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Preface

Dear Student,

Addis Ababa University is perceptibly the preferred destination of higher education in the nation. It achieved this status due to many factors, primary among them being that its academic programs are rigorous and its students rise up to the challenging academic environment.
It is important that all parties, particularly students, are fully aware of all the academic rules that they are subject to for the duration of their study at AAU. A well informed student body will make informed decisions leading to a successful and timely completion of their program. In addition, faculty members also need to be familiar with the academic rules and regulations for their own and their advisees benefits. 

We prepared and disseminated this ‘Student Handbook’ in collaboration with various units within the University in order to assist you to navigate through the academic rules and regulations. The current annual publication reflects the many institutional reform processes that have been undertaken. Chief among these is that the former University Registrar has been reorganized such that all aspects of the undergraduate admission process are now handled by the Undergraduate Admission and Placement office. The University Registrar still has jurisdiction over student enrolment, records management and certification.
We have also included additional information at the end that will serve your interests in locating and accessing offices and resources.

Have a wonderful and successful academic year.

Abiy Zegeye

Chief Academic Officer-Student Affairs
Glossary

Key terms as defined for use in Addis Ababa University are listed below to assist students who may be unfamiliar with them.
Academic advisor: is an academic staff member assigned to a student by the department/program unit and assists the student on academic matters, such as course selection, adding/dropping courses, registration, withdrawal, etc.
Admission: the granting of permission for prospective students to study at the University
Advanced Standing: Students who completed postsecondary education at other accredited universities or colleges and who join the University’s undergraduate program.
Alumnus: A graduate of Addis Ababa University (plural: alumni)
Chair: The chief academic officer of a department or program unit.

College: 

Continuing education (also called extension): A program of study where students attend classes outside the regular day time (i.e. evenings) and thus requires an extended period of time to complete a program of study.
Course: A distinct unit of study within a program leading to a degree, normally undertaken over one semester for which a grade is earned. Each course is identified by its unique alphanumeric code, a title and a fixed credit value. Courses are normally completed in one or two semesters. 

Credit: is one lecture recitation or two/three hours of laboratory work per week for the duration of one semester (16 weeks).
Cumulative Grade Point Average (CGPA): An average calculated by dividing the total number of grade points obtained (credit hours x grade points) by the number of credit hours attempted over the entire period of study/semsters.

Dean: The chief academic officer of a faculty or school.

Department: one of two smallest academic units of the University housed within a Faculty or School that specializes in one, or more than one, related program(s).  

Distance education: A program of study where students are not required to be physically present on university grounds.
Faculty: (1) An academic organizational unit with emphasis on programs on academic training and research. A faculty has major responsibility on academic matters and houses a number of subunits such as departments or program units. The head of a faculty is called a Dean. (2) Depending on context, faculty may also refer to a teaching/research academic staff.
Grade point average (GPA): is a numerical computation of the average of a student's academic grade weighed by the credit value of each course for which the student registered. GPA could be semester based or cumulative. 
Grade point: is an equivalent numerical value assigned to a letter grade
Graduate: A person who has completed all the requirements of a program of study and received his or her degree.
Institute: An academic organizational unit with emphasis on research and graduate teaching programs. The head of a faculty is called a Director. An institute may be stand-alone or housed under a college.
Letter grade: a notation value that reflects the achievement of a student in a course. A letter grade is normally given on a scale of A to F.
Number grade: a value that reflects the achievement of a student in a course. A number grade is normally given on a scale of 0 to 100.
Postgraduate: describes a program of study leading to an award such as graduate diploma, a Master’s degree or PhD, which usually requires prior completion of a relevant undergraduate degree course. A ’postgraduate student’ is a student enrolled in such a program of study.
Program Unit: one of two smallest academic units of the University housed within a Faculty or School that usually specializes in one program. 
Program: A sequence of study of courses leading to the award of a certification attesting qualification such as a bachelor degree.
Registration: is the official enrolment of students for a particular semester, and includes the selection of courses.
School: An organizational unit with emphasis on professional training and research. A school has major responsibility on academic matters and may or may not house subunits such as departments or program units. The head of a school is called a Dean.
Semester: A subdivision of the academic year of the University. The University has two regular semesters each with 16 weeks and one kremt (summer) of 8 weeks.
Semester GPA (SGPA): a numerical computation of a students academic grade for a given semester.
Transcript: a document issued by the office of the register and shows the entire academic record of a student. Transcripts may be official or unofficial (student copy). A student can not personally obtain an official transcript; these are directly sent to organizations that the University deems reputable.
Transfer student: A student who attended a college or university prior to admission to a program in AAU.

Undergraduate: describes the general post high school level of study which leads to a Bachelors degree as in ‘undergraduate studies’ or ‘undergraduate student’.
Introduction

A brief description follows of the offices that you will come in contact with that are charged with carrying out the various functions pertaining to the rules and regulations stated in this handbook.
1. Undergraduate Admission and Placement Office

The Undergraduate Admission and Placement Office (UAPO) is charged with dealing in all aspects of the admission process in regards to undergraduate programs. The UAPO is the sole entry or re-entry point to any undergraduate program of study in the university be it regular, continuing education or kremt program.
The UAPO has partially automated its operations. It is planned that an integrated electronic ID card system will be up and running in the near future thereby allowing for greater freedom, accuracy and timeliness of most of the services provided by the office and throughout the University.

The UAPO is headed by a Director and has admission officers and admission clerks that support the work process.

2. University Registrar

The AAU Registrar system is responsible for managing the academic records of students and is committed to serve the students, alumni and the external community. The Registrar system commenced at Addis Ababa University in the year 1950 when the University College of Addis Ababa opened its doors to the first batch of 71 students. The number of students has been steadily increasing each year such that those registered during the 2010/2011 academic year totalled 46,839. 

In order to tend to the ever increasing number of students and provide efficient services to its clients, the registrar system was recently reorganized to create faculty/school registrar units in each faculty/college and these were empowered to handle various functions. Students are therefore directly served at the Registrar Units of their respective College/Faculty/Institute/School for most of the Registrar services. 

In addition to setting up satellite offices in various academic units as described above, the Office of the Registrar is currently striving to continually upgrade its work process by automating the main activities and operations of the system. This has already started in most faculties and is due for further expansion and improvements. It is hoped that the automation work will computerize the main operations and considerably improve provision of efficient services to AAU students and alumni. 

The University Registrar’s office is headed by the Registrar, assisted by a Deputy Registrar, and Associate Registrars at its satellite offices.

1 Admission and related issues
There are several ways through which applicants may be granted admission to the University. These are listed and described below.

1.1 New Admission

1.1.1 Regular program

Currently, the only way in which a student may gain direct admission to any regular undergraduate program after completion of preparatory high school is through assignment to Addis Ababa University by the Ministry of Education (MoE). These are generally students who have successfully completed preparatory high school and met the set EHEEE cut-off point criteria in the year immediately preceding them being assigned to AAU.
1.1.2 Evening program

The University conducts evening (extension) undergraduate programs concurrent with the regular academic year and which also extends into the Kremt semester. There are several categories in which an applicant may join the evening program, namely, those who have completed preparatory high school, diploma holders and bachelor’s degree holders.

An applicant who has successfully completed preparatory high school must satisfy the following criteria for consideration for the evening program. The University may limit how many years back it will go in accepting an EHEEE score.
· meet the EHEEE score cut-off point set by the Ministry of Education for eligibility to join a tertiary education institution
· produce the original and copy of the EHEEE (12th grade) score card
· original and copy of ESLCE (10th grade) score card

· transcript for preparatory high school

· properly complete the application form

· present proof of payment of the required fee

An applicant who has successfully completed a diploma program from an accredited university/college must satisfy the following criteria for consideration for the evening program. Exceptions to these criteria may apply for those whose diploma training is in agriculture or those who are teachers employed of the Ministry of Education and aspire to upgrade their qualification in their original major field of study.
· produce an official transcript from the university/college from where they obtained the diploma

· produce the original and copy of diploma

· produce the original and copy of Certificate of Competency (CoC) 

· produce the original and copy EHEEE score card
· letter/documentation that attests towards the applicant having at least two years of work experience in their profession after obtaining the diploma

· properly complete the application form

· present proof of payment of the required fee
An applicant who has successfully completed a bachelor’s degree program from an accredited university/college must satisfy the following criteria for consideration for the evening program.

· produce an official transcript from the university/college from where they obtained the degree

· produce the original and copy of degree

· letter/documentation that attests towards the applicant having at least two years of work experience in their profession after obtaining the degree

· properly complete the admission application form

· present proof of payment of the required fee

Admission is granted on a competitive basis in each category. Moreover, depending on the number of applicants in each category, preference may be made for applicants with EHEEE scores, diplomas and bachelor’s degree, in that order.
1.1.3 Kremt Program

Currently, the only way in which a student may gain admission to any kremt undergraduate program is through assignment by the Ministry of Education (MoE). These are generally teachers employed by the MoE and eligible to upgrade their qualification from diploma to bachelor’s degree.
1.2 Re-admission

Students may be compelled to temporarily discontinue their studies for either academic or non-academic reasons.  In the first case, those students who for reasons of academic deficiency are classified as “dismissed but allowed to repeat” or in the second case for a justifiable personal, health or other similar reasons may request to gain re-admission to the University. 

Re-admission is a privilege that the University extends to applicants on a case-by-case merit basis and only if the University deems that it can accommodate the application. Either way the students must have completed the clearance/withdrawal process that is required of all those who are separated from the University for any reason [see Section 2.3].

Re-admission requests are submitted to the UAPO and must be accompanied by:

- properly completed withdrawal/clearance form [see Section 2.3.3]


- student copy of latest transcript

- properly complete the re-admission application form

- present proof of payment of the required fee
1.3 Transfer from public universities (inter-university transfer)

1.3.1 From regular program

Students enrolled in a regular program of any other public university in the country may request to be transferred to AAU regular program. Such requests are handled in a transparent manner and only on a case-by–case basis. All such requests will only be reviewed where all criteria set forth are satisfied and all of the required documentation have been presented to the UAPO before a set deadline (clearly announced, but usually falls in mid-August). Generally, UAPO will put up public notices during the kremt break announcing the deadlines for submission of such transfer applications.

Criteria:
- must have successfully completed and earned grades for at least one semester from the university of origin

- must have no ‘F’, ‘D-‘, ‘NG’ or ‘I’ grades on their transcripts


- must have a valid and justifiable reason for requesting transfer


- have no outstanding obligations to the university they wish to transfer from

Documentation:
- Official transcript from university of origin 

- Attestation in support of their reason for requesting transfer. These are generally issued by a government or affiliated credible organizations that have the expertise or first-hand knowledge to write such an attestation. This may, for example, be a Medical Board Certificate (for health reasons) from a public hospital, etc.

- A letter from the duly authorized officer of the university of origin indicating that the University does not object to such a transfer if granted.

- Duly completed and signed ‘Transfer Request’ form


- Receipt towards a processing fee

Applications for inter-university transfer shall be considered on the availability of space, facilities and provided that the student has obtained grades that would normally be required of students for enrolment in the department/program unit concerned.

If the inter-university transfer request is approved, the consequences of transfer shall be regulated consistent with and in cognizance of equal accreditation extended to all public institutions of higher learning. The relevant faculty, upon the recommendation of the department/program unit to which transfer is sought, shall make the determination of transferable credits and course exemptions. Upon approval, the applicant may be requested to provide Ethiopian Higher Education Entrance Examination report and clearance document from the university of origin.


1.3.2 From evening program

Students enrolled in an evening program of any other public university in the country may request to be transferred to AAU evening program. Such requests are handled in a transparent manner and only on a case-by–case basis. All such requests will only be reviewed where all criteria set forth are satisfied and all of the required documentation have been presented to the UAPO before a set deadline (clearly announced, but usually falls in mid-August). Generally, UAPO will put up public notices during the kremt break announcing the deadlines for submission of such transfer applications.
Criteria:
- must have successfully completed and earned grades for at least one semester from the university of origin

- must have no ‘F’, ‘D-‘, ‘NG’ or ‘I’ grades on their transcripts


- must have a valid and justifiable reason for requesting transfer


- have no outstanding obligations to the university they wish to transfer from

Documentation:
- Official transcript from university of origin 

- Attestation in support of their reason for requesting transfer. These are generally issued by a government or affiliated credible organizations that have the expertise or first-hand knowledge to write such an attestation. This may, for example, be from Armed Forces (for change of employment), etc.

- Duly completed and signed ‘Transfer Request’ form



- Receipt towards a processing fee
1.4 Change of program of study (Intra-university transfer)


1.4.1 Regular Program

A student may request for a change of program of study. This is an intra-university transfer in which a student wishes to change his/her area of study by transferring from one college/faculty/school to another college/faculty/school or from one department/program unit to another department/program unit within the same faculty/school upon satisfying the following conditions and procedures. Such a request is generally processed through the completion of ‘Department transfer’ form by the receiving and releasing departments/program units.
· All transfers shall depend on availability of space and facilities in the receiving faculty/school or department/program unit and a transfer applicant shall have grade levels that would normally be required of students for enrolment into the department/program unit concerned.
· A student dismissed from his previous department/program unit shall not be eligible for transfer into another faculty/school or department/program unit of the University.
· Transfer application forms shall be available at each faculty/school and department/program unit of the university to be collected by applicants for transfer upon payment of appropriate fees.

· A transfer application form must be completed and returned to the concerned faculty/school or department/program unit within a week after registration.

· Granting or denying transfer shall be made by a dean of the receiving faculty/school upon the recommendation of the receiving department/program unit in case of inter-faculty/school transfer and by the chair of the receiving department/program unit in case of intra-faculty/school transfer which shall then be approved by the dean of the receiving faculty/school. Accepted transfer requests are subject to final approval by UAPO.

· Receiving faculties shall set criteria for selecting students who apply for transfer. The high school preparedness of the student to study in a particular faculty/school may be a factor in such consideration.
· The process of transfer shall be completed within two weeks following the commencement of classes.
· Transfer shall not have the consequence of elongating the stay of a student for more than a year.
· Transfer 
An endorsement of the intra-university transfer from the UAPO is generally granted unless:

· More than two weeks have elapsed since the start of the semester when the document is presented for endorsement

· The student has an ‘F’, ‘D-‘ ‘I’ or ‘NG’ grades

· The student has a CGPA of less than 2.00

· The student has completed three or more semesters of study

Once the student department/program unit transfer is approved, the UAPO will ensure that the student records reflect the change in area of study and certification towards graduation will, from then on, be based on the department/program unit curriculum to which the student has transferred.

Students requesting department/program unit transfer must be aware that the academic unit they are seeking may in part or full not transfer credits nor grant them exemption for courses taken prior to the approval of the transfer. The receiving department/program unit shall work out the details of transfer of credits and other technical matters.

IMPORTANT: NEW ENTRY REGULAR STUDENTS WHO HAVE JUST BEEN PLACED IN VARIOUS DEPARTMENTS/program units ARE NOT PERMITTED TO TRANSFER.

1.4.2
Evening (Extension) Program

Evening (extension) students are allowed to transfer from one faculty/school to another or from one department/program unit of a faculty/school to another department/program unit of the same faculty/school. 

Evening students may transfer to regular (day) programmes if they satisfy the following:
· The applicants must have accumulated (obtained passing grades) in the evening programme in at least half (50%) of the total credits required for graduation as specified in the applicant’s academic programme.

· The applicant must have at least a Cumulative Grade Point Average (CGPA) of 3.00 at the time of application.

· Such a transfer can take place within the same academic departments/programme units only. Thus, request for change of major and/or minor areas of study cannot be considered.

· Applications for transfer to the regular programme are to be submitted to the concerned academic department/program unit by completing forms prepared for this purpose by the Registrar for students who meet the basic criteria as stated above.

· Applications must be submitted within a maximum of two weeks after the date of semester registration in the Evening programme.

· Academic departments/program units may accept or reject the transfer applications based on availability of space and facilities.  On competitive basis, decisions (acceptance or rejection) must be approved by the Dean, and the Registrar effects approved transfer cases.

Students transferred from the evening to regular programmes will be subject to the cost-sharing scheme.
1.4.3 Kremt program

Kremt students are not allowed to transfer from one faculty/school to another or from one department/program unit of a faculty/school to another department/program unit of the same faculty/school.
1.5 Identification

A student admitted as a new incoming student or accepted on the basis of transfer to the University will be issued a unique identification number. The ID number will have a three letter prefix that signifies the faculty/school/institute to which the student has been granted admission and a two digit suffix that indicates the year (Ethiopian calendar) in which s/he was admitted. All records generated by a student in the University during the course of his/her study in the undergraduate program will carry this unique and permanent identification number.

Upon personally presenting himself/herself to process his/her admission, a newly admitted student will be issued a non-transferable identification card bearing his/her unique identification number free of charge. The issuance of the ID card will require that the student produce a recently taken passport type photograph (3cmx3cm) with light background and a clear shot of the person’s facial features. [Photographs with caps, sunglasses, etc. will not be accepted]. The student must legibly write his/her full name (including his/her grandfather’s name) in English in ink pen on the back of the photograph.

At the time of issuance, the ID card is only valid for the semester in which it is issued. The ID card will need to be renewed every semester (each regular, evening and kremt semester) by the Office of the Registrar to remain valid. Renewal will be contingent upon successfully completing a semester and being promoted to the subsequent semester, or other special considerations as determined by the office of the registrar.
The ID card is a valuable document and must be handled as such. You will be requested to produce a valid student ID card to gain access to any service or facility of the University. Transfer of an ID card to another person (whether a student of AAU or not) is an infraction of University rules and will be dealt with accordingly. The office of the Registrar must be promptly notified of a lost ID card. Replacement ID cards may be issued at a charge of a nominal fee.

Identification cards are the property of the University and must be returned to the office of the Registrar when a student completes or discontinuous his/her study.

2. Registration and related issues
2.1 Registration

2.1.1 Regular registration

Students admitted to any of the programmes of the University must register in person for every course to be taken in each regular, evening or Kremt semester. Registration is conducted at each faculty/college during announced dates as per the academic calendar.

2.1.2 Late registration

There is usually a one (or two) day registration period after the regular registration closes during the regular, evening or Kremt semester. This time is primarily meant to complete oversights during the registration time. Late registration may be subject to a penalty fee.
2.2 Add and drop

With the permission of the academic advisor, students can add and/or drop courses indicated on their original class registration schedule within the specified time as set for each semester. All add and drop forms must be submitted to the Faculty/School Registrar Unit on time. The student and the advisor take full responsibility for any decision on adding and dropping courses. 

2.3 Interruption of study

2.3.1 Withdrawing

Students are allowed to request to withdraw from the University within 8 weeks from the start of a semester of the regular academic year (Consult the Registrar’s office for guidelines regarding withdrawal from the evening and kremt programs). Students who wish to withdraw from the University must consult with their academic advisor and justify why they wish to withdraw from a program. Any student who wants to withdraw should complete ‘Withdrawal/Clearance Form’ [see Section 2.3.3] within the specified time frame after the beginning of the semester.
Students who withdraw from the University for an inadequate reason will be denied readmission. The University does not accept readmission requests if an applicant has not satisfied all withdrawal procedures.

2.3.2 Dropping out

Students who discontinue their studies for any reason without fulfilling the withdrawal requirements are considered to have dropped out of the University. Such students are not eligible to be considered for readmission. And students who drop out of the University will still need to fulfil the clearance requirement [see Section 2.3.3] to get any service from the University, such as transcripts, letter of recommendation, etc.
2.3.3 Clearance
Students must fulfil the proper clearance procedure:
-      at the end of each academic year, or Kremt session

· withdrawing from their program of study

· upon graduation, or

· after dropping out from the University

To complete the clearance procedure, students must collect the ‘Withdrawal/Clearance Form’ from the Faculty/School/College or main Registrar unit and have them signed by the duly authorized officers in three original copies. After the ‘Withdrawal/Clearance’ is completed, the student must deposit two copies with the Faculty/College registrar unit and retain the third copy for him/herself.

No official transcript, diploma, or letter of recommendation will be issued to a person who cannot produce his/her copy of the ‘Withdrawal/Clearance’ form every time such a service is requested.

2.4 Academic matters

There are at least two major examinations, a mid-semester and a final examination, for each course in addition to term papers and tests given at the discretion of each instructor and department/program unit. The grade weighting of each of these is also determined by the instructor concerned. Departments/Program Units are required to approve the semester grades submitted by instructors [see Section 2.4.3] for more details on grading].
2.4.1. Class attendance

A student is required to attend all lecture, laboratory and practical sessions as well as field work. In situations where a student, because of reasons beyond his/her control, fails to attend all sessions, a minimum of 75% attendance is required if s/he is to earn credit in a given course. However, colleges, such as the College of Health Sciences, may demand 100% attendance where such full attendance is academically indispensable, and faculties/schools or departments may exclude certain portions of a course, such as laboratory or field experiences judged academically indispensable for the student, from the 25% non-attendance provision.
· A student who has missed more than 25% attendance will be given a grade of IA (Incomplete Attendance) and will be required to provide acceptable reasons for his/her failure to attend the classes

· If a student’s incomplete attendance is proven to have been for valid reasons, his/her registration for the course will be cancelled and he/she shall be permitted to do the course afresh

· If a student’s incomplete attendance was due to reasons that were not valid, the IA grade will be changed to an “F” at the end of the sixth week of his/her next enrolment in the program.
2.4.2 Semester Load

A semester load is the total number of credits a student is supposed to register for in a semester. 

· A regular undergraduate student must carry a minimum of 17 credits per semester to be considered a full-time student. (some university services, such meal and board, may require that a student maintain a full-time status)

· A regular undergraduate student shall not exceed a maximum of 19 credits per semester
· A regular student with CGPA of 2.40 and above and wishing to deviate from the above set maximum credit requirement shall obtain special permission from the chairperson of the department/program unit in which he is doing his major work, or from the dean of his faculty/school. The maximum load with special permission shall not, however, exceed 21 credit per semester.

· A graduating student in his/her final year of study and with CGPA of 2.00 or above must obtain special permission to take up to a maximum of 21 credit, but only in as far as the extra credits load avoids the unnecessary prolongation of his/her study
The normal load in evening programs is 8-12 credit hours per semester (term). 

· An evening program student may be allowed to take a load of up to 15 credit hours, provided that he/she is in his year of graduation; or he/she has completed a course work of at least 24 credit hours and has a CGPA of 2.40 and above.

· Evening students may take up to six credit hours during the summer term.

The normal semester load of students placed in summer in-service programs is 12 to 15 credit hours.
2.4.3 Grading system

Final semester grades of students in the undergraduate studies are on a letter grade system. Programs in the Faculty of Medicine also give number grades and there are some courses that use P (pass) and F (fail) grades.
The letter grades ascribed to undergraduate courses and their grade points equivalents are the following:

	Grade
	Grade Point

	A
	4.00

	A-
	3.67

	B+
	3.33

	B
	3.00

	B-
	2.67

	C+
	2.33

	C
	2.00

	C-
	1.67

	D
	1.00

	D-
	0.67

	F
	0


Grade point averages for undergraduate studies are determined as follows. Each hour of “A” yields four points; each hour of “A-” yields 3.67 points; each hour of “B+” yields 3.33 points; each hour of “B” yields three points; each hour of “B-” yields 2.67 points; each hour of “C+” yields 2.33 points; each hour of “C” yields two points; each hour of “C-” yields 1.67 points; each hour of “D” yields one point; each hour of “D-” yields 0.67 points; and each hour of “F” yields zero point. Grade point on specific course is a product of credit hours and points of a given letter grade. The total grade points are divided by the number of credit hours attempted in order to determine the grade point average (GPA).
2.4.4 No grade (NG)

In case where a student does not have full examination records, the instructor shall record ‘NG’ for no grade. All “NG”s will be converted to one of the following before grades are submitted to the Registrar:

· To a “W” (withdrawn) by the department/program unit chair for a student who has formally withdrawn from the program within eight weeks after the beginning of the semester [see Section 2.3.1]; or
· To an “I” (incomplete) by the AC of the faculty/school in consultation with the instructor concerned for a student who, because of illness or other valid reasons beyond his/her control, fails to complete the course; or

· To a “DO” (dropout) by the dean of the faculty/school for a student who has not withdrawn from a program in accordance with the withdrawal procedures set forth by the University and the time limit specified above, or has not produced evidence justifying his failure to sit for the examination(s);

Neither “W”, “DO” nor shall “I” play any part in the computation of the semester grade point average;
A student who obtains an ‘I’ or ‘DO’ for a course or courses is required to justify the reasons why s/he failed to comply with the withdrawal procedures set forth by the University to the appropriate academic commission within six weeks after the commencement of the subsequent semester. Failure to do so will result in an automatic “F” grade.
The assigning of ‘IA’ (incomplete attendance) is described in Section 2.4.1. Upon presentation of a valid reason for obtaining an IA is accepted then the registration will be nullified, otherwise it will be converted to a ‘F’ grade.
2.4.5 Academic status of undergraduate students

 The following requirements apply to all undergraduate degree students:

· Any student who fails to achieve a Semester Grade Point Average (SGPA) of at least 1.75 or a Cumulative Grade point Average (CGPA) of 2.00 will be warned by his/her Faculty/School Dean.

· Any student who for a second consecutive semester either falls below a 1.75 SGPA or fails to maintain a CGPA of 2.00 is subject to academic dismissal

The following requirements apply to first year (new) undergraduate students joining AAU on regular admission or joining the University at Advanced Standing level:

· Any such student who at the end of the first semester receives a GPA of less than 1.50 is subject to dismissal.

· Any such student who at the end of the first year (two consecutive semesters) at AAU receives a CGPA of less than 1.75 will be dismissed.

· Any such student who at the end of the first year (two consecutive semesters) at AAU achieves a CGPA of 1.75 or better but less than 2.00 will be warned by the Dean

2.4.6 Probation

Students subject to dismissal for academic reasons will be dismissed unless placed on probation. No student subject to dismissal may expect probation as a matter of right.

The decision to permit a student to continue his/her studies on probation must be based on individual consideration of his/her case and a conclusion that, in view of all the relevant circumstances, there are valid reasons to believe that the student can raise himself/herself academically to the required levels of achievement after one semester on probation. 

To the extent that inquiry into the causes of probation indicates, those administering probation for a particular faculty/school may attach certain condition to the granting of probation, which must then be met if the student is to remain enrolled. These conditions may be restrictions designed to remove in whole or in part the causes of academic failure. Thus, where warranted, probation may entail restriction on requirements relating to participation in sports or extra-curricular activities, special tutoring to overcome academic deficiencies, class attendance, or other requirements designed specifically not as punishment, but to help the student to raise his/her academic performance.
When a student is placed on probation he/she is notified by his/her Dean precisely of his/her status and what is expected of him/her by way of academic performance in the future and what restriction or requirements may be conditions of the probation and what will be the consequence of failure to meet these requirements.
A student placed on probation for a semester will be dismissed unless such a student attains a SGPA of 1.75 and a CGPA of 2.00.
2.4.7 Repeating courses
· A student may repeat a course or several courses to remove academic deficiency at the discretion.
· An opportunity to repeat a course shall not be granted as a matter of right, unless where a particular grade is fixed as a minimum achievement permissible in that course.
· A student who obtains an “F” grade in a course may repeat the course. However, no such course may be repeated more than twice. Students repeating courses register and carry out all activities.

· A borderline student may be allowed to repeat a course in which the student has obtained a “D” grade; but no such course may be repeated more than once unless it is a required course for graduation in which case the student may be given a second chance to repeat.

· A previous grade or grades of “F” or “D” shall be removed and replaced by the new grade. A grade on a repeated course shall be recorded as it is. The initial grades, that is, the grades that the students want to improve, will be cancelled on transcripts and will not be considered in the calculation of SGPA or CGPA.
· If a student repeating “D” scores an “F”, the “F” shall be final unless a second repeat is authorized.
2.4.8 Make-up examinations
A student unable to take a final examination for reasons beyond his/her control, such as hospitalisation or accidents, and therefore has an “I” (incomplete) grade for a course may be allowed to take a makeup examination in the course.

Procedure:

i. Any such student or a person representing the student must submit in writing with valid and documented reasons for not taking the final examination to the chair of his/her academic department after the date of administration of the exam.

ii. Where the Academic Commission does not find valid reasons for such student to take the final examination, the “I” grade on the student’s record will be changed automatically to “F”, and accordingly, the student’s GPA will be calculated and the status will be determined.

iii. A student allowed to take a makeup examination will register for and take the examination with other students when the final examination in the course is next administered

iv. Students allowed to take makeup examination must apply and register for the examination at least one month (the dates are as announced by the Office of the Registrar in the academic calendar) before the final examination in the course is scheduled to be administered. 

v. A student who has three or more “I” grades in a semester and is allowed to take makeup examination must, irrespective of his/her academic status, withdraw from the University for academic reasons and apply to take the makeup examination as in (iv) above. No GPA will be calculated and no academic status will be determined for such a student until the results of the makeup examination are known.

vi. A student who has less than three (one or two) “I” grades in a semester and who is allowed to take a makeup examination may continue his/her studies in a subsequent semester if the student is in good academic standing (that is, SGPA of 1.75 or above and CGPA of 2.00 or above). For such a student GPAs will be calculated and his/her academic status will be determined based on grades obtained and excluding courses in which the “I” grades are reregistered. Such a student will also apply for and take makeup examination in incomplete courses as in (iv) above.
vii. For a student who has less than three "I" grades but is not in good academic standing, the procedure in (iv) above will apply. The grade earned through the make-up examination are used to compute the GPA of the student in the semester in which the make up examination is given.
viii. Any “I” grade not removed within a year as per procedures specified above will be automatically converted into an “F” grade by the faculty academic commission. 

2.4.9. Supplemental examinations
A graduating class student who has taken all the required courses in the program he/she is enrolled but fails to meet graduation requirements may be allowed by the academic commission to sit for re-examination in the courses that are essential for graduation and or courses in which he/she has earned “D” or “F” grades.

Supplemental examinations are allowed under the following conditions:

· supplemental examination are administered only to graduating class students within six weeks after the commencement of the subsequent semester

· the student’s major and minor CGPAs must be such that when an input of “C” grade on the course is made as a result of the re-examination, he/she qualifies for graduation

· the courses are those that the student had taken during the last two semesters of the program

· the maximum number of courses subject to re-examination are only two

· a student is not allowed to sit for a supplemental examination more than once in the same course;

· a student who fails in his final year essay or project shall be allowed to re-register for the essay or project to have it completed during the subsequent semester. The grade obtained on a supplemental essay or project shall stand as final.

The grade received on re-examination is recorded as it is.
2.4.10 Returning and remarking of exam papers 

i. Exam papers (final and mid exams) are returned to students after marking

ii. Instructors submit results after students have seen their papers

iii. At the end of each semester, a period of one week after the final date for submitting grades to the Registrar’s Office will be reserved for students who wish to submit an application for remarking their examination papers.

iv. Students will take a copy of an application form (remarking F1) from the office of their respective departments/program units
v. A completed copy of the application form and exam paper will be submitted to the chair of the Department/Program unit responsible for offering the course.

vi. The Department/Program unit chair, in consultation with the Dean, shall take actions when such requests are filed by a student.

Remarking policy applies only to WRITTEN FINAL EXAMINATION at the end of a semester or an academic year. 
2.4.11 Waiver of rules
Minor academic requirements may be waived by the Academic Standards and Curriculum Review Committee. Each case is studied by the relevant Department/Program unit academic committee (DAC) which forwards its recommendations to the Faculty academic commission. The dean of the faculty forwards a formal request for waiver along with the academic commission minutes to the Academic Standards and Curriculum Review Committee (ASCRC). The Committee considers the case and gives final decision in granting or denying waiver of the rules. The decision of the ASCRC will be final. The ASCRC does not entertain direct student petitions for waiver of rules. All requests should be filed at their respective departments/program units. 

2.5 Course exemption/credit transfer
A student joining the University on advanced standing basis or transferred from an accredited public higher learning institution may be exempted by the relevant department/program unit from:

· common courses (he/she has already taken and passed) having the same credit hours as those offered by AAU

· common courses with 2 credit hours instead of 3 credit hours required by AAU provided that the applicant has scored a grade of “B” or better in the course;;

Students not given exemptions will take all courses as given in the curriculum 

Exemption from departmental (major, minor, etc) courses shall be handled by the department/program unit concerned in accordance with current University rules and regulations. 
2.6 Graduation requirements

i. Minimum Credits and Cumulative Grade Point Averages 

	MINIMUM CREDIT AND CGPAs

	
	UNDERGRADUATE PROGRAMME

	
	Degree

	
	Three –year
	Four-year
	Five-year

	Credit
	102
	136
	170

	CGPA
	2.00

	Major GPA
	2.00

	Minor GPA
	2.00


ii. No “F” Grade in any of the required courses.

iii. Special mentions in the undergraduate programmes  

	Mention
	CGPA

	Very great distinction
	3.75 or above

	Great distinction
	3.50 - 3.74

	Distinction
	3.25 – 3.49 


2.7 Transcripts, degrees and diplomas

2.7.1 Transcripts

Transcripts are records of students’ academic performance. They are the most valuable private and sensitive documents. Utmost care is taken in their recording, storing and issuance. The following is a set of regulation governing issuance of transcripts.

i. No student records are shown or given to a third party without the written consent of the student. The University may make discretionary exceptions to this.

ii. No transcripts will be issued for requests made through third parties, that is, representatives, friends or relatives, agencies, etc. In exceptional cases transcripts are given to third parties if the third party meets the following conditions:

a) The third party must carry a power of attorney.

b) The third party does not demand that the transcripts be given to him/her

c) The third party must sign an affidavit to the effect that it assumes full responsibilities for any disputes arising from the possibility that the Registrar’s Office is misled into sending transcripts to persons who have no legal claims over the document.

d) The third party will be required to put his/her thumb impression on the said affidavit.
iii. All students who have dropped out, withdrawn or graduated from the University must present an official clearance sheet to get transcripts and other services. Third parties of such students must present clearance sheets of students they represent. The official clearance form or its equivalent clears the students from all their financial and other obligations to the University.

iv. Transcripts given by the Registrar Office are of two kinds: student copy and official copy. Official copies carry the Registrar’s seal and signature and are directly sent to institutions or organizations upon the request and/or the consent of the individual. There is a charge on each of them. Currently the following is charged per copy
:
	Student Copy
	5.00 Birr

	Urgent Student Copy
	15.00 Birr 

	Official Transcript:

	    Local Destination
	20.00 Birr

	    Birr Foreign Destination
	30.00 Birr 


v. Transcripts are processed and issued or sent on two bases: regular services and express service. Regular services require three working days to process; express service requires one day. In other words transcript requests on a regular basis will be given or mailed within three days; express requests within one day. 
2.7.2 Degrees and diplomas

Degrees and Diplomas are issued by the Registrar’s Office. Following graduation students are, upon presentation of clearance papers, issued temporary (To Whom for regular students case) certificates of completion. These are later on replaced by the original degrees and diplomas. The concerned individual has to pay the required charges for the original degrees or diplomas. Degrees are given to the individual and not to a third party. Degrees and diplomas not collected in time will be destroyed. No new degrees or diplomas will be issued. Degrees and diplomas are issued when candidates produce clearance of their responsibilities to Addis Ababa University. 
2.7.3 Others

Upon the request by the student, the Registrar’s Office issues letters of attendance and other certificates. All such letters take longer to prepare than transcripts and there is a charge on each of them.
2.8 Tuition and other fees
1. All Ethiopian students in the Regular Undergraduate University program are not charged for admission application and regular registration; but they are charged for tuition and boarding as well as food services under the cost sharing system, either in advance or after their graduation depending on the interest of the student. However, students in some disciplines like Health-related fields conduct their studies free of any charge, instead up on graduation they are committed to serve where the government places them in governmental institutions.
2. Foreign students joining the regular programmes and all students joining the evening programme are subject to tuition fees. Tuition and other fees shall be decided by the University, and the details will be made available at the Office of the Registrar or the Office of the Associate Vice President for Continuing and Distance Education. The following tables summarize the current tuition fee rates for foreign students and evening programmes.

Tuition Fees for Evening Programmes 

	No
	Item
	Amount (in birr)

	1
	Lecture type courses (no lab and tutorial)
	

	
	One hour lecture session fee/week
	2.574

	
	One hour lecture session fee/semester
	41.184

	2
	Tutorial sessions
	

	
	One hour tutorial session fee/week
	1.716

	
	One hour tutorial session fee/semester
	27.45

	3
	Laboratory session
	

	
	One hour lab session fee/week
	3.224

	
	One hour lab session fee/semester
	51.58


Tuition Fee for Foreign Students

	No
	Item
	Amount

( in USD)

	1
	Undergraduate programme
	

	
	1.1 Tuition Fee by Course Work
	

	
	Natural Science, Technology and Pharmacy  (per credit per semester)
	125.00

	
	Social Science and Humanities (per credit per semester)
	100.00

	
	Medicine (per credit per semester)
	135.00

	2
	Other fees applicable to all types of programmes
	

	
	2.1 Application fee (one time cost)
	15.00

	
	2.2 Registration fee (per semester)
	10.00

	
	2.3 Graduation fee (payable in final year)
	25.00

	
	2.4 Health Service fee (per semester)

This is only to cover the costs of the benefits a student obtains from the University’s health clinic
	25.00


IMPORTANT: FOR FOREIGN STUDENTS JOINING THE EVENING PROGRAMME, THE TUITION FEE IS THE SAME AS THE ABOVE BUT IT IS IN $(USD). FOR INSTANCE ONE HOUR LECTURE SESSION FEE/SEMESTER IS 41.184 USD.
Other payments will be specified when the Office of the Registrar is notified by the concerned authorities and when the need arises.

Appendix I: Undergraduate Programs

	Institutes of Technology
	College of Social Sc. & Humanities

	Addis Ababa Institute of Technology
	Institute of Language Studies

	Chemical engineering
	Amharic

	Civil engineering
	Afaan Oromo

	Electrical and Computer engineering
	Tigrigna

	Mechanical engineering
	English

	Eth. Inst. of Arch., Bld. & Construction Tech.
	French

	Architecture
	Arabic

	Construction technology
	Modern European languages

	Urban planning
	Faculty of Social Sciences

	College of Natural Sciences
	Anthropology

	Faculty of Life Sciences
	Archaeology and heritage mgm’t

	Biology
	Geography & environ’tal studies

	Sport Science
	History

	Faculty of Physical & Chemical Sciences
	Political Sc. & intern’al relations

	Chemistry
	Sociology

	Physics
	Faculty of Humanities

	Faculty of Earth & Planetary Science
	Eth. literature & folklore

	Earth science
	Foreign literature

	Faculty of Computer and Mathematical Sc
	Linguistics

	Mathematics
	Philosophy

	Computer Science
	Sign language & deaf culture

	Statistics
	Philosophy

	College of Health Sciences
	College of Educ. & Behavioural Sc.

	Faculty of Medicine
	Inst. of Psychology                  (Psychology)

	Anaesthesia
	Graduate School of Educ.

	Dentistry
	Ed. planning & mgm’t

	Laboratory technology
	Special Needs Education

	Medicine
	Not Housed Under Colleges

	Midwifery
	School of Journalism & Commun.

	Nursing
	Print journalism

	Radiography
	Broadcast journalism

	School of Pharmacy                     (Pharmacy)
	School of Social  Work         (Social Work)

	School of Veterinary Medicine    (Vet. Med)
	School of Law                        (Law)

	College of Management Infor. & Econ. Sc Sciences
	College of Management Infor. & Econ. Sc

	School of Business and Public Administration
	School of  Commerce

	Accounting and finance
	Accounting

	Management
	Administrative service management

	Public administration and development management
	Business administration and information systems

	School of Economics                  (Economics)
	Finance and development economics

	School of Information Sc.  (Information Sc.)
	Marketing management

	
	Procurement and Supply management


Appendix II: Key Offices Index
Student Affairs Office

	Abiy Zegeye

 Chief Academic Officer

 Student Affairs
	Old Informatics Building

(Sidist Kilo Campus)

011-895-8290

	Bekele Fule’a

 Director

 Undergrad Admission & Placement
	Registrar Building

(Sidist Kilo Campus)

011-123-9785

	Shimelis Bejiga

 Dean of Students
	Old Informatics Building

(Sidist Kilo Campus)

011-895-8290

	Alemayehu Mulugeta
Asst. Dean of Students
	Senga Tera Campus

	Mulat Alemahyehu
 Asst. Dean of Students
	011-156-2516
Abune Petros Campus

	Shumie Berhe

 Asst. Dean of Students
	011-122-3771
FBE Campus

	Tadesse Abdi

 Asst. Dean of Student
	Arat Kilo Campus


Registrar’s Office

	Gulilat Dessie

 University Registrar

 Registrar’s Office
	Registrar Building

(Sidist Kilo Campus)

011-123-9706

	Mesele Berhanu

 Deputy Registrar
	Registrar Building

(Sidist Kilo Campus)

011-123-9706

	Anchinesh Meseret
Assoc. Registrar (Social Sc & Humanities)
	011-122-2728

	Birtukan Takele

Assoc Registrar (School of Journ. & Comm.)
	011-156-2514

	Ashenafi Abera

Assoc. Registrar (School of Commerce)
	011-515-3711

	Tiruwork Aregay

Assoc Registrar (AAiT)
	011-810-2156

	Elsabeth Engeda

Assoc Registrar (Faculty of Medicine)
	011-553-6589

	Kassu Admasu

Assoc Registrar (Faculty Language Studies)
	011-122-4757

	Asegedech Abate

Assoc Registrar (Natural Science, College)
	011-123-9467

	Meseret Seifu
Assoc Registrar (EiABC)
	011-278-0916

	Nigist Gidey
Assoc Registrar (Business & Economics)
	011-122-9599

	Seyoum Namie
Assoc Registrar (Educ. & Behavioural Sc.)
	011-123-9772

	Tadious Assefa

Assoc Registrar (School of Information Sc.)
	011-122-9625

	Yimer Tefera

Assoc Registrar (Faculty of Vet. Med.)
	011-433-8533

	Zenebework Mogos

Assoc Registrar (School of Law)
	011-123-9751
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A sincere and scrupulous effort has been made towards completeness, correctness and relevance of the information in this publication. If there are any errors or omissions in the information presented in this ‘Handbook’, we ask that you bring it to our attention so that future versions will be improved. If there is dispute in interpretation of the information contained in this Handbook, the Academic Vice President shall provide interpretation. Where the information is in disagreement with the University Senate Legislation, the Legislation shall take precedence. 
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� These and other charges for foreign students are different. Details can be obtained from the Office of the Registrar.
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