is applying);
and

ii. obtaining a satisfactory grade in the admission examinations;
and

iii. obtaining a satisfactory result in the interview.

Diploma Programmes

Candidates may apply for admission to the 2" year leading to
Diploma in Event and Tourism Management or Diploma in
Hospitality Management upon possession of the Certificate in
Event and Tourism Operations or Certificate in Hospitality Industry
Operations or equivalent and passing relevant examinations.

2.2 Admission Requirements in Western Culinary and Pastry Areas

a.

Candidates may apply for admission to any one of the Diploma

Programmes upon:

i. completion of secondary school (or proof of possession of
equivalent qualifications) or of age over 25 and;

ii. obtaining a satisfactory result in the admission examination.

3.1 Duration of Study in Tourism and Hospitality Areas

a.

In any academic year, a full-time student must register for a two-
semester programme of study for which class attendance is
compulsory. S/he must complete all courses to graduate from the
Certificate Programme within two years and the Diploma
Programme within two years.



b. A full-time student who cannot or is not in the position to complete
the course of study within the prescribed period stated in (a), shall
be required to discontinue his/her studies or enroll on individual
subject basis at which priority will be granted to full-time students.

3.2 Duration of Study in Western Culinary and Pastry Areas

a. In any academic year, a full-time student must register for a two-
semester programme of study for which class attendance is
compulsory. S/he must complete all courses and mandated
internship to graduate from the Diploma Programme within three
years.

b. A full-time student who cannot or is not in the position to complete
the course of study within the prescribed period stated in (a), shall
be required to discontinue his/her studies or enroll on individual
subject basis at which priority will be granted to full-time students.

4. Internship

a. Students taking Diploma in Western Culinary Skills and Diploma in
Pastry & Bakery are required to perform a 384-hour internship
during the school year (upon completion of at least one practical
module) or upon completion of the programme.

b. The internship is governed by the Internship Regulations.
5. Academic Year

An academic year shall normally cover the period from September to
July. Each year shall consist of two semesters with each semester
consisting of approximately sixteen weeks of scheduled classes
including examination.

6. Course Outlines

At the beginning of each course, lecturers shall present their students

with the course outline(s) which shall include:

a. Course objectives;

b. Programme contents;

c. Supportive bibliography; and

d. Course weighting and assessment method, including resit and
supplementary evaluation.

7. Class Records

a. Lecturers shall record the class progress and students’ attendance
at each class session in the summary records or via portal.
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b. Students studying in tourism and hospitality areas can check the
course progress and their individual attendance records via portal
while the completed summary records shall be made available for
consultation by students studying in Western Culinary and Pastry
areas and other interested parties.

8. Registration

Each student studying in tourism and hospitality areas is responsible
for completing registration which can be done through portal and
students studying in Western Culinary and Pastry areas have to
complete it in person on the date and at the time specified for each
academic year. Registration is not complete until all fees have been
paid and all materials duly completed and submitted to Registry.
Failure to complete the registration would lead to non-enrolment
of any course which may subsequently result in not being allowed
to attend the final examinations. If, for any reasons, a student
cannot complete the registration in person, s/he should submit a
written letter to the Registrar seeking approval for authorising another
person to do it on his/her behalf.

9. Course Load

a. Full-time students shall enrol for a minimum of half the
number of compulsory courses in one semester.

b. A student shall not normally be allowed to re-enrol in a course
which s/he has passed.

c. A student shall not be allowed to take courses for which the class
schedules are conflicting.

d. A student repeating a course shall have only the grade of his/her
subsequent attempt included in grade point average (GPA)
computation.

10. Course Enrolment and Add/Drop Policy

a. Each student is responsible for completing the course enrolment in
new courses as well as repeating courses through portal
(applicable to students studying in tourism and hospitality areas) or
in person (applicable to students studying in Western Culinary and
Pastry areas) on the date and at the time specified for each
semester. Course enrolment for Western Culinary and Pastry areas
must be submitted on the form provided by Registry. Course
enrolment is not complete until all signatures required are obtained.

b. For students who need to retake courses, IFT does not guarantee
that the courses offered in each semester of any particular
academic year will remain the same due to the swapping of
courses between the semesters.

7



11. Course Exemption

a. Requests must be submitted to the Registrar on the form provided
by Registry and accompanied by supporting documentation,
showing that the student has taken and passed an equivalent
course before, normally at tertiary level. The requests are then
referred to the Director of PACES and course coordinator for
evaluation.

b. Exemption may be given to similar courses undertaken and
successfully completed in recognized institutions and taking into
consideration the following criteria:

i. Duration of the course (one semester/two semesters/total
number of hours taught within the duration);

ii. Course outline;

iii. Bibliography.

c. For course(s) exempted, an indication X will be shown in the
transcript or academic reports.

12. Grading System
a. Deferred result (DX) will be assigned to students:
i if they ask for supplementary examinations with justifiable
reasons; or

ii. inany case as approved by the Registrar.

b. Grades are awarded according to the following systems:

Letter |Standard Grade (% Scale
Grade Points
A Superlative, extraordinarily good, remarkable (4.0 93-100 19-20
A- Excellent, first class 3.7 88-92 18
B+ 3.3 83-87 17
B Very good, well above the reflected average|3.0 78-82 16
performance
B- Good, above average 2.7 73-77 15
C+ 2.3 68-72 14
C Median, neither notably good nor bad 2.0 63-67 13
C- Acceptable; needs improvement 1.7 58-62 12
D+ 1.3 53-57 11
D Weak; barely acceptable 1.0 50-52 10
F Below the minimum required standard -|O Below 50 |Below 10
failed

Note: Letter grades are official grades. Grade points are used for the purpose of
calculating GPA. Percentage and scale are for reference only and to facilitate our
students to pursue their studies overseas.



13. Grade Point Average (GPA)

a. Term GPA — This is a figure ranging from 0 to 4.0 (A=4.0) used to

indicate the overall performance of a student in the term
concerned.
i

Total weighted points for all courses taken in the term concerned
Term GPA = HEC P

Total number of course credits in the term concerned

ii. Weighted points = Grade points  the number of credits of the courses
concerned

iii. Courses which are exempted are not included in the calculation
of GPA

Cumulative GPA — This is a figure from 0 to 4.0 (A=4.0) used to
indicate the overall performance of a student in all the terms of the
specified years of studies taken so far.

Total weighted points for all courses taken

Cumulative GPA = ——
Total number of course credits in all terms

Final GPA (applicable to programmes in tourism and hospitality
areas only) — This is a figure from 0 to 4.0 (A=4.0) used to indicate
the overall performance of a student in all the terms upon
completion of a diploma programme at IFT.

Cumulative GPA of Certificate Programme +
Cumulative GPA of Diploma Programme

2

Final GPA =

14. Class Attendance and Absence

a. Attendance shall be taken by the lecturer.

b. Fulfilment of all evaluation components as prescribed in the course

C.

outline is a precondition for a student’s passing that course.

A student who is unable to attend classes must inform the lecturer
concerned and the Registrar in writing at the earliest opportunity. A
certificate of sickness from a registered medical practitioner shall
be submitted when absence due to sickness exceeds three days at
any one time.



d. A student who is absent without proof as noted in (c) above from a

course for more than 20% of its scheduled teaching periods in the
aggregate will receive a fail grade for the course. If the course in
guestion is a compulsory course, the student must repeat it in the
following year or when it is offered, provided that there is no time
conflict in the class schedule.

Students should be punctual for all classes. Late arrival may result
in, at the discretion of the lecturer concerned, not being allowed to
enter the classroom, in which case the student will be registered as
absent.

15. Deferral of Study

a.

A student may defer his/her studies in the Institute by completing
an application form obtained from Registry and securing the
required signatures, and return it to Registry. The deferral is official
only after it is accepted by the Registrar.

A student may defer his/her studies for one semester, one
academic year, or a maximum of two academic years. IFT does not
guarantee that the programme/course structures will remain the
same in the interim.

16. Withdrawal

a. A student may withdraw from the Institute by completing an

application form from Registry and securing the required
signatures, and return it to Registry. The withdrawal is official only
after it is accepted by the Registrar.

A student who withdraws voluntarily from the Institute severs his or
her connection with the Institute and that student’s re-admission
will depend upon the decision of the Registrar.

17. Re-admission

Students who have deferred or withdrawn voluntarily from the Institute
may request re-admission through Registry. Application must reach
Registry at least three weeks prior to the commencement of the
semester for which the applicant seeks re-admission.
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18. Change of Contacts

Any correspondence from the Institute mailed to the last address
provided by the student to Registry will discharge all the Institute’s
responsibility for notification. Students must notify Registry of any
change of their personal contacts (address and contact numbers) or
they may also make the change through portal.

19. Release of Academic Report

20.

When all course grades are received and approved by the PACES
Academic Board Meeting, academic reports of that semester will be
prepared by Registry and the students will be notified for collection.
Students who have doubts about the course grade or project grade
and wish to appeal must send their requests to Registry within 10
calendar days after receiving the academic reports. Any request
received after this period will not be dealt with. Such report will not
be given if there is outstanding fee or charge with the Institute.

Scholarship (applicable to Certificate and Diploma
Programmes in Tourism and Hospitality Areas @@

only) ‘

The Institute’s Scholarship: “The Institute’s Scholar”

a. A potential student can apply for the Institute’s Scholarship in the
Certificate and Diploma Programmes. The scholarship will be
granted to the most outstanding entry exam taker applying for
Certificate in Event and Tourism Operations or Certificate in
Hospitality Industry Operations as full-time student at the Institute.
The selection criteria comprise of:

i. Performance in the two mandated written admission
examinations (English and Chinese)

ii. Performance in the interview with the selection panel

iii. Working experience in the industry or performance in
secondary school

b. The scholarships entitle the recipients to a remission of 50% of the

tuition fees for that academic year. Scholarship recipients are
required to maintain a cumulative GPA of 2.7 or above and pass all
MORS examinations (applicable to students of Certificate in
Hospitality Industry Operations) to renew the scholarship for
progression into the diploma programmes.

c. One scholarship is granted in each major.

11



Academic Award: “The Best Student in the Certificate
Programme”

a. Recipient selected, from the Graduating Class of each Certificate
Programme, on the basis of the best academic promise and
performance and having passed all MORS examinations (only
applicable to Hospitality Industry Operations)

b. The scholarships entitle the recipients to a remission of 50% of the
tuition fees for that academic year.

c. One scholarship is granted in each major.

Contact person: Antonio Chu, Tel: 85983 022 / registry@ift.edu.mo
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3.1.2. Internship

Internship arrangements are applicable to students taking Diploma in
Western Culinary Skills or Diploma in Pastry and Bakery only.

1. Internship Policy

a. The aims of the internship
i. To allow students an opportunity to consolidate their theoretical
foundation through practical experience. A major component of
this experience is the formation of a professional attitude.

ii. To allow students to develop their personality and capacity to adapt
to, and handle, challenging situations. The students are expected
to enhance the following skills during the internship:

« communication skills
e interpersonal skills

» technical skills

e teamwork skills

e problem-solving skills

b.  Eligibility
Students who have completed at least one practical module of the
diploma programme.

c. Internship duration/timing
i. Students are required to undertake an internship of 384 hours.
Students who are working in the related field can request for
exemption.

ii. Students can take the internship during the school year or after
completion of the programme. However, the total study time
should not exceed three years.

iii. Students can select their choice of internship schedule based on
individual circumstances. However, most internship providers
would require a minimum of 12 to 16 hours of internship per week
and a minimum of 4 hours per shift.

iv. Students can change their internship placement for once only.
(Refer to e.iii.)

Students must have completed an internship period of 384 hours and
submitted all the relevant documents to graduate from the programme.
Students are expected to submit their Internship Logbook two months
before the graduation ceremony. Therefore, students are highly
advised to plan their internship schedules ahead of time.

13



Application for internship

It is the primary responsibility of students to search for, contact, and
negotiate with their potential internship provider(s) regarding the
details of the internship arrangements, e.g. allowance and internship
schedule. The Institute For Tourism Studies, however, reserves the
right for final approval or disapproval of such arrangements, on a case-
by-case basis. Meanwhile, the Internship Committee provides
assistance depending on each individual case. Whenever an
internship opportunity arises, the Internship Committee would update
the information to students immediately.

In cases where students failed to seek an internship placement, the
Institute will arrange an internship placement for the student.
However, in this case, the students must provide proof from the
potential internship providers (e.g. Rejection Letter) and cannot
change or cancel the internship arrangements made by the Institute.

Qualifying internship placement

i. Students can choose their internship provider(s), provided that the
internship position(s) assumed should be similar to an employment
which a student may obtain upon graduation from the programme.

ii. Students must prioritize obtaining internship placements at hotels,
restaurants or pastry and bakery shops referred by the Institute.

iii. Change of internship placement

It is the student’s responsibility to find a replacement prior to
changing their internship placement.

Students who wish to change their internship placement during
their internship are required to:

(i). Submit a Change Request Form (to be obtained from Registry)
to IFT for approval with the acceptance letter from the new
internship placement.

(ii). Explain in details the reason/s for change, preferably with
proof of incidents happened.

(iii). Upon approval, students are required to send an apology
letter to the internship provider. A copy of the letter should be
submitted to IFT for reference.

(iv). Request must be filed at least 3 weeks prior to the date on
which the students wish to terminate his/her service.

14



IFT reserves the right to the final approval of the Change Request.
Students are advised not to change their internship unless under
certain circumstances. The total hour of internship and placement
location will be recorded in the student’s academic report.

Assessment

A student passes the internship if and when s/he:

- satisfies the conditions stipulated in c. of this policy document

- receives a passing evaluation from the internship provider based
on the Final Internship Provider Evaluation Form

- receives a passing evaluation from the internship committee
during the internship site visit

- submits the completed Internship Logbook to Registry within 14
calendar days after the last day of the internship.

2. Guidelines

a. Application Process

Students should plan ahead and liaise directly with the human
resources/personnel department of the desired internship
provider(s) to decide on the details of the internship arrangements
(see above, item d— Application for internship)

ii. Students should submit the Letter of Confirmation prepared by the

internship provider(s), together with all relevant information about
the internship arrangements such as the date of commencement,
the provisions of workplace uniform, food, accommodation, and
transportation, etc. to the Institute for final approval. In case the
internship provider does not issue a confirmation/ offer letter,
students should take the responsibility to inform the Regent of
Industry Assignments immediately through telephone, email or in
person of the above mentioned information. It is important for
students to approach the Regent of Industry Assignments for
internship agreement before taking the internship.

Students should obtain the Internship Logbook (enclosed with Final
Internship Provider Evaluation Form and postage-paid envelope)
and Letter of Agreement from Registry before commencing the
internship.

b. Assessment and Evaluation

During the internship period, the Institute may do site-visits, some
of which may be unannounced, primarily to review the students’
performance.

. Every month, students should request their immediate manager or

supervisor (normally it is the Executive Chef or any Chef with
higher positions) to fill out the Monthly Performance Appraisal in

15



the Internship Logbook. Student should make progress of
themselves based on the comments made by their supervisors.

Before the end of the internship placement, students should submit
the Final Internship Provider Evaluation Form to the immediate
manager/ supervisor who is to complete the form, sign it, enclose in
a sealed envelope, post it to the Institute For Tourism Studies.
(please indicate PACES - Professional And Continuing Education
School on the envelope)

iv. At the end of the internship period, students should submit the
Internship Logbook to the Registry within 14 calendar days after
the last day of the internship.

v. Evaluation results will be shown in the academic report or in the
transcript and will be marked as (P) Pass or (F) Fail. Students who
fail the internship will not be awarded the Diploma.

Deferral
Students cannot change or cancel their internship placements without
the approval from the Institute.

Problems with the internship employer

Students should first try to directly resolve any problem(s) with their
internship provider. When all reasonable attempts to solve the
problem(s) have failed, the students should contact the Institute for
advice and assistance.

Absence from Internship

In case of personal ilinesses or injuries during the assigned internship
period, students should report to both Internship Provider and Regent
of Industry Assignments immediately. Student should also submit a
doctor’s certificate upon returning to work.

Retake Internship

Should a student fail after completing the internship period of 384
hours, s/he should repeat the internship in order to graduate from the
programme.

Under all circumstances, the total study time (including courses at IFT
and internship) should not exceed three years.

Contact person: Vinita Chan, Tel: 85061 225/ vinita@ift.edu.mo
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3.2

Evaluation/Assessment

Evaluation Components @D -
e VA

IFT follows a continuous evaluation procedure. 29 .

Therefore the following should be considered. -~ ‘

a. All components in the evaluation mix, e.g. quizzes, assignments,
projects, etc., are compulsory and students may not skip any of
them in order to pass the course.

b. If written examination is required by the lecturer, its weighting will
be from 25%-40% of the final grade, unless otherwise stated by the
lecturer.

c. Any kind of assessment method can be wused, such as

examinations, project discussions, or presentations, as stated in
the course outline distributed by each lecturer at the beginning of
the semester.

Responsibility

a.

Students are responsible for checking the dates, times and
locations of their evaluation for the different courses, and for
presenting themselves for evaluation at the appointed places and
times.

Students are always required to bring along their personal ID Cards
and Smart Cards.

Students are allocated specific desks for each evaluation they are
taking. When applicable, students are responsible for checking
their desk numbers, which are posted at the entrance of the
evaluation venue, before the commencement of the evaluation. Any
student who cannot find his/her name on the seating plan should
inform Registry immediately.

Students will be admitted into the evaluation venue by the
invigilators at least 15 minutes before the commencement of the
evaluation and all students should be properly seated 10 minutes
before the evaluation starts. Upon entering, students are subject to
the authority of the invigilators and must act according to any
instructions given by them. Chief invigilators reserve the right to
admit or deny admission to tardy students and even if admitted, no
extra time will be given.

When required, outdoor clothing, briefcases and similar items must
be deposited in a place well away from the students, as directed by
the invigilators.

17



f. If written examination is required, no student will be permitted to
leave the venue during the first 45 and the last 15 minutes, unless
they are told to leave by the invigilator concerned. A student
wishing to leave the venue temporarily may be permitted to do so,
and s/he will be accompanied by an invigilator.

g. i. If circumstances arise during an evaluation which, in the opinion
of the invigilator concerned, render it necessary to be cancelled
or postponed, the Chief Invigilator will stop the evaluation and,
as soon as possible, arrange for the written scripts to be
collected. The incident will be reported to the Registrar.

ii. When a report is made under such circumstances, the
Registrar will investigate the matter reported and take
necessary action. In the event that another evaluation is
ordered to be held, the new evaluation will be deemed to be the
prescribed evaluation, and a report will be made to the final
decision-making bodies concerned.

h. Students will comply with all instructions concerning the evaluation
system as given by the course lecturers.

i. No person may impersonate a student, nor may any student permit
himself/herself to be impersonated at any evaluation.

j- Students are not permitted to remove question papers from the
venue. These are to be collected at the end of the evaluation
together with the written scripts.

k. It is the responsibility of the student to ensure that all loose pages
are securely fastened into the answer book and that all work which
is to be considered by the examiners is handed in. No work that is
removed by the student from the venue will be accepted for
consideration by the examiners.

Use of Materials and Aids

a. Use of dictionary of any kind is NOT allowed in all kinds of
examinations.

b. Students are not permitted to bring pencil cases to any

examination venue and they should only provide themselves
with the necessary writing and drawing tools.

18



C.

If written examination is requested by the lecturer, all questions
should be answered using only scripts, answer booklets,
supplementary sheets and other materials provided by the Institute
for that evaluation. Students at any evaluation will not be permitted
to have in their possession or to make use of any paper, books,
notes, instruments, aids or other materials unless expressly
authorized in the rubric of the examination. Details of any such
materials and aids which may be permitted in the evaluation will be
provided to students in advance by the invigilators. Authorized
materials and aids will be subject to inspection by the invigilators.

In the event that electronic calculators are permitted for use in an
evaluation, they should be non-programmable unless explicitly
allowed by the relevant lecturer, hand-held, self-powered, and silent
in operation. They should not possess any graphic or work display
facilities. Students may not use any external media associated with
an electronic calculator, such as instruction booklets, magnetic
cards or memory modules. Students are responsible for ensuring
that their calculators are in working order, have a sufficient power
supply, and that alternative means of calculating are available in
the event that their calculator should fail.

All other materials provided by the Institute for use in evaluations
must not be removed by students from the evaluation venue.

Misconduct during Examinations

a.

Any student who is suspected of cheating will be so informed by
the invigilator concerned, who can disqualify any student who is
found guilty of misconduct.

Should the Institute find a student guilty of misconduct, dishonesty,
or irregularity, the student will be disqualified and awarded an F
(Fail) for that course. S/he may be expelled from the Institute,
subject to the decision of the IFT Academic Board.

Mobile phones and pagers should not be brought into any
examination venue. If a mobile phone is found on a student’s body
or desk, the mobile phone will be confiscated and the incident will
be recorded as misconduct.

Submission of Marks

Course lecturers are required to submit completed mark lists to
Registry within 7 calendar days (including holidays), of the completion
of the evaluation.
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Typhoon Signals
Please refer to Miscellaneous Section of this Handbook.
Supplementary Evaluation

a. A student who is unable to attend an evaluation under normal
conditions because of illness, misadventure, or other extenuating
circumstances, or who would be significantly disadvantaged if
required to do so, may be permitted to retake the evaluation under
special conditions. Such special arrangements, which may include
additional time, or a re-scheduling of the evaluation, will be
approved in advance by the Registrar after consultation with the
lecturer concerned. In all other respects, the regulations governing
evaluation/assessment will apply. Any student requesting special
arrangements on medical grounds will be required to substantiate
his/her requests by presenting a certificate of sickness from a
registered medical practitioner or other documentary evidence. Any
student requesting special arrangements on other grounds may be
required to reimburse the Institute for expenses incurred in such
arrangements.

b. A student is required to inform the Registrar in writing immediately
if for any reason s/he is unable to sit for an evaluation because of
iliness, accident, legal duty or other causes, or if there is any factor
arising immediately prior to or during the evaluation which the
student believes could adversely affect his/her performance and
which s/he wishes the examiner to take into account when
assessing their performance. The student’s letter must state clearly
the evaluation in question, the cause of the absence, or the manner
in which the performance was affected, and must enclose the
relevant supporting documentary evidence (e.g. medical
certificates).

c. Any student failing to give notice as specified in (7b) to the
Registrar within 24 hours after the evaluation concerned,
discounting any Saturdays, Sundays, and public holidays, will lose
the opportunity to sit for the supplementary evaluation.

d. A student may not take more than 3 supplementary evaluations for
courses missed per semester. If the student concerned has re-sit
evaluations to take as well, the total number of re-sit and
supplementary evaluations that s/he can take for that particular
semester should be limited to a maximum of 3 courses.

e. A supplementary evaluation must be taken before the final
evaluations of the following semester.
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f.

A supplementary evaluation may be replaced by other forms of
assessment like projects, assignments, etc. and should in no case
be more than the weighting prescribed in the course outline.

No second chance would be given to students who have failed to
attend the supplementary examination as scheduled.

There will not be any discount on the weighting for supplementary
examination.

Re-sit Evaluation

a. A student whose course semester average is below 40% is

required to repeat the course and may not register for a re-sit
evaluation except in very special circumstance approved by
the Registrar. A student requesting re-sit evaluation should
have the courses officially enrolled.

. A student may not take more than three re-sit evaluations for the

courses failed per semester. If the student concerned has
supplementary evaluations to take as well, the total number of re-
sit and supplementary evaluations that s/he can take for that
particular semester should be limited to a maximum of three
courses.

The grade of a student who takes a re-sit evaluation can be raised
no higher than “D” (Pass), regardless of the score achieved in the
re-sit evaluation.

. A student is allowed to take a re-sit evaluation for a failed course

only once. If the student fails the re-sit evaluation, s/he is required
to repeat the course.

A re-sit evaluation must be taken before the final evaluations of the
following semester.

A re-sit evaluation may be replaced by other forms of assessment

like projects, assignments, etc. and should in no case be more than
the weighting prescribed in the course outline.
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g. A student who, after completing his/her re-sit evaluations, still has
failed courses shall be required to retake the failed courses in the
new academic year. In such cases, (9c), (14c) and (14d) of the
General Regulations Governing Certificate and Diploma
Programmes, will not apply, subject to the approval of the lecturers
concerned. However, the student is required to complete all the
course assignments and tests as required by the lecturers
concerned.

h. No second chance would be given to students who have
failed to attend the re-sit examination as scheduled.

i. There will not be any discount on the weighting for
supplementary examination.

9. Evaluation/Assessment Schedules

a. Evaluation or assessment schedules are sanctioned by the Institute
and individual arrangements between the lecturers and the
students are not acceptable. If the lecturers consider the request to
be legitimate, the lecturers should advise the student concerned to
write a letter of petition explaining the nature of the request. This
letter should be addressed to the IFT Academic Board for
consideration.

b. In most cases, requests by students for special dates of scheduled
evaluation/assessment will not be entertained with the exception of
the following:

i. In case of force majeure affecting both the student and the
Institute, Registry shall determine the appropriate dates for a re-
scheduling of the evaluation/assessment.

i. In the event of extraordinary cause, it will be considered, only
after submission of a petition letter by the student concerned,
by the IFT Academic Board on a case-by-case basis. The
applicant, within a reasonable period of time before a
foreseeable or after an unforeseeable alleged extraordinary
cause, shall write a letter addressed to the IFT Academic Board
stating the extraordinary cause for which s/he is applying for a
special evaluation/assessment sitting. The applicant carries the
burden of providing proof to the IFT Academic Boardthat an
extraordinary reason exists.

c. The IFT Academic Board will then deliberate on the merits of each
case and determine whether granting of a special examination is
warranted.

d. Special requests made by the students in respect of mid-term or

interim evaluation/assessment are left to the determination of the
individual lecturers.
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10. Cognizance of Evaluation/Assessment Rules

Every student will be deemed to have both understood and accepted
these evaluation/assessment rules.

Contact person: Antonio Chu, Tel: 85983 022 / registry@ift.edu.mo
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3.3 Policy on Academic Dishonesty

The Institute vehemently opposes the commission of dishonest acts and,
through the IFT Academic Body, imposes penalties appropriate to the
gravity of dishonest acts committed intentionally and with full knowledge.
Unintentional acts of dishonesty or those arising without full knowledge but
interpretable as dishonest will be dealt with similarly.

Dishonest acts include but are not limited to:

a. cheating;

b. plagiarism;

c. unauthorized aiding or abetting others before, during or after a test,
examination, or any form of evaluation including assignments, essays,
projects, or any other submission for a mark, grade, or credit; and

d. submitting as one’s work content material that is identical to, in part or
full, or attributable to another student or author.

Cheating consists of acts that include but are not limited to:

a. copying from another student’s examination paper, assignment, or
other forms of academic evaluation;

b. use of unauthorized materials during an examination;

c. unauthorized collaboration with another person during an examination
or in other forms of academic evaluation; and

d. obtaining a copy of an unadministered examination paper and using it
to one’s advantage.

Plagiarism is presenting, as one’s own, ideas or information in written and
oral submissions for the course when such ideas or information are not
original. This infringement is best prevented by the habitual use of proper
documentation, references, and citations whenever ideas and information
are presented in academic submissions. The test for whether plagiarism has
occurred is (a) the determination of originality and (b) sufficiency of
references in an academic submission. If the ideas and information
presented in one’s academic work are not unique or merely transmits ideas
and information previously presented by others either in full or in
paraphrased formats without proper references or citations, this would
constitute plagiarism. Lecturers will conduct random verification on
students’ work for plagiarism and any submission which was found
violation of the policy would be heavily penalised.

Both cheating and plagiarism are punishable in several ways. These can
include failure in the examination or course, forced withdrawal, suspension,
or even expulsion. Determination of the penalties to be imposed for cases of
dishonesty rests initially on the individual lecturer who shall likewise
determine the gravity of the committed act of plagiarism/cheating. If a
lecturer deems an act of plagiarism serious or cheating has resulted, a
disciplinary hearing may be convened and the matter brought to the
attention of the IFT Academic Board which shall determine the appropriate
disciplinary actions to impose.
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Penalties imposed on cases of dishonest acts:

a. For first-time offender, a failed mark zero will be awarded to the
course concerned. The student is not allowed to retake the course
the next time it is offered.

b. For second-time offender, apart from receiving a failed mark zero
for the course concerned, the student will be suspended for the
immediately succeeding semester of study at IFT.

c. For third-time offender, the student concerned will be dismissed
from the Institute.

Contact person: Diamantina Coimbra, Tel: 85983 139 / tina@ift.edu.mo
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