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Summary of amendments to the programme handbook 2018: 

Section Amendment 

C10.3 Updated the table with the scenarios if plagiarism and the recommended penalties. 
 

C14.1, 
C14.2 and 

F1 

Removed/Changed the term Director of Programmes to Collaborative Partnership Leader 
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Deans’ Welcome Messages 
 

 
 

Welcome to the Centre for University of Hertfordshire 

Programmes at INTI International College Subang. 
 
As one of the pioneer private education providers in Malaysia, 
INTI Subang provides a new dimension to our students; 
opening up new frontiers through its emphasis on career-
focused programs, internationalism and 21st century quality, 
which is a common thread across the 18 countries it operates 
in. 
 
One of the longest partnership at INTI is with the University of 
Hertfordshire, UK. On 23rd November 1999 INTI was officially 
established as an Associate College of the University of 

Hertfordshire, UK to provide their members with progression and 
exchange opportunities. Since then, the partnership has grown from strength to strength. 
 
The Centre for University of Hertfordshire Programmes was set up in January 2017 to provide 
the partnership with its own unique identity at INTI International College Subang. The franchised 
programmes offered are from the Hertfordshire Business School (HBS) and the School of Humanities 
(HUM).  
 
The partnership remains strong due to both institutions’ dedication to achieve exceptional graduate 
outcomes. The four pillars to our graduate outcomes are; (i) quality education, (ii) innovative delivery, 
(iii) global exposure and (iv) employability skills. 
 
As a UH student at INTI, you will engage in various work-related programmes, community projects, 
and student-led activities. The rewards are immeasurable as you will have the opportunity and 
privilege to meet and engage with industry leaders, gain insights into the working and professional 
world, and develop hands-on relevant skills.  
 
I wish you success and hope that your educational journey with INTI is enriching and enjoyable. 
 
 
 

Irene Wong, FHEA 
Dean 
Centre for University of Hertfordshire Programmes 
INTI International College Subang 
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Our goal is to be the number one choice for students seeking a 

truly transformational education. We have designed a range of sector 
leading programmes of study that will support your progression from 
a learner to an advanced professional practitioner. Someone capable 
of leading colleagues, managing major projects and succeeding in the 
evolving global economic landscape. 
 
 
For over 50 years we have been internationally recognised by 
professional bodies, employers and our alumni for our outstanding 
business and management education that leads to excellent 
employment prospects. We are enormously proud of our longstanding 
partnership with INTI. Successfully working together for close to 25 
years we have transformed our students’ skills and global outlook 

through teaching and learning connected to business, employment and overseas study opportunities.  
 
Join us as a learner and leave us transformed for your life as a business professional. 
 
Professor Damian Ward 
Dean 
Hertfordshire Business School 
University of Hertfordshire, UK 
 
 

On behalf of the School of Humanities at the University of 

Hertfordshire I am delighted to welcome you to the Mass 
Communications programme.  We are committed to providing 
students with a range of professional, practical and intellectual skills, 
together with an understanding of the theoretical framework that 
underpins this exciting field of study. 
 
Our programme brings together four subjects with natural synergies 
between them. You will study Media Cultures, New Media Publishing, 
Journalism and Film. This dynamic portfolio will develop your 
understanding, your insight and your creativity, providing an 
internationally recognised qualification that prepares you to embrace 
the challenges and the opportunities of a fast-changing industry.  
 
 
I am proud of our long-standing and successful partnership with INTI international College Subang 
and confident in our experience of transforming the lives of our students and helping them become 
valuable participants in a global world of employment. 
 

Jeremy Ridgman 
Dean 

School of Humanities 
University of Hertfordshire, UK 
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A. Introduction 
 

A1  INTI Edge and UH Graduate Attributes 
 

 
INTI Edge consist of three (3) aspects. 
 
 

 
 
University of Hertfordshire Graduate Attributes 

 
1. Professionalism, employability and enterprise; 

2. Learning and research skills; 

3. Intellectual depth, breadth and adaptability; 

4. Respect for others; 

5. Social responsibility; and 

6. Global Perspective. 

 
 
 

A2 Programme Management Team @ INTI Subang 
 

The Centre of University of Hertfordshire Programme in INTI International College Subang was set 
up officially in January 2017 to solely manage all the University of Hertfordshire (hereafter known as 
UH) programmes. Prior to the inception, the UH programmes were managed under the School of 
Business (SOBIZ). 
 
The Centre is headed by a Dean, and supported by a team of Head of Programmes and a Faculty 
Manager. We aim to provide you with the best advice and guidance. Other methods of programme 
communication will be via IICS Student Learning Support website (http://iics-sls.newinti.edu.my/), UH 
programme notice board (located at Centre for University of Hertfordshire Programmes on Level 7, 
Block A) and your student e-mails, both INTI and UH. You should check these locations and your e-
mails regularly for formal communications on your programmes of studies. 
 

http://iics-sls.newinti.edu.my/
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INTI International College Subang Team 

 

Position / Title Name Contact 

Dean Irene Wong 
: irene.wong@newinti.edu.my   

: +603 – 5623 2800 (ext. 2870) 

Faculty Manager Saemila Devi Paranirubasingam 
: saemiladevi.parani@newinti.edu.my       

: +603 – 5623 2800 (ext. 2877) 

Administrative Executive Norazian Md Sukardi 
: norazian.sukardi@newinti.edu.my        

: +603 – 5623 2800 (ext. 1705) 

Administrative Assistant Nor Fatin Atikah Hamzah 
: fatinatikah.hamzah@newinti.edu.my      

: +603 – 5623 2800 (ext. 1987) 

Programme Head of Programme (HOP) Programme Officer (PO) 

BA (Hons) Accounting 

(BATUH) 

Chow Chee Ling @ Chou Chee Ling 

: cheeling.chow@newinti.edu.my   

: +603 – 5623 2800 (ext. 2712) 

Nur Fatin Lyana Abrar 

: fatinlyana.abrar@newinti.edu.my  

: +603 – 5623 2800  (ext.1721) 

BA (Hons) Accounting and 
Finance 

(BACFIN) 

Chow Chee Ling @ Chou Chee Ling 

: cheeling.chow@newinti.edu.my   

: +603 – 5623 2800 (ext. 2712) 

Nur Fatin Lyana Abrar 

: fatinlyana.abrar@newinti.edu.my  

: +603 – 5623 2800  (ext.1721) 

BA (Hons) Business 
Administration 

(BBDUH) 

Iriana Suraya Abdul Wahab 

: iriana.abdulwahab@newinti.edu.my  

: +603 – 5623 2800 (ext. 2707) 

Ruby Wong 

: ruby.wong@newinti.edu.my   

: +603 – 5623 2800 (ext. 1708) 

BA (Hons) Event 
Management and Marketing 

(BEVUH) 

Emery Tan Siew Pei 

: emery.tan@newinti.edu.my    

: +603 – 5623 2800 (ext. 2701) 

Ruby Wong 

: ruby.wong@newinti.edu.my   

: +603 – 5623 2800 (ext. 1708) 

BA (Hons) Finance 

(BFIUH) 

Iriana Suraya Abdul Wahab 

: iriana.abdulwahab@newinti.edu.my  

: +603 – 5623 2800 (ext. 2707) 

Selina Liaw 

: selina.liaw@newinti.edu.my 

: +603 – 5623 2800  (ext.1710) 

BA (Hons) Marketing 

(BMAUH) 

Emery Tan Siew Pei 

: emery.tan@newinti.edu.my    

: +603 – 5623 2800 (ext. ) 

Ruby Wong 

: ruby.wong@newinti.edu.my   

: +603 – 5623 2800 (ext. 1708) 

BA (Hons) Mass 
Communications 

(BMCUH) 

Ilma Rofini Isnin 

: ilmarofini.isnin@newinti.edu.my  

: +603 – 5623 2800 (ext. 2872) 

Selina Liaw 

: selina.liaw@newinti.edu.my 

: +603 – 5623 2800  (ext.1710) 

 
 

mailto:irene.wong@newinti.edu.my
mailto:saemiladevi.parani@newinti.edu.my
mailto:norazian.sukardi@newinti.edu.my
mailto:fatinatikah.hamzah@newinti.edu.my
mailto:cheeling.chow@newinti.edu.my
mailto:fatinlyana.abrar@newinti.edu.my
mailto:cheeling.chow@newinti.edu.my
mailto:fatinlyana.abrar@newinti.edu.my
mailto:iriana.abdulwahab@newinti.edu.my
mailto:ruby.wong@newinti.edu.my
mailto:emery.tan@newinti.edu.my
mailto:ruby.wong@newinti.edu.my
mailto:iriana.abdulwahab@newinti.edu.my
mailto:selina.liaw@newinti.edu.my
mailto:emery.tan@newinti.edu.my
mailto:ruby.wong@newinti.edu.my
mailto:ilmarofini.isnin@newinti.edu.my
mailto:selina.liaw@newinti.edu.my
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University of Hertfordshire Team: 
 

School / Department Name Contact 

Regional Office Manager 

University of Hertfordshire Regional 
Office, Malaysia 

Indrani d/o Kuppusamy 

 

: I.Kuppusamy@herts.ac.uk 

: +60 16 398 6085 

INTI Partnership Manager 

Hertfordshire Business School (HBS) 

Jon Easter : j.p.easter@herts.ac.uk  

: +44 (0) 1707 285537 

Collaborative Partnership Leader 

Hertfordshire Business School (HBS) 

Veronica Earle 

 

: v.earle@herts.ac.uk  

: +44 (0) 1707 281361 

Collaborative Partnership Leader 

 (Mass Communications) 

School of Humanities (HUM) 

Mimi Tessier 

 

: m.tessier@herts.ac.uk 

: - 

 
 
 

A3 Student’s Responsibilities 
 

A student who has enrolled into the UH programmes has normally reached the independent age of 
18 and above, and is able to make responsible and mature decision in relation to his/her education.  
 
In the course of the academic year and for the duration of the programme, students have to be aware 
of the numerous policies and regulations which govern their academic performance as a UH student 
and their behaviour on INTI campus. 
 
This programme handbook is prepared based on UH’s Policies and Regulations (UPRs) and INTI’s 
Total Quality Management Manual as a quick reference to policies and regulations that are most 
relevant to majority of the student body. This handbook must be read together with the INTI Student 
Handbook and the UH’s latest UPRs (to date: 2016/2017 version). 
 
Each student has the sole responsibility to read and understand the policies set out in this programme 
handbook. Students are also responsible to keep abreast of these policies and regulations by 
regularly reading their INTI and/or UH e-mails, INTI notice boards and any other communication 
channels at both INTI and UH. 
 
 
Disclaimer: The information in this handbook is extracted and summarised from the UH UPRs, 
HBS Student Handbook and INTI’s TQM and is correct at the time of printing. Should there be 
any discrepancies, the policies and regulations from the latest official UPRs and TQM will be 
upheld. 
 

mailto:I.Kuppusamy@herts.ac.uk
mailto:j.p.easter@herts.ac.uk
mailto:v.earle@herts.ac.uk
file:///D:/Saemilla/LAPTOP%20BACKUP%202/Documents/University%20Hertfordshire/University%20Hertfordshire/Handbook/m.tessier@herts.ac.uk
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B. Programmes Structure and Delivery 
 

B1 Academic Calendar 
 
Students must refer to the college calendar for important deadlines and scheduled events for the 
semester. A copy of the calendar can be obtained from the Office of Admission and Records (OAR) 
or from the INTI e-campus website under the category “INTI Digital Hub”. 
 
The University of Hertfordshire programmes at INTI are conducted under a 2.5 semesters per 
academic calendar system. A typical year will have one short semester and two long semesters. 
 

Semester Teaching Weeks Exam Weeks Study Week Total 

January (Short) 7 1 1 9 

April (Long) 14 1 2 17 

August (Long) 14 1 2 17 

One Year 35 3 5 43 

 
The University in UK offers a different academic calendar, with only ONE intake per year that is in the 
month of September.  
 

Semester Teaching Weeks Exam Weeks Study Week 
and Holidays1 

Total 

A (Sep/Oct) 12 1 3 16 

B (Jan/Feb) 12 3 2 17 

C (May/Jun)2 0 3 0 0 

One Year 24 7 5 33 

 
Note: 
1. Holidays that falls within the semester and excludes the summer holidays (June to September). 
2. Semester C is not a normal teaching semester and is applicable for referrals and deferrals. 
 
Students who wish to transfer to UH, UK to complete their studies should be aware that the University 
recruits students to the UK campus in September only and that the enrolment is typically for the 
beginning of each Level; Level 4, Level 5 and Level 6. Students either have to (i) wait 3 to 6 months 
before they join UH, UK (if the semester ends December or March), or (ii) incur additional cost for 
visa applications and miss two (2 weeks) of the UH September semester (if the semester ends 
August). 
 
Please refer to Section B8 in this handbook for further information on transfers. 
 
The following Table is the Academic Calendar for 2017 and is correct at the time of printing. Students 
are strongly advised to keep themselves updated on the activities on campus and if there are any 
special announcements and/or communications on the release of examination results, public holidays 
and any other events which are relevant and may have an effect to the academic calendar. 
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Sem
Sem 

Week

Mont

h
Mon Tue Wed Thu Fri REMARKS

15 1
16 4 5 6 7 8
17 11 12 13 14 15
18 18 19 20 21 22
19 25 26 27 28 29
20 1 2 3 4 5 3/4 Pre board
1 8 9 10 11 12 JAN2018 SESSION BEGINS
2 15 16 17 18 19 17  UH Day
3 22 23 24 25 26
4 29 30 31 1 2 31  Thaipusam
5 5 6 7 8 9 8th INTI T&P                                                                                                                   
6 12 13 14 15 16 16/17  CNY
7 19 20 21 22 23 SEMESTER BREAK
8 26 27 28 1 2
9 5 6 7 8 9 EXAM WEEK

10 12 13 14 15 16 SEMESTER BREAK
11 19 20 21 22 23 SEMESTER BREAK
12 26 27 28 29 30 SEMESTER BREAK
13 2 3 4 5 6 3/4  Pre-Board                                                                                                              
1 9 10 11 12 13 APR2018 SESSION BEGINS
2 16 17 18 19 20 18th UH Day
3 23 24 25 26 27 25th Programme Committee Meeting
4 30 1 2 3 4 1  Labour Day
5 7 8 9 10 11
6 14 15 16 17 18
7 21 22 23 24 25
8 28 29 30 31 1 29  Wesak Day
9 4 5 6 7 8 5th INTI mini edu fair T&P                                                                   

10 11 12 13 14 15 15/16  Hari Raya 
11 18 19 20 21 22 SEMESTER BREAK
12 25 26 27 28 29 27/6 BACFIN validation
13 2 3 4 5 6
14 9 10 11 12 13
15 16 17 18 19 20 21 UH Graduation
16 23 24 25 26 27 STUDY/EXAM WEEK (26/7)
17 30 31 1 2 3 EXAM WEEK
18 6 7 8 9 10 SEMESTER BREAK
19 13 14 15 16 17 Pre-Board
1 20 21 22 23 24 AUG2018 SESSION BEGINS                                                          
2 27 28 29 30 31 31  Merdeka                                                                                                              
3 3 4 5 6 7
4 10 11 12 13 14 11  Awal Muharam
5 17 18 19 20 21 16/17  Malaysia Day
6 24 25 26 27 28
7 1 2 3 4 5
8 8 9 10 11 12
9 15 16 17 18 19

10 22 23 24 25 26
11 29 30 31 1 2
12 5 6 7 8 9 6  Deepavali                                                                      
13 12 13 14 15 16
14 19 20 21 22 23 20  Prophet Muhammad's B'day                                                                  
15 26 27 28 29 30
16 3 4 5 6 7 STUDY/EXAM WEEK (6/12)
17 10 11 12 13 14 11  S'gor Sultan's B'day                                                          
18 17 18 19 20 21 SEMESTER BREAK
19 24 25 26 27 28 25  Christmas                                                                                         
20 31 1 2 3 4 Pre-Board
1 7 8 9 10 11 JAN2019 SESSION (TENTATIVE)
2 14 15 16 17 18
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B2 Programme Curriculum  
 
The University’s programmes have been designed based on the QAA benchmark statements for 
subject specialisation, the Framework for Higher Education Qualifications in England, Wales and 
Northern Ireland (FHEQ 2014), and the SEEC Credit Level Descriptors for Further and Higher 
Education 2010. 
 
UH students studying at INTI have a more intensive learning experience compared to students who 
complete the same degree on the home programme in UK. INTI, with the University’s approval, have 
adapted the franchised programmes to include the additional modules such as General Studies 
Subjects (MPU), and to adhere to the credit hour requirements in the Malaysian Qualification 
Framework, and to adhere to the MQA Programme Standards. 
 
The programme curriculum provided in this handbook is correct at the time of printing and may be 
subject to minor changes due to the University Curriculum Review process and/or updates from 
Regulatory and Professional Bodies (QAA, MQA, ACCA, and etc.) 
 

B2.1 MQA Compulsory Modules 
 
All students studying in Malaysia has to complete the required MQA Compulsory Modules as 
mandated by the Malaysian Ministry of Higher Education. Students undertaking a bachelor’s degree 
programme has to complete five (5) Mata Pelajaran Umum (MPU) / General Studies Module in the 
following categories: 
  

Category Compulsory INTI Modules 
Number of 
Modules 

Credit 
Hours 

U1 Appreciating Philosophy, Values and History 

NB: These modules are prescribed by MQA and cannot be 
replaced. 

2 6 

U2 Mastering Humanity Skills 1 3 

U3 Broadening Knowledge About Malaysia 1 3 

U4 Developing Practical Community-Minded Skills 1 2 

 Total 5 14 

 
At INTI the following are the MPU modules that students have to complete in order to graduate: 

No. Compulsory INTI Modules 
Module 
Code 

Credit 
Hours 

Malaysian 
Students 

International 
Students 

1 MPU: U1 Ethnic Relations MPU3113 3   

2 MPU: U1 Communicating in Malay 2 MPU3143 3   

3 MPU: U1 Islamic Civilisation and Asian 
Civilisation 

MPU3123 3   

4 MPU: U1 Malaysian Studies MPU3173 3   

6 MPU: U2 Bahasa Kebangsaan Aa MPU3213 3   

7 MPU: U2 Design Thinking Skillsb MPU3253 3   

8 MPU: U3 Corporate Social 
Responsibility 

MPU3343 3   

9 MPU: U4 Community Service MPU3442 2   
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Notes: 
a. This U2 module must be taken by Malaysian students who did not obtain a credit in SPM BM. 
b. This U2 module is offered to students who obtained a credit in SPM Bahasa Malaysia what enrol into 

Year 1, Semester 1 from 2017 January intake. 

 

B2.2 INTI Modules 
 
The table below shows the additional modules which students at INTI have to undertake based on 
the following objectives: 

1. To provide additional language support to students whose first language is not English; and 
2. To enhance students’ employability skills by allowing more meaningful engagement with the 

industry. 

No. Compulsory INTI Modules 
Module 
Code 

Credit 
Hours 

B
A

T
U

H
 

B
A

C
F

IN
 

B
B

D
U

H
 

B
E

V
U

H
 

B
F

IU
H

 

B
M

A
U

H
 

B
M

C
U

H
 

1 English for Business Studies 1 ENL2219 4        

2 English for Business Studies 2 ENL2221 4        

3 English for Mass Communications 11 ENL2223 4        

4 English for Mass Communications 2 1 ENL2224 4        

5 
E-Portfolio and Employer Projects for 
Accounting and Finance2 

ACC3224 4        

6 E-Portfolio and Employer Relations MGT3232 2        

7 Internship for Accounting3 ACC4999 8        

8 Internship4 MGT4993 6        

Notes: 
1. These English modules are offered to Year 1 BA (Hons) Mass Communications students who enrol from 

April 2017 onwards. 
2. This module will be phased out and will not be taken by students from January 2018 intake onwards. 
3. Internship for Accounting is offered to BA (Hons) Accounting and BA (Hons) Accounting and Finance 

from August 2017 intake onwards. 
4. Internship is offered to BA (Hons) Mass Communications from August 2017 intake onwards. 

 
The modules listed above will not be considered in the final calculation of classification of the UH 
undergraduate programmes. 
 
 
Legend: 

Abbreviation Programme Abbreviation Programme 

BATUH BA (Hons) Accounting BFIUH BA (Hons) Finance 

BACFIN BA (Hons) Accounting and Finance BMAUH BA (Hons) Marketing 

BBDUH BA (Hons) Business Administration BMCUH BA (Hons) Mass Communications 

BEVUH BA (Hons) Event Management and Marketing   
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B2.3 Programme Curriculum 
 

Student enrolling into the UH programme may obtain a copy of their study plans from the respective 

Heads of Programme and/or Programme Officer. 

The study plan will show the modules to be enrolled for each semester, and it is the student’s 

responsibility to ensure that they follow the plan if they wish to progress smoothly in their programme 

of study. 

Should students fail any module(s), the study plan may need to be revised and they have to consult 

the respective Heads of Programme to review their individualised plans.  

 

 

B3  Programme Levels and Progression 
 

The progression of individual students into the next year of the undergraduate programme relies on 
the number of credit points obtained, as follows: 
 
Level 4 (Year 1) 
 
120 credit points at Level 4 is needed in order to progress to Level 5. For students with less than 120 
credits at Level 4, progression will be determined by the Programme Examination Board. Programme 
specific requirements for progressing from Level 4 to Level 5 should be adhered to as well. (Please 
refer to your respective Programme Specifications.) A summary of these are given below. 
 

Programme Programme Specific Requirements 

BA (Hons) Accounting Pass Accounting Principles before progressing to Level 5.  

Students who fail Accounting Principles with FNFA will be withdrawn 
from the programme. 

BA (Hons) Accounting and Finance Pass Accounting Principles before progressing to Level 5.  

Students who fail Accounting Principles with FNFA will be withdrawn 
from the programme. 

BA ( Hons) Finance Pass Principles of Finance before progressing to Level 5.  

Students who fail Principles of Finance with an FNFA will be 
withdrawn from the programme. 

ALL UH Programmes Students who fail either one of the English module with an FNFA will 
be withdrawn from the programme of study and are not allowed to 
enroll into any other UH programmes. 
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Level 5 (Year 2) 
 
240 credit points at Levels 4 and 5 is needed in order to progress to level 6, of which at least 120 
credit points must be at Level 5. For students with less than 240 credits at Levels 4 and 5, progression 
will be determined by the Programme Examination Board.  
 
Students should possess a pass in both English modules in their respective programmes in order to 
progress to Levels 5 and 6. 
 
Please refer to Section C5 Progression Rules and Regulations in this handbook for further details. 

 
 

B4 APCL and Credit Transfers 
 
Accreditation for Prior Certified Learning (APCL) grants credit transfers to students who have 
completed a programme of studies that has an equivalent level of learning outcomes to modules in a 
bachelor’s degree programme.  

B4.1 Policy on Credit Transfers 
 
MQA has set out the policies and guidelines to grant credit transfers as given below (Ref: KPT-MQA 
Circular 6/2016): 
 
1. Modules considered for credit transfer must be from a recognised and accredited programme. 

2. Meet the minimum entry requirement of receiving programme. 

3. Credit transfer is not allowed when a student failed a programme. 

4. Minimum grade to be granted a module-to-module exemption is a pass grade. 

5. Credit values to be transferred must be at least equal or more than the module credits in the 
receiving programme. 

6. At least 80% of the module’s learning outcomes are the same. 

7. At least 80% of the module content/topics are the same. The guideline for content’s relevancy 
and currency of knowledge is 5 years. 

8. For vertical transfer (diploma to degree), maximum credit transfer allowed is 30% of the total 
credits of the receiving programme For horizontal transfer, minimum residential year in the 
receiving bachelor’s degree programmes is 1 year. 

 

B4.2 Application and Procedures for Credit Transfers 
 
Students who wish to apply for Credit Transfers should follow procedures below: 
 
1. Indicate your application for credit transfer in writing to the Head of Programme and/or the 

Administrative Executive of the Centre. 

2. Submit the application with the following documents: 

a. Letter of Completion and/or Certificate; 
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b. Transcript; and 

c. Course/Module/Subject Information: Learning outcomes, credit hours, topics, and 
assessment structure. 

3. If the documents provided are complete, the normal processing time is about 3 working days if 
the qualification is listed in the Malaysian Qualifications Register (MQR). The duration to 
process credit transfer applications with international qualifications or qualifications not 
registered with MQA may require more than 3 working days because we need feedback from 
UH Admission Tutor. 

4. The Head of Programme or Administrative Executive will inform you of the outcome of the credit 
transfer in writing. 

5. A copy of the credit transfer mapping will be submitted to the University of Hertfordshire for final 
approval and records. 

 
Applications for credit transfers should be done before or immediately upon enrolment into the 
programme. Credit transfers will not be granted retrospectively; i.e. if the student had already enrolled 
and completed the said module. 
 

B5 Programme Delivery 

B5.1 Delivery Methods 
 
INTI adopts a blended learning approach the delivery of the programme. A blended approach means 
that for each module students will have face-to-face contact hours and online learning hours. Usually, 
the contact hours for a 4 credit module (15 UH credits) are as follows: 
 
 Face-to-Face Classroom 3 hrs 
 Online Learning 1 hrs 
 Total 4 hrs 
 
 
A typical study plan and the recommended study credits is given below 
 

Semester Total Weeks Typical Malaysian 
Credits Allowed 

Maximum Credits 
Allowed 

January (Short) 9 6 – 8 10 

April (Long) 17 16 – 18 20 

August (Long) 17 16 – 18 20 

 
 
The following diagram shows some of the possible online learning activities which the students will 
be required to complete. 
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B5.2 Learning Management System: Blackboard and StudyNET 
 
Blackboard 
 
INTI uses Blackboard as a learning management system. The Blackboard gives students the flexibility 
to access the online content at any time through your phone, computer or tablet. 
 
To access Blackboard, first login to the Blackboard page: 
Login Page: https://elearning.newinti.edu.my 
 
Key-in your username and password 
Username: myi1.JXXXXXXXX 
Password: “iics” followed by IC or Passport number (eg. iics900505101234 or iicsg123456) 
 
For any enquiries, please write to Helpdesk: elearning.helpdesk@newinti.edu.my 
 
 
 
StudyNET 

As a University of Hertfordshire student you have access to one of the UK's most sophisticated on-
line learning environments, StudyNET. 

UH will email you the login name and password for this StudyNET account upon the receipt of a 
completed UH Enrolment Card. As a new student, you are required to fill in the UH Enrolment Card, 

mailto:elearning.helpdesk@newinti.edu.my
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sign and submit a copy of your identification document to the respective programme officers. Kindly 
refer to the email account stated on your enrolment card, for the username and password. 
 
Key-in your username and password 
Username: name@herts.ac.uk 
Password: initial password is e-mailed to your personal / INTI account. 

(Please refer to Section E1 in this handbook for Enrolment Process) 

For any enquiries, please write to Helpdesk: helpdesk@herts.ac.uk 

 
Ask Herts website 
 
Ask Herts is a new and easy way for students to find answers to their questions about all aspects of 
University life. It is updated frequently and has a user-friendly search facility. 

Link to ask Herts website: https://ask.herts.ac.uk/   

  

mailto:helpdesk@herts.ac.uk
https://ask.herts.ac.uk/
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B6  Referencing System and Use of Calculators 
 
UH uses the Harvard system of referencing, whereby a copy of the Harvard Referencing Guide can 
be obtained from Centre for the Academic Enhancement (CASE) Unit. The document can be 
downloaded at the StudyNET portal or at the INTI Library Portal.   
 
You are strongly advised to download the most up-to-date copy of the Centre for Academic Skills 
Enhancement ‘HBS Harvard Referencing Guide’ available on StudyNET. A copy of this is pasted into 
your Blackboard for convenience. 
 
Use of calculator is permissible during assessment but is limited to models with only basic and 
scientific functions. Graphical calculator and financial calculators are not permissible unless approval 
for exemption is granted by the University of Hertfordshire. 
 
 

B7  Ethics Protocols  
 
The University has general ethical guidelines for research which must be complied with by students 
within HBS.  These guidelines offer a framework which embraces the ethical responsibilities of 
researchers and contains procedures which should be adopted formulating good research 
practice.  Prior to embarking on any research, it is imperative for students to justify the need for 
collecting information or data as, in some cases, this could be more easily obtained through published 
sources.  
 
Researchers should be aware of their role, the parameters of their responsibility and to whom they 
are accountable. They need to be sensitive to some fundamental ethical issues that may arise in 
research activities which could have an impact, either positive or negative, on individuals or 
participants.  It is recognised that there may be circumstances when there is a conflict between the 
value of the furtherance of knowledge and ethical considerations. Full details of ethics protocol can 
be found on this link. 
 
http://www.studynet2.herts.ac.uk/ptl/common/ethics.nsf/Homepage?ReadForm  
 
For further advice please contact your Head of Programme before conducting research. 
 

B8 Transfers to UH, UK. 

B8.1  Semester Abroad Programme at University of Hertfordshire, UK 
 
 
The Semester Abroad Programme (SAP) allows student to experience an academic semester at the 
University of Hertfordshire in the United Kingdom. Qualified students get to experience campus life, 
learn a new culture and build memories to last a lifetime. 
 
 
There are two opportunities for the Semester Abroad Programme (SAP) per academic year, and the 
availability for students to participate is limited. Announcements on the application deadlines while be 
sent to your student email. Students are expected to sit with your respective Head of Programme to 
discuss on the module selections at UH and to discuss on the study plan upon your return from this 
programme. 

http://www.studynet2.herts.ac.uk/ptl/common/ethics.nsf/Homepage?ReadForm
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The typical criteria to the selection of students who can participate in the SAP are: 
 
1. A UH student at INTI for at least (one) 1 semester before applying; 

2. Have consistent and good academic performance; 

3. Do not have any disciplinary and/or academic dishonesty cases; and 

4. Do not owe any monies to INTI. 

 

B8.2  Completing the programme at University of Hertfordshire, UK 
 
Student have the option of completing their programme at the University of Hertfordshire either in 
their final year or second year. The University’s academic year runs from 1 August 2017 to 31 July 
2018. Normally most undergraduate programmes use Semesters A and B. Semester A usually 
commences in the month of September. Please note that start dates may differ from year to year. To 
find out more on the living costs at the University of Hertfordshire please visit the following website: 
http://www.herts.ac.uk/international/fees.  
 
Students who are interested to complete their studies at UH must inform the Head of Programme at 
least 2 semester prior to the transfer to work out a proper study plan for a timely departure. It is 
important to note that study plans are arranged according to the rules and regulations of the 
programme and cannot be altered in any way to accommodate any special requirements. 
 
 
For further information on transfers, you may contact: 
 

Ms Indrani d/o Kuppusamy 

Regional Office Manager 

University of Hertfordshire Regional Office, Malaysia 

: I.Kuppusamy@herts.ac.uk 

: +6-016 398 6085  

http://www.herts.ac.uk/international/fees
mailto:I.Kuppusamy@herts.ac.uk
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C. INTI and UH Academic Policies and Regulations 
 

C1 General Framework for Assessment and External Examiner and AQA process 
 
INTI and UH adopts a very rigorous Quality Assurance Framework to ensure that the UH graduates 
from INTI Malaysia campuses are of equivalent to the graduates from the home campus in UK. The 
process is transparent and students are welcome to provide their feedback during Programme 
Committees. 
 
 

 
 
 
The role of the External Examiner 
 
(For further information, please see University of Hertfordshire, Appendix I, UPR AS13) 
 
The role of the external examiner is an essential part of the University of Hertfordshire’s quality 
assurance processes. They essentially externally ‘audit’ the programmes that they are appointed to, 
in terms of the attainment of academic standards and the quality of the education. 
 
External examiners submit annual written reports to the University, based on what they have observed 
of the institution's assessment processes and the sample of student work that they have seen.   
 
The University of Hertfordshire recognises the importance of the role of students in the management 
of academic standards and quality of the programmes. If you have any comments, then please email 
aqo@herts.ac.uk, stating your ID number, the full title of your programme and your current year/level. 
 
A list of external examiners, by subject area, is available via the site below as well as a fuller note on 
the role of external examiners. Please note that the UK Quality Assurance Agency for Higher 
Education (QAA) explains that contacting of external examiners regarding any aspect of your 
programme of study is prohibited. The University has appropriate internal mechanisms in place if you 
wish to raise a concern using the complaints or appeals procedures, as appropriate.   
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C2 Assessment Grading Descriptors 
 

A student’s performance in an individual module will be reported to Boards of Examiners using the 
following grades for reporting/recording achievement, along with associated status codes for reporting 
additional information. 
 
(For further information, please see University of Hertfordshire, UPR AS14 Section D) 
 

Interpretation of Grade (Undergraduate Programmes) 

Grades Awarded Grade Descriptor Equivalent Classification Descriptor 

80-100 Outstanding 
1st Class Honours/ Distinction 

70-79 Excellent 

60-69 Very good Upper 2nd Class Honours/Commendation 

50-59 Good Lower 2nd Class Honours/Pass 

40-49 Satisfactory 3rd Class Honours/Pass 

P(40) Satisfactory Referred Pass 

30-39 Marginal fail 

Not applicable 20-29 Clear fail 

0-19 Little or nothing of merit 

 

 

C3 Module Status Codes (Meaning of Grades) 
 
Students’ UH transcripts will contain the marks achieved for each module, plus associated status 
code. The following status code will be reported by Module Boards to describe a student’s status on 
a module: 
 

Status 
Code 

Description 

P Passed 

P(40) Passed, capped at 40. Undergraduate module passed at referral or re-enrolment, mark 
capped to the pass mark for classification purposes 

P(50) Passed, capped at 50. Postgraduate module passed at referral or re-enrolment, mark 
capped to the pass mark for classification purposes 

COMP Compensated. Failed module which has been compensated by the Programme Board 

FREFE Fail, referred in examination. The student has failed to meet the minimum pass criteria 
for the module. The Module Board will allow the student to be referred (that is, 
reassessed without re-enrolment) in the examination element of this module 

FREFC Fail, referred in coursework. The student has failed to meet the minimum pass criteria 
for the module. The Module Board will allow the student to be referred (that is, 
reassessed without re-enrolment) in the coursework element of this module 
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Status 
Code 

Description 

FREFB Fail, referred in both coursework and examination. The student has failed to meet the 
minimum pass criteria for the module. The Module Board will allow the student to be 
referred (that is, reassessed without re-enrolment) in both elements of this module 

FREN Fail, re-enrol. The student has failed to meet the minimum pass criteria for the module 
and the Module Board will permit re-enrolment, either with or without reassessment of 
elements of the module that have already been assessed and passed. Re-enrolment is 
not available at any stage on repeating a module which has been passed, unless there 
are agreed extenuating circumstances. 

FNFA Fail, no further attempts. The student has failed to meet the minimum pass criteria for 
the module and may not seek further re-enrolment or reassessment. Module Boards 
should exercise caution in applying this status code. It should normally be awarded only 
where a student has previously been referred and reassessed on the same module (but 
see also D5 ‘Deferral, Referral, Re-enrolment’ and C2.8 ‘Cheating, Plagiarism and 
Collusion’). 

DEFE Deferred in examination. The Module Board will allow the student to undertake a 
deferred examination because of proven extenuating circumstances. 

DEFC Deferred in coursework. The Module Board will allow the student to undertake deferred 
coursework because of proven extenuating circumstances. 

DEFB Deferred in both coursework and examination. The Module Board will allow the student 
to undertake deferred assessments because of proven extenuating circumstances. 

AT Attendance Only. To signify where a student has chosen at the outset to take a module 
without undertaking the formal assessment associated with that module 

C Competent (approved modules only) 

N Non-competent (approved modules only) 

APCL Credit for prior certified learning which has been achieved elsewhere. 

APEL Credit for prior experiential learning which has been assessed. 

 

Important Reminders 

1. A student may not enroll on a module more than two (2) occasions, unless there are agreed 
Serious Adverse Circumstances. 

2. If FREFC / FREFE / FREFB is awarded at the first assessment on repeating the module, 
subsequent failure at referral would automatically result in an FNFA 

(Please refer to Section C5 Progression Rules and Regulations in this Handbook for further 
information) 
 
 

C4 Reassessment Opportunities 
 

Deferral, Referral and Re-enrolment are alternative assessments or reassessment opportunities.  
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(For further information, please see University of Hertfordshire, UPR AS14 Section D) 
 

C4.1 Deferred Assessment 
 
(NOTE: Grades DEFC, DEFE and DEFB will be used by Module Boards to indicate the recommended 
type of deferral.) 
 
1. A Module Board has discretion to decide that a student who has not attempted one or more 

assessments because of proven Serious Adverse Circumstances, may be permitted to 
undertake deferred assessments. The Board is permitted to exercise its discretion to offer 
deferred assessments to students in the following circumstances: 

a. the student was not capable of understanding that his or her performance was likely to 
be affected seriously by ill health and/or its treatment and this view has the written 
support of a doctor or psychiatric practitioner; or 

b. the student became unwell during the examination or in-class test and has appropriate 
evidence of Serious Adverse Circumstances to support such claim  

 
2. At the discretion of the Module Board, deferred assessments would normally be undertaken at 

the same time as referred assessments and be considered at the following Module Board. 
Should such deferrals be failed and the candidate be offered referral or further deferral, these 
will be undertaken at the module’s next regular assessment period. 

 
 

C4.2 Referral 
 
Referral is defined as a reassessment opportunity for students who have been unsuccessful at their 
first attempt. Students are not required to re-enrol for the module or short course but will be 
reassessed, either within the University’s normal referred assessment period or the module’s or short 
course’s next regular assessment period, whichever is the sooner. 
 
1. Module Boards have the authority and discretion to allow a student the opportunity to be referred 

(indicated by the award of a FREFE/FREFC/FREFB status code) in an examination and/or 
coursework assessment if he or she has achieved an overall module numeric grade of 20 or 
more.It is the responsibility of the student to choose which referral opportunities to accept, with 
the benefit of advice and counsel from the programme team and in accordance with University 
and programme regulations. 
 

2. Where a candidate chooses not to accept a referral opportunity in a module at the next available 
assessment period, the Programme Board will permit them to re-enrol on the module (indicated 
by the award of a FREN status code) unless the module is being repeated. However, the Module 
Board will normally offer a candidate with proven Serious Adverse Circumstances the 
opportunity to defer any chosen referred assessments. 

 
3. Students who are successful in referred assessments will be awarded a P(40) status code for 

the module. 
 

C4.3 Re-enrolment 
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Re-enrolment is defined as the opportunity for a student to repeat a module(s) which he or she has 
previously failed at first attempt and possibly at referral and is indicated by the award of a FREN status 
code. In offering re-enrolment, the Module Board considers that the student requires substantial 
further study in the module and that it is normal for that student to repeat all assessment elements, 
irrespective of his or her overall performance.  
 
1. Students who have achieved a pass grade in any module or short course will be credited 

accordingly. They may not elect to repeat the module or short course in an attempt to improve 
the grading, nor may they be required to repeat the module or short course in order to qualify 
for an award. 

 
2. Following re-enrolment on any module or short course, whether or not the student has attended, 

the numeric grades awarded will be those actually achieved in the assessment. However, for 
the purpose of Honours classification and for conferring awards ‘with Commendation’ or ‘with 
Distinction’, these numeric grades will be capped to 40 for any Level 4, 5 or 6 modules. 

 
3. Students may alternatively elect to study different option modules which are available on the 

validated programme of study (if available and normally with the next cohort). Attendance will 
be required and the number of grades awarded will be those actually achieved in the 
assessment. However, for the purpose of Honours classification and for catering awards “with 
Commendation” or “with Distinction”, the numeric grades for the chosen alternative modules or 
short course will be capped to 50 for Level 7 modules or short course and 40 for any Levels 4, 
5 or 6 modules or short course. 

 
4. Students are only eligible to re-enrol into a module two times. If the student failed the module 

after the second re-enrolment, the grade awarded will be FNFA. 
 

C4.4 Availability of Reassessment Opportunities 
 
A student who is eligible for reassessment (referral or deferral) may not demand assessment in 
elements which are no longer current in the programme. It is the student’s responsibility to check 
whether the syllabus or format of the reassessment is different from the original assessment. The 
Module Board may, at its discretion, make such special arrangements as it deems appropriate in 
cases where it is not practicable for students to be reassessed in the same elements and by the same 
methods as at the first attempt. 
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C5 Progression Rules and Regulations 
 
The University have the discretion to apply further restrictions provided the regulations (R) detailed 
for ‘minimum expected Levels of achievement’ are met. The following policies (P) have been 
developed to reflect UH standards for progression and awards.  
 

C5.1 Progression Rules 
 
The UH progression rules (excluding English and MPU modules) applied is summarised in the table 
below. 
 

Criteria Progression Decision 

Achieved 120 credits Progress to next level. 

Achieved 105 credits Progress to next level and refer or re-enroll for the outstanding 15 credits. 

Achieved 90 credits Progress to next level and refer or re-enroll for the outstanding 30 credits. 

Achieved 75 credits Continue at same level; cannot progress to the next level. Repeat year 
and/or semester(s). Refer or re-enroll for the outstanding 45 credits.  

Achieved 60 credits Continue at same level; cannot progress to the next level. Repeat year 
and/or semester(s). Refer or re-enroll for the outstanding 60 credits 

Achieved 45 credits Continue at same level; cannot progress to the next level. Repeat year and 
register full time. Refer or re-enroll for the outstanding 75 credits. 

Achieved 30 credits Continue at same level; cannot progress to the next level. Repeat year and 
register full time. Refer or re-enroll for the outstanding 90 credits. 

Achieved 15 credits Continue at same level; cannot progress to the next level. Repeat year and 
register full time. Refer or re-enroll for the outstanding 105 credits. 

Achieved 0 credits Exit programme / Academic dismissal.  

Credits / Year Typically, student enroll for 120 UH credits a year (3 semesters at INTI), 
and when there is approval of the Board of Examiners (Programme Board), 
may take up to a maximum of 150 credits per year. 

Maximum carry 
forward 

Students who fail more than 30 credits in either Level 4 or/and Level 5 may 
not progress to Level 6.  

 
Notes: 
1. A failed year is when a student achieve 75 credits or less in one academic year (3 semesters at INTI) 
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In addition to the above regulations by UH, students studying at INTI are also required to 
comply with the following INTI academic requirements. 
 

Criteria Progression Decision 

Maximum duration of 
study 

The maximum duration of studies is five (5) years, in which the students 
have to complete all the modules. 

Study Load The maximum study load allowed in one academic year is 50 Malaysian 
credits. 

Short (9 weeks) semester: Maximum credit load allowed is 10 Malaysian 
credits. 

Long (17 weeks) semester: Maximum credit load allowed is 20 Malaysian 
credits. 

 

The typical study load per semester is less than the maximum stipulated 
and only upon approval will students be allowed to take the maximum load. 

English Students have to pass English Level 1 in order to progress to Level 5. 

Students have to pass English Level 2 in order to progress to Level 6. 

Students who fail either English Level 1 or Level 2 with an FNFA will be 
withdrawn from the programme of study and will not be allowed to enroll 
into other UH Programmes. 

Compulsory MQA 
Modules 

Students have to complete and pass the MQA compulsory modules (MPU) 
as listed in Section B2.1 

Credits to Graduate Students have to comply to the minimum credits to graduate mandated by 
the Malaysian Qualifications Framework; which means students have to 
complete and pass the additional modules outlined in Section B2.2. 

 

MQA conditions to 
graduate 

MQA may impose additional conditions to graduate. 

1) BA (Hons) Accounting and Finance: students are required to complete 
16 weeks of internship. 

2) BA (Hons) Mass Communications: students are required to complete 
12 weeks of internship. The minimum study duration is 3 years and 12 
weeks. 

Internship Students have to attempt all the UH and INTI academic modules before 
they can progress to internship. Students may only carry 30 credits on 
referral to progress to internship. 

 

 
Note: Students who wish to appeal the progression decision must follow the appeal process stated in 
Section C14 Appeals. 
 

C6 Withdrawal (Dismissal): University and/or College Initiated 
 
 
There are instances where INTI or UH may initiate a student withdrawal due to academic and non-
academic reasons. 
 
(For further information, please see University of Hertfordshire, UPR SA14 Section 3) 
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C6.1 Academic Withdrawal (Dismissal) 
 
An academic withdrawal (dismissal) may occur when a student fail to meet with the University’s 
academic policies and regulations. The following are possible situations where a student may be 
dismissed on academic grounds: 
 
1. Obtained 45 credits of FNFA in the programme (excluding INTI and MQA modules). 

2. Obtained FNFA in a named pre-requisite. 

3. Obtained FNFA in a programme specific (module) requirement. E.g. for the accounting and 
finance programmes, a pass in Accounting Principles or Principles of Finance is a programme 
specific requirement. 

4. Obtained FNFA in either English 1 or English 2 as these are programmes specific requirement. 
Students cannot enrol into any other UH programmes at INTI.  

5. Failed 45 credits or more in an academic year (3 semesters at INTI) for the second time, i.e. a 
second failed year. 

6. Obtained zero (0) credits (excluding MPU modules) for 3 consecutive academic semesters at 
INTI. 

7. Academic dishonesty and misconduct. 

8. Exceeded the maximum allowed duration of study; the typical maximum years allowed to 
complete a bachelor’s degree is five (5) years. 

9. Did not re-enroll within the stipulated time. E.g. returning and/or continuing students and student 
who had applied for deferment.  

10. Poor attendance without valid reasons. International students who fail to comply with the 
attendance requirements for visa renewal 

 
Disclaimer: Note that the list above is not exhaustive. 
 

C6.2 Non-Academic Withdrawal (Dismissal) 
 
A non-academic dismissal may occur when a student fail to comply with college rules and regulations. 
The following are possible situation where a student may be dismissed on non-academic grounds: 
 

1. Falsifying qualifications or information to gain entry into the programme and campus;  

2. Involved in criminal activities on and off campus; 

3. Involved in physical dispute with any one on campus; 

4. Vandalism or any action that causes monetary loss to INTI; and 

5. Any other disciplinary issues. 

 
Disclaimer: Note that the list above is not exhaustive. 
 
Note: The procedure and appeal process for Disciplinary cases are outlined in INTI Subang 
Student Handbook 2017. 
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C7 Examination Regulations 
 
The examination processes are administered by the INTI Subang Examination Office, located on 
Level 2, Block A. Their responsibilities include coordinating the UH’s moderation and assessment 
procedures. The complete list of their services can be found in the INTI Subang Student Handbook 
2017 (or the latest version when available). 
 
Students can also find the Examination Regulations in the Handbook and are strongly advised to read 
and understand the conduct expected before and during examinations. 
 
 

C8 Severe Adverse Circumstances (SAC) 
 

Students are allowed to draw the attention of the Board of Examiners if there is any significant 
personal circumstances which they believe may have affected their performance in one or more 
assessments, or have caused them to miss a coursework deadline or to be absent from an 
examination. Such submissions must be made in writing, and an appeal form completed with 
supporting documents, e.g. medical certificate or parent/ guardian’s letter.  
 
A student who is absent from the final examination MUST inform the College Examinations Office and 
Head of Programme/ Programme Officer of the severe adverse circumstances within 72 hours from 
the scheduled examination.  
 
The Board of Examiners is required to make their decisions on students’ academic grades, and their 
progression and awards, with respect to actual achievements. Boards cannot determine what grades 
would have been achieved by candidates had their circumstances been different.  
 
Examination Boards will not use extenuating circumstances to change the results of an assessment. 
Severe adverse circumstances may be used to offer a deferral or referral or a compensated pass. In 
the case of a final level student, severe adverse circumstances may be taken into account if a student 
narrowly misses reaching a higher classification grade. 
 
 

C9 Special Needs 
 
The University of Hertfordshire and INTI are committed to ensuring that all students have equality of 
opportunity in assessment.    
  
Reasonable adjustments will, therefore, be made to prevent a disabled person from being placed at 
a substantial disadvantage for a reason related to their disability and INTI will use its best endeavours 
to make appropriate provision for candidates with other additional needs.  These adjustments shall 
not be such that they impair either the validity of the assessment or examination or the standards of 
competence being assessed.   
  
INTI will anticipate the requirements of disabled candidates ensuring its practice is inclusive of the 
needs of disabled people and that there is flexibility in its policy and procedures to enable reasonable 
adjustments to be made for individuals where these could not have been anticipated.  
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Where reasonable adjustments have been made, a Short Course/Module Board of Examiners will not 
normally consider a candidate’s disability or other additional needs in extenuation of poor 
performance.  
  
The reasonable adjustments which might be made for disabled candidates or those with additional 
needs might include, but are not necessarily limited to, additional time for an examination or 
assessment; standard examination time with additional rest periods; a location, elsewhere in the 
Organisation, for the sitting of an examination other than the examination room; the completion of 
work other than in handwriting (including the use of a computer); the provision of the question paper 
in an alternative format; the employment of an amanuensis or reader and/or opportunities for students 
to complete assignments in alternative forms.   
 
Where reasonable, INTI will ask for medical or other appropriate evidence when considering 
reasonable adjustments for individual students. Any such evidence must be presented in English or 
be accompanied by a verified translation.  
  
 (Note for guidance: ‘medical or other appropriate evidence’ would include, but is not limited to, 
medical certificates or letters from doctors or psychiatric practitioners.) 
 
 
 

C9.1 Applying for Reasonable Adjustments to Examination Arrangements  
 
(For further information please refer to Section C2.8, UPR AS13, Appendix 1) 
 
The following are the procedures when applying for Special Examination Arrangement: 
 
1. Students has to contact their Head of Programme at the earliest opportunity and provide the 

rationale for the requests. 

2. Submit their requests in writing to the Head of Programme and include any documentary 
evidence to support the application. 

3. Head of Programme will consider the situation and inform the students on the arrangements 
which will be put in place. 

4. In the case of applications from Disabled Candidates, the agreed Study Needs Agreement 
operates for the entire period during which the candidate in enrolled on the programme but, 
where appropriate, the Head of Programme may agree to review the Study needs Agreement. 

5. Head of Programme will inform the Examinations Office and any other relevant departments 
and INTI. 

  
 

C10 Academic Dishonesty and Academic Misconduct 
 

(For further information, please see University of Hertfordshire, UPR11, UPR AS14, Appendix I UPR 
AS12, and Appendix II UPR AS12) 
 

Each student studying for a UH programme at INTI is responsible for familiarising themselves and 

complying with all the following INTI and UH regulations and procedures relating to: 
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1. Assessment regulations; and 

2. Academic dishonesty such as cheating, plagiarism, collusion and other academic misconduct 

and assessment offences. 

 

 

C10.1 Definition 
 

(For further information, please see University of Hertfordshire, Appendix III UPR AS14, Appendix I 
UPR AS12, Section 2) 
 
Cheating is to attempt to gain an unfair, improper or dishonest advantage in the assessment process; 
to gain an unfair, improper or dishonest advantage in the assessment process; where on the balance 
of probability it could reasonably be construed that a candidate intended to gain an unfair, improper 
or dishonest advantage in the assessment process. Cheating includes: 

a. impersonation - either where a student allows any other person to take an assessment on their 
behalf or to present themselves as being that student or where a current University of 
Hertfordshire student takes an assessment on behalf of another University of Hertfordshire 
student; 

b. obtaining or attempting to obtain unauthorised access to examination papers; 

c. the copying of, or attempting to copy, the work of another candidate in the examination or 
other in- class assessment, whether by overlooking what he or she has written or is writing or 
by asking him or her for information in whatever form; 

d. the introduction into an examination room (or any other room in which a formal assessment is 
taking place) of aids including books, notes, personal notes or revision notes in any form, 
papers, stationery, computer disks or other devices of any kind other than those permitted in 
the rubric of the examination paper. This includes, for example, unauthorised information 
stored in the memory of a pocket calculator, in a mobile telephone, personal organiser or any 
other device; 

e. requesting a temporary absence from an examination room (or any other room in which a 
formal assessment is taking place) with the intention of gaining, or attempting to gain, access 
to information that may be relevant to a formal assessment; 

f. false statements made in order to receive special considerations by the Board of Examiners 
or to obtain extensions to deadlines or exemption from work; 

g. assisting or attempting to assist another University of Hertfordshire student to gain or attempt 
to gain an unfair, improper, or dishonest advantage in the assessment process; 

h. the purchase or theft of material submitted for assessment; 

i. academic misconduct offences as defined by section 2.1.4, a - f, where on a balance of 
probability, it could reasonably be construed that a candidate attempted or intended to gain 
an unfair, improper or dishonest advantage in the assessment process. 

 

Plagiarism: the misappropriation or use of others’ ideas, intellectual property or work (written or 
otherwise), without acknowledgement or permission. This may include, but is not limited to: 

a. the importing of phrases from or all or part of another person’s work without using quotation 
marks and identifying the source; 
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b. without acknowledgement of the source, making extensive use of another person’s work, 
either by summarising or paraphrasing the work merely by changing a few words or by altering 
the order in which the material is presented; 

c. the use of the ideas of another person without acknowledgement of the source or the 
presentation of work which substantially comprises the ideas of another person and which 
represents these as being the ideas of the candidate.  

Collusion: Evidence of the representation by an individual of work which he or she has undertaken 
jointly with another person as having been undertaken independently of that person. 

 

Other Academic Misconduct/Assessment Offences: evidence that a student failed to comply with 
the University’s assessment and examination regulations, other than those offences mentioned 
above, including: 

a. the falsification of data including the creation of false written materials or statistical data or its 
alteration, for example, by the invention of the statistics presented or the invention of 
quotations or references; 

b. the duplication of assessed work – the submission of broadly similar work completed by the 
student for academic credit as part of the same programme without express acknowledgement 
of the previous submission; 

c. the removal of an examination script or examination stationery or other materials from the 
examination room (or any other room in which a formal assessment is taking place); 

d. failure to comply with the instructions of an invigilator; 

e. the introduction into the examination room of any personal notes or revision notes in any form 
or stationery; 

f. permitting or assisting another to present work that has been copied or paraphrased from a 
student’s own work without attribution or as if it were the work of the other; 

g. breach of professional confidentiality; 

h. failure to obtain ethics approval prior to undertaking work involving human participants; and 

i. failure to comply with the terms and conditions of an ethics approval granted for work involving 
human participants. 

 

Students should also read the INTI’s Examination Regulations in the Student Handbook. 
 
 

C10.2: Policies and Procedures for Academic Dishonesty 
 

Allegations of academic dishonesty such as cheating, plagiarism, collusion and other Academic 
Misconduct/Assessment Offences will be investigated in accordance with the procedures set out 
below. 
 
1. Allegations of Academic Dishonesty will be made in writing to the Dean of the Centre/School or 

a nominee (usually the Head of Programme), and submitted with the Academic Dishonesty form 
(AO-09) accompanied by appropriate documentary evidence to support the allegations. 
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2. Provided that there is a prima facie case to be discussed with the student and investigated 
further, the Dean (or nominee) will appoint a senior member of staff to investigate the allegations 
and inform the students of the allegations in writing. 

 
3. A panel consisting of the following membership will convene to discuss the allegations and all 

relevant evidence provided.  
a. Chairperson: Dean or nominee (usually Head of Programme) 
b. Member: Two Senior Academic Staff 
c. Secretary: Faculty Manager or Administrative Executive 

 
4. The student will be invited to a hearing where he/she may provide his/her response to the 

allegations and the possible outcome of the Academic Dishonesty Panel. 
 
5. The panel’s decision will be documented and student will be informed in writing within five (5) 

working days of the panel meeting. 
 

6. The decision will be presented to the UH Board of Examiners and will appear on the student's 
record at the University and on student’s transcripts as ‘AD’ or ‘ACADEMIC DISHONESTY’.  

 
 

C10.3 Recommended Penalty for Academic Dishonesty 
 
Below are some of the recommended penalties for academic misconduct as set out in the UPRSA13 
(UH University Policies and Regulations) 
 

Academic Dishonesty Scenario Recommended Penalty 

Plagiarism  of 45-50%  A mark of zero, the work would be considered 
academically unsafe and zero awarded for that 
piece of coursework/element of assessment 

Plagiarism  of approximately 25-45% more of 
the element of coursework submitted, mainly 
from one source 

Typically grade on academic merit, but deduct 
50% of the marks to that piece of 
coursework/element of assessment 

Significant plagiarism, approx. 45% +  of one 
chapter in a dissertation 

A mark of zero for that Chapter 

Collusion with another student or between 
students for work that is supposed to be 
independent 

Half marks to each colluding student/colluding 
student group 

Copying another student’s work without their 
permission 

Grade penalty of zero, possibly suspension for a 
period determined by the Vice Chancellor 

Impersonation: a student allows another person 
to take an assessment on their behalf 

Withdrawn from the University/Campus 

Falsification of data in primary research This is a form of cheating rather than an ethics 
breach, but is serious and would typically result 
in a grade of zero for the whole 
project/dissertation 

Obtaining unauthorised access to exam papers Withdrawal from the University/Campus 
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Academic Dishonesty Scenario Recommended Penalty 

Introducing into the exam room any aids not 
permitted in the rubric of the exam paper (e.g. 
cheat  notes, notes written on their body, or on 
electronic devices)  

Final warning and zero and/or 
suspension/withdrawal from the University, for a 
period determined by the Vice Chancellor 

Making false statements to gain special 
considerations from the Module Board or to gain 
exemptions from work or to gain extensions to 
deadlines  

Suspension or withdrawal from the programme 
for a period determined by the Vice Chancellor 

 

Notes: 
a. The above table was extracted from the HBS-INTI Joint Operations Manual (21st Nov 2014), pg 26. 
b. At INTI, the Academic Dishonesty Committee will represent the “Vice Chancellor” and all decisions will be 

presented at the UH Board of Examiners. 
 

C11 Coursework Submission 
 
Students are expected to adhere to submission deadlines provided unless under severe adverse 
circumstances (SAC), in which the lecturer has to be informed. (Please refer to Section 8 for further 
clarification.) 
 
Lecturer have the authority to grant extensions at their discretion based on the SAC. Student have to 
discuss with the lecturer on an acceptable revised deadline and this communication must be 
confirmed in writing. 
 
Students who do not meet submission deadlines will be penalised as follows: 
 

Up to one week late (1 ≤ 5 working days) Maximum mark of 40% awarded 

More than one week late (> 6 working days) Zero marks for the coursework 

  
 

C12 Feedback 
 
Feedback is given to students for improvement and development purpose. It is UH’s practice that 
students’ coursework must be returned together with feedback. Feedback will be returned no later 
than four (4) calendar weeks after the submission deadline and all coursework must be returned once 
the exam results are confirmed. Any exceptions to this must be agreed by the Dean, Centre of UH 
Programmes at INTI International College Subang and notified to students in advance of the 
expiration of the deadlines.    
  
For work of an on-going nature, such as a major project or dissertation, supervising staff will ensure 
that students are provided with feedback at interim stages.   
  

INTI will keep a copy of the sample coursework and feedback for audit purposes. Should the original 
work needs to be sighted, then INTI will seek permission from the student to keep the work and return 
a copy to the student.  
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C13 Attendance and Barring 

C13.1 Class Attendance 
 
Students are expected to attend all classes and laboratory sessions enrolled. Absence from class is 
acceptable if the student is medically unfit, in which case, a “medical certificate” has to be 
produced. For humanitarian and other reasons, supporting documents (e.g. letter from 
parent/guardian) must be submitted to the Head of Programme at the earliest possible moment. 
Students are accountable for any work missed during the period of absence. 
 

The disciplinary consequence for unexcused class absenteeism from a given module is stated as 

follows: 

ALL Students:  

After the 4th absence (any 
module in any semester) 

Warning letter is issued to students. 

After the 9th absence (single 
module in any semester) 

Barring letter is issued to the student to bar the student from 
sitting for the Final Examination or submitting any outstanding 
Coursework of the module (a full module). 

After the 9th absence (double 
module in Semester A) 

Second (2nd) Warning letter is issued to students and any 
coursework not submitted to date in that semester is awarded 
zero marks. 

After the 9th absence (double 
module in Semester B) 

Barring letter is issued to the student to bar the student from 
sitting for the Final Examination. 

 
  
International Students 

International student in Malaysia is subjected to immigration rules and regulations. Renewal of visa is 
depending on the student’s performance, both attendance and academic results. Hence, the following 
is applicable for international students. 
 
1. Students who are absent without acceptable reasons for two consecutive weeks will be issued 

a Warning letter. 
2. Failure to be contactable and/or failure to report to the Head of Programme within a stipulated 

deadline, usually within 1 week of the issuance of warning letter, may lead to the withdrawal of 
student from the programme of study. 

 
 

C13.2 Barring 
 
Students who have been consistently absent from classes without reasons will be barred from 
attempting the final examination or from submitting their coursework due, from the date of the formal 
notification of barring. 
 
 
Procedure of barring 
  
1. Students will be given a warning letter before being barred. 
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2. If students did not improve their attendance and/or failed to provide valid reasons for the 
absences, students will be barred. 

3. Office of Admission and Records (OAR) will issue the barring letter and will contact the students 
on the matter in writing. 

4. It is the student’s responsibility to acknowledge by collecting the hardcopy of the letter from 
Office of Admissions and Records (OAR). 

 
 
 
Penalty of Barring and for Consistent Absenteeism 
 
The possible penalties for poor attendance without valid reasons are: 
 
1. Zero marks for final examination and/or for coursework not submitted by the date of barring; 

and/or 

2. Academic withdrawal (dismissal) for consistent and severe absenteeism, and/or 

3. Cancellation and/or non-renewal of student visa for international student. 

 
 

C13.3 Leave of Absence 
 

A student who intends to apply for leave must obtain approval from the relevant lecturers by 
completing the ‘Leave of Absence from Class” form, OAR13 (available at the UH Centre or OAR).  
 
The form must be submitted to the Head of Programme before the date of the absence, and the 
application may or may not be approved.  
 
In the event of emergencies, the form must be submitted to the Head of Programme within 3 days of 
the student’s return to class. The application must be supported with documentary evidence of the 
emergencies. 
 
 
 

C14 Appeals  
 

C14.1 Appeals for Academic Matters 
 
Student has a right of appeal on decisions that has an impact to their academic progression. The list 
below are matters that falls into academic appeal: 
 
1. Academic workload per semester; 

2. Deferrals and referrals; 

3. Attendance requirement and barring from assessment; 

4. Academic dishonesty and misconduct; 
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5. The mark or grade for an individual item of coursework; 

6. The result of an individual module; 

7. Completion of a stage of a programme and progression to the next; 

8. Entitlement to an award; 

9. The class or grade of an award. 

 
It is important to remember that while students may raise queries about their results, they cannot 
simply challenge academic judgement in assessment. 
 
Procedures for Academic Appeal @ INTI 
 
1. Submit the intention to appeal in writing (Academic Appeal Form AO12 or/and a letter) to the 

Dean, Centre of University of Hertfordshire Programmes at INTI, stating clearly the reasons for 
the appeal and include any documentary evidences to support the appeal. 

2. The Dean or nominee will review the appeal and may call upon the student for further 
clarification. 

3. The appeal decision will be informed to the student in writing, normally within one week of the 
appeal submission. 

 
In the event that the appeal is unsuccessful, you have a right for review to the decision made by 
writing to the Collaborative Partnership Leader. Student is advised to inform the INTI Faculty of this 
intention.  
 
Please refer to Section E5 of this Programme Handbook for further details. 
 
 
Levels of Appeal for Academic Matters 
 

 
 
 
Appeals (requests for the review of assessment) @ UH 
 
In addition to your rights of appeal to INTI, as a University of Hertfordshire student you have the right 
of appeal to the University of Hertfordshire in a process outlined below. Appeals differ from complaints 
in that they are related to academic matters. It is always best to forewarn your INTI Faculty about any 
potential problems that may affect your studies.  
 
However, things can still go wrong due to circumstances that are out of your control. In the event that 
you haven’t achieved what you expected from a module or course, you may need to appeal. Below 
are the only acceptable grounds for making an appeal. It is important to remember that while you may 
raise queries about your results, you cannot simply challenge academic judgement in assessment. 
 
 

Dean

Centre for University of Hertfordshire 
Programme, INTI International College 

Subang

Collaborative Partnership Leader

University of Hertfordshire
If unsuccessful 
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(For further information, please see University of Hertfordshire, UPR AS13, Appendix 1, Section 5) 
http://sitem.herts.ac.uk/secreg/upr/AS13.htm  
 
 
If the query fits into one of the categories above, you may lodge a request for review of a 
recommendation or decision on the following grounds:- 

 
1. That the examiners had been advised beforehand of medical or other Serious Adverse 

Circumstances which prevented the candidate from sitting or submitting an assessment, but 
failed to appreciate their significance when arriving at their decision or recommendation. 

2. Where, at the time of sitting or submitting an assessment, the candidate was not capable of 
understanding that his/her performance was likely to be affected adversely by ill-health and/or 
its treatment and 

a. this has the written support of a doctor or psychiatric practitioner and  

b. the circumstance only came to light after the relevant Assessment Panel or Module 
Board had met. 

3. That there was a material administrative error, or procedural irregularity, at some stage of the 
assessment process. Or that the examinations or other assessments were not conducted in 
accordance with the approved programme regulations – or that some other material irregularity 
or procedural irregularity relevant to the assessments occurred. 

4. That there was unfairness or impropriety on the part of one or more of the examiners, or the 
Board. 

 
In all cases you are advised to contact the Collaborative Partnership Leader who will be happy to 
advise you on process. Please mark any email ‘Urgent – Student Appeal’. You may be directed to 
other support available to you during an Appeal, including the Hertfordshire Student Union.  
 
These procedures are appropriate if you have a query concerning:- 
 
1. The mark or grade for an individual item of coursework; 

2. The result of an individual module; 

3. Completion of a stage of a programme and progression to the next; 

4. Entitlement to an award; 

5. The class or grade of an award. 

 
 
Representation to the Vice-Chancellor of the University of Hertfordshire 
 
1. We recommend you talk first to your INTI’s Dean, Centre for University of Hertfordshire 

Programmes and/or the University of Hertfordshire Collaborative Partnership Leaders.  

2. You then have a right to review by the Vice-Chancellor of the University of Hertfordshire on the 
following grounds:- 

a. That the decision of the Module or Programme Board of Examiners remains 
unchanged after the request has been referred to it by INTI;  

b. That a candidate has had his or her request dismissed by INTI 

http://sitem.herts.ac.uk/secreg/upr/AS13.htm
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3. Please be sure that special circumstances apply as representations to the Vice-Chancellor are 
always exceptional – this is not merely another opportunity to present the same arguments. You 
should be certain that either:- 

a. Correct procedure has not been followed; 

b. Not all relevant circumstances have been considered; 

c. There is new evidence not previously considered by INTI. 

 
Summary of Process (Please see UPR AS13, Appendix 1, Section 5 for detail) 

 
1. Before submission to the Vice-Chancellor of the University of Hertfordshire you should consult 

with staff at INTI who are appointed to assist in these matters. 

2. If, after consultation with appropriate staff at INTI, you wish to pursue the matter you must notify 
the Vice-Chancellor of the University of Hertfordshire within 10 working days of the date of the 
written notification that your request has been dismissed, and that you wish the decision of the 
Module or Programme Board of Examiners to be reviewed. 

3. Your request for review must be supported by a statement explaining the grounds upon which 
you are seeking review together with documentary evidence and sent to:- 

Vice-Chancellor,  
University of Hertfordshire,  
College Lane, Hatfield,  
Herts AL10 9AB United Kingdom 

You may also send a copy by FAX (addressed to the Vice-Chancellor) to: +44 1707 284115. 

4. The Vice-Chancellor may decide to appoint an Investigating Officer to review the case. The 
Vice-Chancellor will review the evidence available based on whether exceptional circumstances 
apply, and not which questions the academic judgement of the Module or Programme Board of 
Examiners. Within 20 days of receipt of appeal or as soon as possible the Vice-Chancellor will:- 

a. Dismiss the request and advise the candidate accordingly, or 

b. Determine that there is sufficient justification to require the Module or Programme 
Board of Examiners to reconsider the case, or 

c. Determine that a more detailed review should be made. 

5. In the absolute discretion of the Vice-Chancellor they may:- 

a. Establish an Examinations Appeal Panel. 

6. In very exceptional circumstances the Academic Board of the University of Hertfordshire has 
the power to consider decisions made by the Module or Programme Board. 

7. The decision of the Vice-Chancellor of the University of Hertfordshire is final and will be 
communicated via the Vice-Chancellor’s Letter of Decision.  

8. The Vice-Chancellor has the discretion to draw to the attention of a Board of Examiners any 
relevant matter ad request reconsideration of a decision in light of information presented. 
However, the Vice-Chancellor does not have the power to alter decisions of a Board of 
Examiners. 

9. Having exhausted the University of Hertfordshire’s internal procedures and subject to the 
provision of the law of the United Kingdom, the student has the right to request the Office of the 
Independent Adjudicator to review their case. http://www.oiahe.org.uk/  

http://www.oiahe.org.uk/
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C14.2 Appeals for Non-Academic Matters 
 
A student may appeal to INTI management on non-academic matters as listed below. 
 
1. Financial matters. 
2. Other non-academic matters. 
 
Note: Non-Academic Disciplinary cases are handled by SSD and these processes, including 
appeals can be found in the INTI Subang Student Handbook 2017 
 
 
 
Procedure for Non-Academic Appeal @ INTI 
 
1. Submit the intention to appeal in writing (Academic Appeal Form AO12 and a letter) to the 

Dean, Centre of University of Hertfordshire Programmes, stating clearly the reasons for the 
appeal and include any documentary evidences to support the appeal. 

2. The Dean or nominee will review the appeal and may call upon the student for further 
clarification. 

3. The appeal decision will be informed to the student in writing, normally within one week of the 
appeal submission. 

 
In the event that your appeal has been rejected, you have a right of review to the decision made by 
writing to the Chief Executive of INTI International College Subang. The above procedures will still 
apply but the review committee will now be chaired by the Chief Executive or a nominee. 
 
If the appeal is unsuccessful after the second stage, you have a right for review to the decision made 
by writing to the Collaborative Partnership Leader. Student is advised to inform the INTI Faculty of 
this intention.  
 
Please refer to Section E4.2 Complaints Procedures @ UH in this Programme Handbook for further 
details. 
 
Levels of Appeal for Non-Academic Matters 
 

 

Dean

Centre for UH 
Programme

Chief Executive 

INTI International 
College Subang

Collaborative 
Partnership Leader 

(HUM), 

University of 
Hertfordshire

If  
unsuccessful 

If  
unsuccessful 
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D. INTI and UH Awards Regulations 

D1 Graduation Criteria 
 
Students of the University of Hertfordshire programmes at INTI must fulfil the following criteria in order 
to graduate as they need to meet both the UH requirements and the MQA stipulated requirements: 
 

1. Complete 360 UH credits and the minimum credits to graduate required by MQA. 

2. Complete and pass all MQA’s General Studies Modules (MPU). 

3. Any other academic criteria set by UH and MQA. 

 
In addition to the above, INTI reserve the right to withhold graduation if the students have out-
standing fees to the College. 

 
 

D2 Final Awards Calculation and Classification 
 

The Programme Board of Examiners will determine for each candidate: 

1. The best 90 credits at Level 6 (weighted 75%) 

2. The best 90 credits of the remaining Level 5 or Level 6 credits (weighted 25%) 

3. Under these rules at least 60 credits and up to 90 credits from your level 5 (2nd Year) modules 

and another 90 credits from your level 6 (3rd Year) modules are included when calculating the 

classification.  

4. The candidate’s Honours classification will be considered on the basis of this combined average 

numeric grade. 

 

Note:  

a. For students who opted to transfer to UH during final year, the calculation of classifications will 

take the average numeric grade of the best 90 credits at Level 6. 

b. MPU and any other non-UH modules will not be considered for the calculation of classifications. 

 

D3 Interim Awards 
 

To obtain an honours degree at undergraduate level, you will need to have successfully completed 
modules to the value of 360 credit points. Your studies in each year of the programme will be valued 
at 120 credit points per year.  
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INTERIM AWARD*/AWARDS CREDIT POINTS 

Bachelor degree with honours 360 credits, including not less than 240 at levels 5/6 of which at 
least 120 must be Level 6 

Bachelor degree (unclassified) 300 credits, including 180 at levels 5/6 of which 60 must normally 
be at level 6 

Diploma of Higher Education 240 credits, including at least 120 at level 5 

Certificate of Higher Education 120 credits at level 4 

University Certificate 45 credits at level 4 

 
Interim awards are conferred on students who exit without having met the criteria for a higher award 
or who indicate in writing a wish to terminate registration. You cannot exit with more than one award. 
 
 

D4 Compensation 
 

If student has failed modules when the student has completed his/ her studies (normally at end of 
Level 6), the Board of Examiners may award final compensatory credit to a maximum of 30 credits.  
 
Where final compensatory credit is awarded, the appropriate F grade(s) will be changed to COMP 
status code. 
 
Candidates who are awarded final compensatory credit by the Programme Boards, as indicated by a 
COMP status code, will have their combined average numeric grade reduced by 2.5 for each 15 
credits of final compensatory credit awarded. 
 
Where students choose to seek an opportunity for reassessment for an award, any final compensatory 
credit previously awarded will be forfeited. 
 
Note:  

Compensation is not applicable to MPU and INTI modules. Students have to pass these modules and 

these are required to meet the minimum credits to graduate in Malaysia. 
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D5 University – INTI Prizes 
 
INTI and the University recognises excellence performance by awarding them with University prizes. 
 
Hertfordshire Business School (HBS) 

Criteria Prizes 

Student who scored the highest score amongst all the HBS programmes from all four 
INTI Colleges (Subang, Sabah, Penang and Kuala Lumpur) 

£100 

Student who scored the highest score amongst all the HBS programmes in INTI 
International College Subang. 

£ 50 

 
 
School of Humanities 

Criteria Prizes 

Student who scored the highest score in Mass Communications from two INTI 
Colleges (Subang and  Penang) 

£100 

Student who scored the next highest score in mass Communications at the other INTI 
College, i.e. if a student at INTI Subang achieves the highest score, then the second 
prize goes to the best student at INTI Penang, and vice versa. 

£ 50 

 
Note: Student can only win one of the prizes above. 
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E. INTI & UH Administrative Policies & Regulations  
 
The policies and regulations here must be read together with the INTI Student Handbook. Where 
there are differences, please refer to the Centre for clarifications. 

E1 Enrolment 
 

E1.1 New Student Enrolment 
 
All new students must fill in the UH Enrolment card, print, sign and submit to the respective 
programme officer together with proof of your identification. These enrolment card will be sent to UH 
to enrol students into the UH system and a username and password will be generated and sent to the 
registered email address. 
 

E1.2 Returning Student Enrolment 
 
All continuing and returning students must enrol during the scheduled enrolment period to avoid the 
late enrolment fee as follows: 
 
Late Enrolment Fee of RM300 is applicable if the student enrols after the first week of classes, i.e. 
enrol into modules from Week 2 onwards. Note that this fee is subject to change as per Finance 
Policies. 
 
Please refer to INTI Subang Student Handbook 2017 (or the latest version when available) for further 
information in relation to fee policies (under Finance Office) 

 

E2 Add/Drop Modules 
 

Any student who wishes to ADD or DROP a course must complete an ADD/DROP form and submit 
to Office of Admission and Records (OAR). 
 

Please refer to INTI Subang Student Handbook 2017 (or the latest version when available) for further 
information in relation to fee policies (under Finance Office). The table below is extracted from the 
Student Handbook for reference only. 
 
 
Terms and Conditions are as follows: 

 Deadline Fee Credit 

Add 3rd day of semester until the end of the 2nd 
week 

Late Enrolment Fee of RM300 may be applicable. 

Drop During 1st week – 2nd week 100% Tuition fee credit 

During 3rd week – 4th week 50%  Tuition fee credit 

During 5th – 6th week (Short semester) NO Tuition fee credit 

During 5th – 11th week (Long semester) NO Tuition fee credit 

From 12th week onwards Student not allowed to drop a modules and NO 
Tuition fee credit 
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E3 Deferment of Studies 
 
Deferment of studies means that a student wishes to drop all modules in a particular semester. Since 
deferment may have an impact to academic progression and performance, students are advised to 
consult the Head of Programme before applying for a deferment.  
 
The conditions of deferment are: 
 
1. Students can only apply to defer one semester at one time, unless under exceptional medical 

circumstances. 

2. Students can only apply up to a maximum of one year deferment, regardless of whether the 
deferment is for consecutive or non-consecutive semesters. 

3. International students who wish to defer a semester have to submit proof for returning to their 
home country and/or have left Malaysia. International students who defer a semester may have 
their visa suspended. 

4. Application for deferment must be done before Week 7 of a long semester (April and August 
semesters) or Week 4 of a short semester (January semester), after which the application can 
be rejected and any failure to complete the modules’ assessments will result in fail grades. 

 
 
The procedures for deferment are as follows: 
 
1. Complete the Academic Appeal Form (A012) and include any documentary evidence and/or 

supporting information such as but not exhaustive to the following: 

a. Medical certificate or letter from a certified medical professional; 

b. Letter from parents/guardian if it is due to financial reasons;  

c. Flight ticket to home country (for international students); and 

d. Any other documents deem necessary to support the deferment approval. 

2. The form and documentary evidence have to be submitted to the Head of Programme before 
Week 7 of a long semester (April and August semesters) or Week 4 of a short semester 
(January semester). 

3. Refund of fees is bound by Finance policies; deferment applied after the commencement of the 
semester is not entitled to fees refund. Students may write in an appeal for a refund when they 
submit their deferment applications. 

4. Head of Programme will review the application and provide a decision with any conditions to 
the approval in writing. 

5. If the deferment application is approved, student has to complete and submit the UH “Dormant” 
Form to the Head of Programme. 

 
For further information, please refer to the section Finance Office in the INTI Subang Student 
Handbook 2017 (or the latest version when available). 
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E4 Complaints 
 

E4.1 Complaints Procedures @ INTI 
 
Students at INTI have a right to make a complaint if they encounter any matters that may have 
impacted their academic performance or their experience at INTI campus.  
 
 
Complaints related to matters that may have impacted academic performance  
 
1. Students who have any complaints may write in to the Head of Programme and/or Dean, and 

include documentary evidences where applicable. You are advised to speak to the HoP and/or 
Dean prior to submitting the complaint. 

2. The HoP/Dean will meet with you to seek clarification on the issue and initiate an investigation if 
there is a prima facie case. 

3. Once the investigation is completed, the HoP/Dean will provide a response to the complaint in 
writing and if necessary, to meet with the student to explain the situation. 

4. The outcomes of the complaint which may have impacted academic performance will be reported 
at the UH Board of Examiners. If there is significant evidence that there is an impact to academic 
performance, the UH Board of Examiners will make the final decision on any action required. 

5. The INTI nominee of the UH Board of Examiners will contact the student with the decision of the 
Board. 

6. The student has a right to appeal the decision of the Board of Examiners. Please refer to Section 
C12.1 and Section E4.2 for the policies and procedures of appeal to the University of 
Hertfordshire. 

 

Complaints related to any other matter 
 
1. Students who have any complaints may write in to the Head of Programme and/or Dean, and 

include documentary evidences where applicable. You are advised to speak to the HoP and/or 
Dean prior to submitting the complaint. 

2. The HoP/Dean will meet with you to seek clarification on the issue and initiate an investigation 
if there is a prima facie case. 

3. Once the investigation is completed, the HoP/Dean will provide a response to the complaint in 
writing and if necessary, to meet with the student to explain the situation. 

4. Student may voice their grievances on non-academic to INTI Student Services Department 
(SSD) located on Ground Floor, Block A, INTI International College Subang. For more 
information, please refer to Section G – Student Services Department 

5. If the student would like to appeal for further consideration to the complaint, he/she may proceed 
to petition for a review to the Chief Executive of the campus. 

Chief Executive Office 
Level 11, Block A 
INTI International College Subang 
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E4.2 Complaints Procedures @ UH 
 
In addition to your rights of complaint to INTI, as a University of Hertfordshire student you have the 
right of review from the University of Hertfordshire in a process outlined below. In all cases you are 
advised to contact the Collaborative Partnership Leader who will be happy to advise you on 
process. Please mark any e-mail ‘Urgent – Student Complaint’. You may be directed to other 
support available to you during a Complaint, including the Hertfordshire Student Union.  
 
(For further information, please see University of Hertfordshire, UPR SA05, Section 2.2) 
http://sitem.herts.ac.uk/secreg/upr/SA05.htm  
 
Complaints related to matters that may have impacted academic performance 
 
1. First you must go through the INTI complaints process which aligns with INTI’s policies, 

regulations and procedures. 

2. Once INTI has made a final decision and that process is exhausted, you then have a right to 
review by the Vice-Chancellor of the University of Hertfordshire on the following grounds.  

a. Where you wish information not already brought forward at earlier stages – or new 
information which may be relevant to the case – to be considered; 

b. Where you believe that there has been a procedural irregularity or bias 

3. The University of Hertfordshire expects that students will bring forward all relevant evidence 
that is available at the time that the complaint is lodged.  

4. The decision of the Vice-Chancellor of the University of Hertfordshire is final and binding.  

 
Complaints related to any other matter 
 
1. First you must go through the INTI complaints process which aligns with INTI’s policies, 

regulations and procedures.  

2. The decision of INTI with respect to non-academic complaints is final, except that students have 
a right to petition the University of Hertfordshire for a procedural review of the handling of the 
issue by INTI once all levels of hearing by INTI have been exhausted. 

3. Petitions must be made in writing using the form ‘Request for a Review by the Vice-Chancellor’ 
(available via StudyNET; contact the University of Hertfordshire Director of Academic 
Programmes, for assistance locating and completing this form) and sent to: 

Student Procedures Co-ordinator 
Governance Services 
Main Building, Room B204, College Lane 
University of Hertfordshire, Al10 9AB United Kingdom 
 
Or Email: studentprocedures@herts.ac.uk  
 

4. You should be aware that the Vice-Chancellor of the University of Hertfordshire has limited 
powers of review in these matters which does not include overturning an INTI decision. The 
Vice-Chancellor of the University of Hertfordshire can act in an advisory capacity to INTI. 

5. It is possible for INTI to empower the University of Hertfordshire to act on its behalf in certain 
circumstances. Such cases will then be dealt with according to relevant University of 
Hertfordshire procedures.  

http://sitem.herts.ac.uk/secreg/upr/SA05.htm
mailto:studentprocedures@herts.ac.uk
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E5 Programme Transfers 
 

E5.1 Inter-Programme Transfer 
 
It may be possible to arrange for students to transfer between programmes, particularly during the 
very early stages of your study. However, permission to do so depends on a number of factors; in 
particular, you will have to meet the entry requirements of the programme you wish to change to and 
there must be a vacancy in that programme. You will be required to discuss this issue with your current 
and prospective Head of Programme. Transfer forms are available from the UH Centre. It is your 
responsibility to ensure that all parties have signed the form before the transfer takes effect. 
 

E5.2 Inter-Campus Programme Transfer 
 
Students who desire to transfer to another INTI associate campus must complete the required transfer 
form and obtain prior approval. 
 
Procedures for programme transfers within INTI College 
1. Complete the transfer and progress form after consulting with the receiving Head of Programme 
2. Obtain the signature of the releasing Head of Programme. 
3. Submit the signed form to the receiving Head of Programme. 
4. Completed form will be submitted to OAR. 
5. Contact the receiving Head of Programme at the new campus (if this is an inter-campus transfer) 

to confirm that the records have been transferred. 
 
 

E6 Withdrawal: Student Initiated 
 

There are two types of student initiated withdrawal at INTI and both requires students to complete the 
“Student Withdrawal Form” (OAR8) that is available at the Centre. In cases where the students are 
below 18 years old, withdrawal will require a parent/guardian’s approval.   
 
The withdrawal process will take approximately 3 weeks upon the submission of the form to the Centre 
and verification and/or consultation by the Head of Programme. Refunds are generally made to the 
parent and/or guardian. 
 

E6.1 Pre-mature Withdrawal 
 
Pre-mature withdrawal occurs when students withdraw from the programmes before the completion 
of their studies for any of the following reasons: 
 
1. Transfer to another programme; 
2. Transfer to another institution; 
3. Extenuating circumstance (financial); 
4. Extenuating circumstance (medical); 
5. Extenuating circumstance (family); and 
6. Any other extenuating circumstance. 
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In the event of a pre-mature withdrawal, student to complete the ““Student Withdrawal Form” 
(OAR8)” and submit to the Centre / Head of Programme. Students have to meet the Head of 
Programme to seek advice on the best course of action. 

 

E6.2 Withdrawal Upon Completion of Studies 
 
Students who have completed their programme of studies are required to officially withdraw from the 
college by completing the “Student Withdrawal Form” (OAR8), which is available at the Centre. 
This form is required to process any refunds that are due. 
 

E6.3 Withdrawal Process 
 
Student who wishes to withdraw would need to follow the procedures as stated: 
 
1. Complete the ““Student Withdrawal Form” (OAR8)” and submit to the Head of Programme. 

2. Meet with the Head of Programme/Faculty Manager/ Dean to discuss the reason for withdrawal. 

3. Obtain clearance from the respective administrative departments (example library). 

4. Once completed, submit the form to finance 
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F. Student Representatives 

F1  Programme Committees (Roles & Responsibilities) 
 

Each programme has a Programme Committee, including student representatives, which is 
responsible for the ongoing operation and development of the programme, monitoring performance 
and reporting annually.  
 
The Programme Committee (PC) has overall academic oversight of and is responsible for the ongoing 
development of the Programme(s) for which it has been assigned responsibility. 
  
a. PC are a sub-committee of the School’s Academic Board; 

b. PC can be held for each individual UH programme or one PC for all UH programmes; 

c. The composition of membership generally consist of the INTI management team, academic staff, 

student representative. Please refer to the table below. 

d. Normally held at least twice a year in the main semesters; 

e. Officially recorded minutes will be taken and any key issues raised will be noted in the Annual 

Monitoring and Evaluation Report (AMER) and action noted in the AMER Action Plan. 

 

 

Committee Panel Member 

Chairperson Head of Programme 

Secretary Programme Officer 

Committee Members UH Representative (ex officio) 

- Collaborative Partnership Leader. 

INTI Academic Staff 

INTI Administrative / Support Department Managers 

- Library 

- Maintenance and Facilities 

- Student Services Department 
- International Office 

- Finance Office 

- Teaching and Learning Department 
 

Elected Student Representatives 

 

 

 

 

 

Programme Committee Meeting Agenda 
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a. Introduction and Welcome 
b. Module Issues (significant issues that cannot be resolved in IPC or modules that serve other 

programmes) 
c. Programme (Orientation, Workload, module options, regulatory issues, societies) 
d. Centre Administration (Information and communication, administration) 
e. Support Departments  

(i) Teaching and Learning 
(ii) Library 
(iii) Student Services Department 
(iv) Counselling 
(v) Office of Academic Records 
(vi) Finance Office 
(vii) International Office 
(viii) Administrative and Facilities Management 
(ix) Exam Office 

f. Emergency Business 
 

 

 

F2  IICS’s Student Government (INTIMA) 
 
IICS believes that education is a holistic merger of academic and extra-curricular activities, and 
INTIMA (Latin word for "innermost"), the student government of IICS is what helps achieve that. 
Referring to a collective term for all clubs and societies in the college, INTIMA provides students with 
various options to develop their interests. All IICS students are part of INTIMA and active participation 
and involvement in their activities is crucial for its growth. 
 
INTIMA will actively participate in the process of deciding policies and priorities of the student 
community, to protect the welfare of the student community. Most significantly, INTIMA will promote 
campus vibrancy and diversity by assisting, facilitating and monitoring all student activities to help 
guarantee an exciting student experience. 
 

For further information on INTIMA, please refer to the INTI’s Student Handbook 2017 (or the latest 

version when available). 
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G. INTI Rules and Regulations 
 
INTI International College Subang recognizes the rights and freedom of students in their pursuit of 
academic and non-academic activities in the College and regards its students as responsible young 
adults. Students must therefore assume full responsibility for their actions and behaviour. The College 
adopts these measures to create and maintain the right climate conducive to academic pursuits and 
extra-curricular activities. 
 
The rules and regulations are few, but they are firm; those who violate them will be dealt with severely. 
It is the responsibility of students to be acquainted with all regulations, notices and other 
announcements which affect them. 
 
Please refer to the INTI Subang Student Handbook 2017 (or the latest version when available) for the 
complete list of regulations that governs behaviours on campus. 

 

H. INTI Services and Facilities 
 
In the course of studying at INTI, students will be in contact with various departments on campus 
which will support their studies. The following departments are on hand to provide specific services 
to meet student needs. 
 
1. Academic Process Office (APO) 
2. Accommodation Office 
3. Admin and Facilities Management (AFM) 
4. Career Services 
5. Counselling and Development Unit (CDU) 
6. Examination Office (EO) 
7. Finance Office (FINO) 
8. Information Technology Services (ICT) 
9. International Liaison Office  
10. International Office (Admission and Services) 
11. Lee Fah Onn Library 
12. Office of Academic Records (OAR) 
13. Scholarship Unit (SU) 
14. Student Services Department (SSD) 
 
Please refer to the INTI Subang Student Handbook 2017 (or the latest version when available) on 
details of each department’s services and the regulations under their respective purview. 
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I. Appendices 
 

I1 Glossary 
 

Terms Description 

Co Requisite A course that must be or can be taken concurrently with a given course. 

Credit Points / 
Credit Hours 

Value given to a particular module within a programme. 

Deferment of 
studies 

Deferment of studies and/or semester means the students do not enroll to any 
module of studies including referrals. 

Deferrals Deferred examinations are for students who have not previously attempted the 
Examination exam due to severe adverse circumstances, such as medical 
problems or other valid reasons. 

Level Refers to the academic year of study. 

Level 4 Equivalent to the standard of first year full-time degree study. It normally 
provides basis for future study in a particular subject area.  

 

Level 5 Equivalent to the standard of second year full-time degree study. It leads to the 
development in a particular subject area where students are beginning to 
specialize. 

Level 6 Represents an in-depth, advanced or specialised study of a subject area.   

It also represents the exit level standard for an undergraduate degree (usually 
as an Honours degree) in the chosen subject area.  

Module An individual subject within a Programme (e.g. Accounting for Business) 
identified by levels for each academic year. This was previously known as a 
‘course’. A module is a self-contained amount of study with defined objectives, 
syllabus and assessment which measures knowledge and skill. Undergraduate 
programmes at the UH contain modules which are either 15 credits (single 
module and equivalent to 4 Malaysian credit hours) or 30 credits (double 
module and equivalent to 8 Malaysian credit hours) 

Single Module A single module consists of 15 UH credits or equivalent to 4 Malaysian credit 
hours. Single module requires students to spend between 150 to 160 hours of 
learning time and can be completed within one academic semester. 

Double Module A double module consists of 30 UH credits or equivalent to 8 Malaysian credit 
hours. Double module requires students to spend between 300 to 320 hours of 
learning time and normally completed over two academic semesters. 
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Terms Description 

Pre-requisite A module which you must have studied before you are eligible to take further 
related modules. This rule usually applies to, and could restrict, your second 
and final level options 

Programme A set of modules which lead to a particular named award and defined in a 
Definitive Programme Document (previously called a Definitive Scheme 
Document), e.g. Business Administration. 

Prohibited 
Combination 

A module which you are not permitted to study in conjunction with another 
module. This is because the module content is significantly similar to that of the 
other module. 

Reassessment Opportunity for students to seek re-enrolment for module(s) which they have 
previously failed at the first attempt and possibly at referrals. 

Referred 
Examinations 

Examinations undertaken when the student has previously failed the exam. 

Commonly referred to as ‘resits’ 

Student 
Representatives 

These are students who are elected to represent sections of the student body, 
for example programme representatives. The student representatives will 
attend appropriate meetings and put forward the views of the students they are 
representing.  
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I2 List of Forms 
 

No Purpose Form Title Form Number 
Final 

Department 
to Submit 

1. 
Appeals (Deferment, fees, late 
enrolment, defer exams, etc) 

STUDENT’S ACADEMIC 
APPEAL FORM 

APO 12 UH 

2. 
Request Letter for loan, EPF 
withdrawal, certification, etc 

SERVICE REQUEST BY 
STUDENT 

OAR 1 OAR 

. 
Replacement of student ID card 
(INTI) 

APPLICATION FOR 
REPLACEMENT OF 
STUDENT’S I.D. CARD 

OAR 2 OAR 

4. 
Updating personal data in the 
system (h/p no., address, email, 
etc) 

REQUEST OF 
UPDATING PERSONAL 
DATA 

OAR 5 OAR 

5. Withdrawal 
STUDENT 
WITHDRAWAL 

OAR 6 FINANCE 

6. 
Transfer to other programmes 
or campuses  

INTER-CAMPUS / 
PROGRAMME 
TRANSFER / 
PROGRESSION 

OAR 7 OAR 

7. Add or Drop subjects ADD/DROP FORM OAR 8 OAR 

8. Apply leave of absence 
APPLICATION FOR 
LEAVE OF ABSENCE 

OAR 9 UH 

9. 
Replacement of lost Certificates 
(INTI) 

APPLICATION FOR 
REPLACEMENT 
CERTIFICATE  Duplicate 
Copy of the Original 

OAR 10 OAR 

10. 
Forgotten to bring Identification 
for Exam 

CLARIFICATION OF 
STUDENT IDENTITY 

OAR 11 OAR 

11. Deferment of semester (UH) 

REQUEST FOR 
VOLUNTARY 
SUSPENSION OF 
STUDIES (DORMANT 
STATUS) 

 UH 

12 
Transfer to other programmes 
or campuses (UH) 

REQUEST TO MOVE TO 
ANOTHER COURSE/ 
COURSE INSTANCE 

 UH 

13 
Withdrawal from the programme 
(UH) 

REQUEST TO 
WITHDRAW 
PERMENANTLY FROM A 
COURSE 

 UH 

 
 
 
 


