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About this Handbook 
 
This Handbook is published based on the Regulations of the University under the provision of 
the Wawasan Open University Constitution. 
 
This Handbook is accessible through the Student Portal and FlexLearn. Students are advised to 
download a copy for their reference. 
 
While every effort has been made to ensure accuracy, please note that information presented in 
the Handbook is subject to change without notice. Information is correct at the time of printing 
(January 2023). 
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Introduction 
 

Wawasan Open University 
 
Wawasan Open University (WOU) is one of Malaysia’s foremost, private institutions of higher 
learning dedicated to adult learners who seek to pursue tertiary qualifications for professional 
development and self-enrichment. It is a people’s university funded by the Wawasan Education 
Foundation and provides opportunities in tertiary education through open distance learning (ODL) 
and on-campus learning (OCL). 
 
In line with WOU’s new tagline “Think Tomorrow”, the University is committed to transforming its 

delivery of education to address the challenges of the Fourth Industrial Revolution (IR 4.0) and 

prepare the nation’s workforce for jobs of the future. WOU therefore regularly updates its 

curriculum, programmes and courses so as to arm future generations with the right set of skills 

and knowledge for the various jobs under IR 4.0. 

Vision / Mission / Values 
 

 

 

Open Distance Learning in WOU 
 
Open Distance Learning (ODL) is an education system where there is a separation of tutors and 
students by space and/or time. With ODL, where, when, how and what you study are no longer 
predetermined by the course you choose. You tailor your own timetable to fit in with your lifestyle, 
and you decide the technology that best suits your way of learning. 
 
Instead of large, impersonal lectures, you can study in the comfort of your own home and use 
online communication, read printed materials, embark on teleconferencing and learn through audio 
or video broadcasting. If you have a problem you cannot solve on your own, your tutor will be 
available for regular tutorials, counselling or troubleshooting assistance. 

Vision

Mission

Values

Our Vision 
We aspire to be a vibrant learning 
community that inspires learning, 
supports innovation and nurtures 
all-round personal growth. 

 

Our Mission 
We commit ourselves to 
the expansion of 
opportunities in higher 
education and to teaching 
excellence aimed at 
increasing the level of 
knowledge and scholarship 
among all Malaysians.  

 

Our Values 
We believe that you have the 
potential to develop to the fullest, 
in line with the cherished noble 
values that we all share.  
 
We believe in: 

Upholding high 
institutional standards 
Celebrating the diversity 
of our students 
Recognising our 
employees 
Valuing citizens and the 
community 
Academic freedom and 
fairness 
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Graduates of WOU would have developed and enhanced important personal traits to become well-
rounded persons, ready to increase their productivity and employability through a lifelong learning 
culture. 
 
 
WOU graduates will demonstrate the following characteristics: 
 

 Highly committed and responsible 
WOU graduates are highly committed and responsible individuals who can take control of 
their own progression. 
 

 Dedicated 
WOU graduates are dedicated goal-oriented individuals who appreciate the need to 
continuously upgrade their knowledge and skills to remain competitive. 

 
 Possess multitasking skills 

WOU graduates are competent in performing a wide variety of tasks. They are able to 
prioritise and juggle between job, personal and family commitments. 

 
 Motivated 

WOU graduates are motivated self-starters, with the ability to complete assignments, adapt 
to changes in the dynamic environments and thrive on challenges. 

 
 Forward thinkers 

WOU graduates are capable of stretching their thoughts and ideas into new territories to 
innovate and be creative. 

 
 Team players 

WOU graduates appreciate the importance of teamwork and cooperation in the work 
environment. 
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Message from Vice Chancellor  

On behalf of Wawasan Open University, I would like to welcome you to the WOU family.   You are 

joining a community of over 25,000 students who have explored and experienced the open 

distance learning (ODL) opportunities provided by WOU. 

Our objective as an online learning university is to provide everyone with affordable education, and 

we currently offer nearly 30 versatile programmes across a wide range of fields. 

Whether you are a new student or returning student, there is a great sense of anticipation that 

accompanies the beginning of each academic year. I encourage you to take part in the many 

enriching and exciting educational prospects available at WOU.  

Choosing WOU may be one of the best decisions you have ever made. We continuously aspire to 

stay industry-relevant, implementing innovative practices and revamping courses to cater to the 

academic interests of our students, and the diverse workforce needs of the digital economy 

We must acknowledge that the Covid-19 pandemic has brought a lot of changes to the way we 

live and work. At WOU, our students’ study journey was minimally disrupted during the lockdowns, 

owing to our extensive online learning platforms and exceptional lecturers/tutors.  

I want to compliment you on your resilience and adaptability in overcoming a stressful and isolating 

time for many. You can be assured that as part of the WOU family, our staff will be ever willing to 

assist you with your concerns. WOU believes that no situation lacks a solution. 

To help guide you on this new journey, we have put together this handbook that provides the 

essential information you will need as a student. We have carefully designed an education journey 

that suits you. Study the policies and practices outlined in the handbook to ensure that you 

understand your responsibilities, privileges, and rights as a WOU student. 

Use this convenient guide as a helpful resource in all your endeavours at WOU and do not hesitate 

to ask for assistance. We want to see you complete your study and receive your scroll someday. 

The University has to date produced a total of 6,132 graduates. At the most recent 12th e-

convocation ceremony in 2021, we graduated 953 undergraduate and postgraduate students from 

both the ODL and the full-time on-campus learning programmes.  

At WOU, we are committed to providing you with a quality learning experience. This University 

strives continuously to improve the learning environment to better serve your needs. You learn at 

your own time and at your own pace, using the carefully designed course materials that you can 

readily download from FlexLearn – our online learning management system. There is also peer-

to-peer learning, where you gain insights from your classmates from the different industries as they 

share their work experiences and challenges during tutorials or group projects. 

The structure and content of the curriculum have been enhanced so that you are clear about the 

course and programme learning outcomes that you have to achieve in every course. Review of 

course contents takes place at appropriate regular intervals to ensure that your courses are up-to-

date. We make the final examination dates for every course offered in the semester known to you 

at the time of registration to facilitate advanced planning. 
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Although WOU offers a flexible learning experience that provides you with opportunities to 

undertake study to suit your circumstances and lifestyle, I urge you to be adequately prepared by 

reviewing and understanding the syllabus and units of the course, methodology and instructional 

materials before the introduction of our distance education courses. 

The University also ensures that its administrative procedures are as friendly as possible. Our 

Online Assignment Submission (OAS) system has been made more convenient for use by you 

and your tutors. The University’s multi-feature online FlexLearn has been upgraded and likewise 

the Digital Library resources expanded to meet your learning needs. 

Take advantage of our student support services and talk to your academics; they are not only 

teachers but also mentors who are ready to listen and assist. 

Your world is your classroom – You can study from anywhere in the world, and at a pace that will 

fit in with your other commitments. We pride ourselves at keeping our costs competitive, making 

education accessible and flexible. 

I urge you to stay the course, as you have already made an important decision to further your 

education at WOU. We fully appreciate the investment you have made with us and we are confident 

that with commitment and self-discipline towards your studies, you will succeed. 

We wish you a rewarding experience with WOU. 

Professor Dr. Lily Chan 
Chief Executive and Vice Chancellor 
Wawasan Open University 
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Quality Assurance 
 
Quality assurance at WOU is viewed as a shared responsibility executed in a centralised and 
decentralised manner. Whilst the Vice Chancellor and senior management staff play a major role 
in ‘driving’ the University’s quality assurance system, all members of the University community are 
entrusted and expected to recognise and promulgate best quality practices. 
 
WOU aspire to be a vibrant learning community that inspires learning, supports innovation and 
nurtures all-round personal growth. This would be achieved through the quality of its learning 
products, services, staff, governance and institutional culture. Quality assurance in WOU is based 
on a system of internal and external peer scrutiny. 
 
WOU is committed to establishing a quality assurance framework, coordinate, monitor and conduct 
procedural and operational reviews in line with the set Quality Assurance objectives of the 
University. The establishment of Quality Assurance and Government Relations in WOU paves the 
way for the infusion of a continuous quality improvement culture and practice amongst all members 
of its community; direct, coordinate and manage all Quality Assurance functions for teaching and 
learning delivery provisions of the University; and be the University's focal point to manage all our 
government relations especially in relations with Malaysian Qualifications Agency (MQA), Ministry 
of Higher Education (MOHE) and other professional qualifications agency. 
 
As part of the University Quality Assurance approach, WOU enhances and improves the quality of 
the programmes through regular monitoring, assessment and review exercises. This exercise aims 
for the participation of stakeholders from a range of backgrounds, so that the programme is 
evaluated from multiple perspectives. The views and opinions of our stakeholders and responding 
to them are an important and valued part of our review process. Such key stakeholders of the 
University include the following: 
 

 External Programme Assessor – An acknowledged academic expert in the relevant field 
of study external to the University, tasked to assist in reviewing the programme.   

 Industry Advisory Panel – Parties external to the University who have interest in the 
programme. Industry Experts refers to those who are considered experts in their field or 
industry or employers who employ graduates. 

 Alumni – Parties external to the University who have interest in the programme. Alumni 
refers to former WOU students who have graduated during the past 5 years. 

 
WOU continuously maintaining compliance with accreditation and recognition requirements to 
ensure that a qualification has attained the quality standards and criteria set by the Malaysian 
Qualifications Agency (MQA) and in compliance with the Malaysian Qualifications Framework 
(MQF). All programmes offered by WOU have received Provisional (for new programme) or Full 
Accreditation by MQA and recognized by the Government of Malaysia (Public Service 
Department).  
 
Programmes that have been fully accredited by Malaysian Qualifications Agency (MQA) will be 
given the equivalency for Public Services according to the requirement of the Public Service 
Schemes. Please refer to https://www2.mqa.gov.my/esisraf/. 
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II Academic Calendar and Principal Activities 
 
Each academic year consists of three (3) semesters as follows: 
 
 
 
 
 
 
 
 
Tutorial sessions will be conducted during each semester and these tutorial sessions are held 
during weekends (Saturday and Sunday) throughout all the Regional Centres in Malaysia. 
Generally, at the end of the course, there will be a final examination conducted at designated 
examination centres. 
 
Academic Calendar and Important Deadlines 
 
Undergraduate & Postgraduate Programmes 
 
Please refer to the Academic Calendar published in the Student Portal for the latest important 
dates and deadlines and also the principal activities deadlines.   
 

 

  

 
January 

Semester 

 

 
May 

Semester 

 

 
September 
Semester 
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III Courses and Academic Units 
 
At present, WOU offers doctorate programmes, master’s degree programmes, postgraduate 
diploma programme, bachelor’s degree programmes, graduate diploma programmes, graduate 
certificate programmes and diploma programmes. 
 
WOU reserves the right to revise the list of programmes and courses offered when deemed 
appropriate by the authorities.  

 

Course Code 
 
WOU Courses 
 
The course code adopted is an eight-character coding system which incorporates a 3-letter and 5-
digit structure. The specification for the eight-character coding system is shown below. 
 
 
 
 

 

 

1st Letter 2nd & 3rd Letters 1st Digit 
2nd & 3rd 

Digits 

4th & 5th 

Digits 

Represents 
School, e.g., 
T = SST 
B = SBA 
E/L = SEHS 
W = CFS 

Indicate the nature of the 

course, e.g., 

UC = University courses 

BF = Banking & Finance 

EC = Electronic Commerce 

BM =  Business 

Management 

Indicates the level of 

the course, e.g., 

0 = Diploma  

1 = Lower 

2 = Middle 

3 & 4 = Higher 

5 & 6 = Postgraduate 

7 = PhD & Doctorate 

Indicate 

the 

course 

serial 

number  

Indicate 

the credit 

hours 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

B / B F 1 0 2 0 3 
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Mata Pelajaran Pengajian Umum (MPU) Courses 
 
The course code adopted for MPU courses is a nine-character coding system which incorporates 
a 3-letter and 6-digit structure. The specification for the nine-character coding system is shown 
below. 
 
 
 
 

 

 

 

1st, 2nd & 3rd 

Letters 

   

1st Digit 

 

 2nd Digit 

 

 3rd Digit 

  

4th, 5th & 6th 

Digits 

Indicate the 

nature of the 

course, e.g., 

MPU refers to 

MPU courses 

 

Indicates the programme 

level as stipulated by 

Ministry of Higher 

Education (MOHE), e.g., 

1 = Certificate  

      (MQF Level 3) 

 

2 = Diploma / Advanced  

      Diploma   

      (MQF Level 4 / 5) 

 

3 = Graduate Certificate 

      / Graduate Diploma /  

      Bachelor’s Degree  

      (MQF Level 6) 

Indicates the 

MPU course 

category, e.g., 

1 = Category U1 

2 = Category U2 

3 = Category U3 

4 = Category U4 

  

Indicates the 

name of the 

course 

according to 

the category 

Indicate the 

credit hours 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

M / P U 3 4 1 0 2 1 2 
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Academic Units 
 

School of Business and Administration 
 
School of Business and Administration (SBA) aims to develop and disseminate business 
management knowledge to fulfil the needs of the business community, government and society at 
large. It offers comprehensive business programmes in a wide array of specialisations including 
management, accounting, logistics and supply chain management, banking and finance, sales and 
marketing, and business information systems. The programmes emphasise work-based learning 
approaches and link business management theories with practice. 
 
The School obtained recognition and endorsements from professional bodies which grant 
exemptions for many courses at different levels in their professional examinations for SBA 
graduates. For example, the Bachelor of Business (Hons) in Accounting programme fulfils the 
eligibility requirements for the Malaysian Institute of Accountants (MIA) Qualifying Examination. 
The programme has received recognition from: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Similarly, the Bachelor of Business (Hons) (Corporate Administration) programme is recognised 
by the: 
 
 
 
 
 
 
 
You may view the list of programmes offered by SBA at the WOU Corporate Website 
(www.wou.edu.my). 

 

School of Education, Humanities and Social Sciences  
 
The School of Education, Humanities and Social Sciences (SEHS) was set up to support the 
University in its efforts to increase the level of knowledge and scholarship in the broad areas of 
education, humanities and social sciences by developing and delivering programmes leading to 
the award of degrees and qualifications at the diploma, undergraduate and postgraduate levels. 
 
SEHS plays a crucial role in enhancing the knowledge and skills of people in the field of education 
through the offering of professional development programmes, as well as programmes in the areas 
of Psychology and Liberal Studies. These cater to the increasing needs of the education sector, 
society, industry and the corporate world.  
 

Malaysian Institute of Chartered 

Secretaries and Administrators 

(MAICSA) 

Malaysian Association of Company 

Secretaries (MACS) 

Institute of 

Chartered 

Accountants of 

England and 

Wales (ICAEW) 

Association of Chartered 
Certified Accountants (ACCA) 

 

Chartered Institute of Management 

Accountants (CIMA) (CIMA A-Star programme) 

Certified 

Public 

Accountants 

(CPA) 

Australia 

Malaysian 

Financial 

Planning 

Council 

(MFPC) 

Malaysian 

Association 

of Company 

Secretaries 

(MACS) 
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Students pursuing studies in certain programmes are required to undertake the Teaching 
Practicum or Teaching Practice and Internship* at licenced schools / educational institutions 
approved by WOU. 
For Psychology, students working in relevant industries may be exempted# from industrial training. 
Students will need to apply for exemption from the university. 
 
* For education programmes, students must make their own arrangements with their current 
employers in order to make time to undertake the teaching practicum internship. For whatsoever 
reasons, failure to secure the time to undertake the teaching practicum internship is the sole 
responsibility of the student and the University shall not bear any liability in this matter. 
 
# Terms and conditions apply and subject to the discretion of the University. 
 
You may view the list of programmes offered by SEHS at the WOU Corporate Website 
(www.wou.edu.my). 
 
 

School of Science and Technology 
 
The School of Science and Technology (SST) offers a broad range of bachelor’s degree, master’s 
degree and graduate diploma level programmes designed to meet the needs of employers in the 
fast-moving environment of computing, technology and electronics. 
 
In order to ensure the students are also equipped with industry relevant skills, the computing-
related programmes require students to undertake industrial training attachment* in an industry 
relevant to their studies. 
 
However, students working in relevant industries may be exempted# from industrial training. 
Students will need to apply for exemption from the university. 
 
* Students must make arrangements by themselves with their current employers in order to make 
time to undertake the industrial training whenever applicable. For whatsoever reasons, failure to 
secure the time to undertake the industrial training is the sole responsibility of the student and the 
University shall bear no liability in this matter. However, the University may assist by providing a 
supporting letter to students seeking training placement. 
 
# Terms and conditions apply and subject to the discretion of the University. 
 
You may view the list of programmes offered by SST at the WOU Corporate Website 
(www.wou.edu.my). 
 
 

School of Digital Technology  
  
The School of Digital Technology (DiGiT) offers a wide range of programmes in the fields of 

technology that cut across multiple disciplines, from business to computing technology to the 

creative industry. The programmes emphasise work-based learning and link theories with real-life 

applications to create a future-ready workforce.  

You may view the list of programmes offered by DiGiT at the WOU Corporate Website 

(www.wou.edu.my). 

 



January 2023 Semester ODL Student Handbook 

Wawasan Open University | 14 

 

Centre for Graduate Studies 
 
The Centre for Graduate Studies (CGS) is primarily responsible for coordinating and managing all 
activities related to the implementation of postgraduate programmes at WOU. 
 
The Centre provides a structure and leadership to support WOU’s expanding commitment to 
promoting graduate studies and continuing education in partnership with all Schools in the 
University, as well as with co-researchers from participating institutions and private-sector 
agencies outside the University. 
 
The Centre now offers the following postgraduate and research degree programmes developed 
by the School of Business and Administration, School of Science and Technology, School of 
Education, Humanities and Social Sciences. 
 
You may view the list of programmes offered by CGS at the WOU Corporate Website 
(www.wou.edu.my). 
 

Centre for Foundation Studies 

This Centre offers the Mata Pelajaran Umum courses in support of the country’s need for holistic 
graduates with a deep sense of patriotism, nation building, social responsibility and also 
employability skills. These courses are deemed compulsory for all students in public and private 
higher education institutions in the country. 

 It also offers university courses that emphasise basic skills, thinking skills, and personal qualities 
as well as competencies which cover the areas of resource, interpersonal, information, systems, 
and technology. 

The Centre aims to focus on strengthening our students in all these areas as well as expand its 
services through short courses and programmes to the community and industry. 
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IV Administrative Procedures
 

Full Acceptance Offer Letter  
 
The University will issue the Full Acceptance Offer Letter (FAOL) if your application to study at 
WOU has been successful and it will be sent via email to students. 
 
The FAOL issued by WOU is an important document and should be kept with due care.  If you 
have lost or damaged your FAOL, it is your responsibility to report it to your Regional Centre 
immediately for a replacement. You can apply for replacement using the Application for 
Replacement of Full Acceptance Offer Letter form and an administrative fee will be levied. 
 
In the event that the original FAOL is found after submission of the application, the replacement 
FAOL fee will not be refunded. 
 

Student Identity Card 

 
A Student Identity Card will be issued upon the payment of all relevant fees, submission of relevant 
documents to support the application for admission into WOU and fulfilling the entry requirements. 
All students are strongly advised to carry along their Student Identity Card with them at all times in 
order to access the facilities available at the Regional Centres, Learning Centres or Main Campus. 
 
New students, who have not obtained their Student Identity Card within two weeks after the 
commencement of the semester, must inform your Regional Centre immediately for requisition of 
the card. 
 
A Student Identity Card will be issued once only at the point of admission. If you have lost or 
damaged your Student Identity Card, it is your responsibility to report it to your Regional Centre 
immediately for a replacement. You can apply for replacement using the Application for 
Replacement of Student Identity Card form and an administrative fee will be levied. 
 
In the event that the original Student Identity Card is found after submission of the application, the 
replacement Student Identity Card fee will not be refunded. 
 

Conduct of Activities at the Regional Centre, Regional Support 
Centre and Learning Centre 

 
Students who are registered with Regional Support Centres may be required to attend activities 
such as tutorial classes, student orientation programme, student dialogue sessions and other 
related activities at the nearest Regional Centre / Learning Centre. 
 
However, for examination purpose, the venue is as stipulated in the Examination Notification Slip 
which can be printed from the Student Portal. 
 

Student Administrative Forms 
 
All student administrative forms can be obtained from the Regional Centres / Support Centres or 
downloaded from the Student Portal. Completed forms should be submitted to the Regional 
Centres / Support Centres. Telephone, email or fax requests are not accepted. 
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Course Enrolment 
 
A variety of courses is offered in every semester. To maintain your status as an “active” student 
and to benefit from the learning support services, you are required to enrol in at least one (1) 
course per semester.  
 
Students may enrol for courses for the subsequent semester via MyEnrolment (an online 
enrolment system) which is accessible via the Student Portal or at the Regional Centre / Support 
Centre. The University will try to accommodate as many students as possible for each course 
offered. However, for certain courses, a limit of numbers may apply.  
 
You are advised to adhere to the deadline of the course enrolment to facilitate the smooth 
arrangement of tutorial and other services.  
 
The University reserves the right, without prior notice, to change tutorial and examination 
timetables, cancel the offering of courses and programmes and alter the academic 
requirements of a course or programme, course content and syllabus, credit 
allotment when necessary and/or as deemed appropriate by the authorities. 

 
The maximum course load for each semester must not exceed 9 -10 credits, for undergraduate 
programmes.  For postgraduate programmes, the maximum course load must not exceed 6 - 7 
credits.    
 
In cases where the Dean of the School does not endorse your enrolling to the maximum credit 
load, the University reserves the right to impose a lower credit load for you.   
 
Please note that for each credit hour, your study time per week would be an average of two (2) 
hours. Therefore, if you were to register for a five (5) credit hour course, you would need to allocate 
an average of ten (10) hours of study weekly, in addition to the time required for face-to-face tutorial 
sessions.  
 

Single Course Registration  

 
For your pursuit towards personal enrichment and enhancement of knowledge, you may choose 
to audit any course except project, thesis, residential courses, industrial training and teaching 
practicum. Student auditing a course will be provided with relevant support services i.e. 
participation in tutorial classes, course materials, access to FlexLearn and Digital Library.  
 

Advisory Prerequisites 
 
Advisory Prerequisites are courses that you are advised to undertake to acquire the necessary 
knowledge and skills prior to taking higher level courses. 
 

Prerequisites 
 
Prerequisites are courses that you are required to undertake and pass in order to acquire the 
necessary knowledge and skills prior to taking higher level courses. 
 
For the latest list of advisory prerequisites and prerequisites, you are advised to check the 
Programme Structure in the Student Portal or consult the staff at the Regional Centres / Support 
Centres. 
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Adding of Course(s) 
 
You may apply to add course using the Application for Adding of Course(s) form by the stipulated 
deadline for each semester. Alternatively, you can also add course by using the MyAdd course in 
the MyEnrolment system. 
 

Dropping of Course(s) 
 
You may apply to drop course using the Application for Dropping of Course(s) form by the 
stipulated deadline for each semester. Courses officially dropped by the stipulated deadline will 
not be recorded on the student’s academic record. 
 
The refund for dropped course(s), if any, will be in accordance with the Refund Policy of the 
University. Therefore, students who intend to drop course(s) are advised to read and understand 
the Refund Policy before completing the Application for Dropping of Course(s) form. 
 

Withdrawal from a Course 
 
A course withdrawal process is undertaken should you miss the drop course deadline and are 
unable to proceed with the course final examination. 
 
To withdraw from a course, you will need to fill up the Application for Course Withdrawal form by 
the stipulated deadline for each semester.   
 
If students apply for withdrawal from a course, the course will still appear in the students’ 
permanent academic record but with a “W” grade (withdrawal with permission). If you do not 
undertake the final examinations of the course that you fail to withdraw, you will receive a grade 
“F” (Fail) for that particular course. 
 
There is no refund of fees for withdrawal of course(s). 
 

Deferment of Studies 
 
Students who have completed a number of courses but wish to defer their studies, i.e., defer ALL 
courses enrolled in the particular semester, may apply for deferment using the Application for 
Deferment of Studies form by the stipulated deadline for each semester. You can only apply to 
defer one semester at a time. 
 
While applying for deferment you should continue with your studies until formal approval is 
obtained from the University. 
 
Each approval for deferment will lapse upon the next immediate offering of the same course(s).  
 
Student who defers studies for a consecutive period for two (2) years (i.e. six consecutive 
semesters) will become DORMANT if the student did not reactivate himself/herself to continue 
studies as an active student again.  This is regardless of the reason for the student to be in the 
“Deferred” status, i.e. due to: 

 official approval to defer studies again (extend deferment); or  
 no attempt to reactivate himself/herself.  
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The following policy on fees applies to successful deferment applications: 
 
(i) For Non-Project Course 

The fully paid Tuition Fee, Lab Fee, Microteaching Fee and Site Visit Fee for the course(s) 
which have been deferred can only be retained until the next immediate presentation of the 
same course(s) depending on the status of the student in the next immediate semester: 

Status in the Next Immediate Semester 

Can student retain the fully 
paid Tuition Fee, Lab Fee, 

Site Visit Fee and 
Microteaching Fee 

(whichever applicable) in 
the next immediate 

semester? 

Active (A) 
(i.e. enrolled for at least one course) 

Yes 

Deferred (D) 
(i.e. obtained approval to defer studies again) 

Yes 

Deferred (D) 
(i.e. did not obtain approval to defer studies again and did 
not enrol for any course regardless if the course(s) deferred 
in the previous semester is offered in the next immediate 
semester) 

No 

In-active (N) 
(i.e. did not enrol for any course regardless if the course(s) 
deferred in the previous semester is offered in the next 
immediate semester) 

No 

 

 

 
In case there is a change in the programme structure and the deferred course is no longer 
offered, you are required to enrol for an equivalent course (to replace the deferred course) as 
stipulated in the new programme structure in the next immediate offering of the course.  The 
Tuition Fee of the deferred course may be transferred to the equivalent course as per the 
discretion of the University. Should there be an increase in the fees for the said equivalent 
course, the new fees will apply and any difference shall be borne by the student.  However, if 
there is a decrease in fees for the equivalent course that you are required to enrol, the 
difference in fees will not be refunded. 

 
The following policy applies for Practicum Fee:  

 If you defer studies by the last day of Week 9 of the semester, this fee can be retained until 
the next immediate presentation of the same course. 

 If you defer studies after the last day of Week 9 of the semester, this fee would be forfeited 
and you are required to pay the Practicum Fee again when enrolling for the same course 
in the next immediate presentation. 

 
(ii) For Project Course 

Only partial tuition fee can be retained. A designated amount of tuition fee shall be deducted 
for payment of administrative, supervisory and other expenses incurred. The deducted amount 
shall be imposed when you resume the Project Course in the next immediate offering of the 
same course. 

 
The fees (e.g. tuition, lab, microteaching, etc.) for the deferred course(s) are not transferable to 
remit payment for other courses or fees. Once the approved deferment period lapses, all 
associated fees will be forfeited. Furthermore, should there be an increase in fees for the same 
course(s) when you return to study, the new fees will apply and any difference shall be borne by 
the student. 
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For approved deferment cases, there is no refund of: 
 Registration, Resources and Services (RRS) Fee.  Similarly, the RRS Fee cannot be 

carried forward to the next semester nor refunded. 
 Tuition Fee for dropping a previously deferred course (due to drop course / withdrawal from 

the University) which Tuition Fee was carried forward to the next immediate presentation 
of the course. 

 
When applying for deferment, there must not be any outstanding dues and inability to pay fees 
cannot be considered as the reason for deferment. 
 
The following policy on Continuous Assessment grades applies to successful deferment 
applications: 
 
(i) For non-Project Course 

a) If you have submitted the assignments before applying for deferment, the assignments 
grade will be retained (regardless of pass or fail) when you resume the deferred course in 
the next immediate offering of the same course except for the Co-curriculum course.  
Students who defer the Co-curriculum course are required to re-submit all the continuous 
assessments when they resume studies. 

b) If you have not submitted the assignments before applying for deferment, you will be 
allowed to submit the assignments when you resume the deferred course in the next 
immediate offering of the same course. 
 

(ii) For Project Course   

a) If you continue with the same research work (i.e. title) and retain ALL previously acquired 
assignment grades in the next immediate offering of the same course, the highest overall 
course grade that can be awarded is “B+” for undergraduate project course / “B” for 
postgraduate project course;  

b) If you continue with a different research work (i.e. new title), the eventual grade obtained 
from the new research work can be awarded to the undergraduate / postgraduate project 
course without any imposed “grade ceiling”. 

 
The School offering the course has the discretion to decide whether you will be required to submit 
the assignments/requirements again upon resuming studies later. 
 
Once the approved deferment period lapses, all associated continuous assessment grades will be 
forfeited. 
 

Reactivation from Deferment of Studies 
 
Students who return to study after the approved deferment period must fill in the Application for 
Reactivation from Deferment form and pay administrative fee as follows: 
 

Was the student enrolled for course(s) at the time of deferment? 

Reactivation Fee  
(charged one time 

for each 
reactivation from 

deferment) 

Yes (was enrolled in at least one Non-Project Course) RM200 

Yes (was enrolled in Project Course only) RM600 

Yes (was enrolled in at least one Non-Project Course & Project Course) RM200 + RM600 

No (was not enrolled for any courses) Nil 
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Withdrawal from the University 
 
Students who intend to discontinue their programme of studies at the University for physical, 
emotional, financial, family, health, or other non-academic reasons have to write in formally to 
withdraw from the University using the Application for Withdrawal from the University form. They 
are required to settle all financial obligations with the University and return all University property 
in the process. 
 
The refund for withdrawal from the University, if any, will be in accordance with the Refund Policy 
of the University.  Therefore, students who intend to withdraw from the University are advised to 
read and understand the Refund Policy before completing the Application for Withdrawal from the 
University form. 
 

Change of Personal Particulars 
 
You may view and update your personal particulars via Student Portal at https://my.wou.edu.my. 
If you need assistance to update your personal particulars, you may request the University to make 
the necessary amendment by completing the Amendment of Personal Particulars form. 
 

Change of Regional Centre 
 
If for any reason you intend to change your Regional Centre (e.g., relocation of work, etc.), you will 
need to fill in the Application for Change of Regional Centre form by the stipulated deadline for 
each semester. This will ensure that a continuous service is provided to you at your new Regional 
Centre.   
 
Once your application to change Regional Centre is approved, a new Student Identity Number will 
be issued to reflect the change. You are required to apply for replacement of Student Identity Card 
using the Application for Replacement of Student Identity Card form and an administrative fee will 
be levied. 
 
The change of Regional Centre will be effective from the date the system was updated. 
 
 

Change in Programme of Studies 
 
In WOU, you are permitted to change your intended programme of study and it is subject to the 
approval of the University and the fulfilment of entry requirements of the new intended programme 
of study as stipulated by the Ministry of Higher Education (MOHE) and Malaysian Qualifications 
Agency (MQA). To change your programme of study, you will need to complete the Application for 
Change of Programme of Studies form. 
 
The following guidelines related to MPW/MPU courses apply to students who change programme 
of studies at the undergraduate level: 
 

i) For Undergraduate Students from January 2007 – July 2013 Semesters 
 

a) Transferring to an undergraduate programme that was launched in January 2007 – July 
2013 semesters*:  

  You must take and pass all the courses in the Mata Pelajaran Wajib (MPW) component 
by 2015.  Failing to do so, you must take and pass all the courses in the Mata Pelajaran 
Pengajian Umum (MPU) component instead.   

 
b) Transferring to an undergraduate programme that was launched in January 2014 

semester onwards*: 
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You must take all the courses in the MPU component because the MPW courses taken 
and passed in their current programme of studies are not relevant to the new 
programmes.  

 
ii) For Undergraduate Students from January 2014 Semester Onwards 

 
Transferring to an undergraduate programme that was launched in January 2007 semester 
onwards*:  
You must take and pass all the courses in the MPU component as the MPW component 
does not apply to you. 

 
You must fulfill the entry requirements of the new intended programme as stipulated in the MQA 

Programme Standards or the MOHE approval letter (in the absence of the relevant Programme 

Standards) of the specific programme. 

For Postgraduate Students Accepted to WOU via APEL, your new intended postgraduate 
programme must match with the field of study indicated in the APEL certificate/letter. 

The duration of studies in the new programme may be shorten / extended due to the following 
conditions: 
 

a) You may carry forward some advanced credits obtained in your previous intended programme. 
If these credits are transferred to a new programme offered by WOU, even though you may 
complete your studies faster in this new programme than other new intake of students, the 
University will still have to abide by MQA regulations to obtain full accreditation only when the 
new intake reaches its final semester of studies.  Therefore, your graduation may not coincide 
with the time of completion of your studies as the University has to comply with the MQA 
regulations on accreditation. 

 

b) For students who have been awarded / are offered credit transfer, please note that the credit 
transfer was allowed according to your intended degree programme at the point of application. 
In the event you have changed your intended degree programme, you are required to re-apply 
for a new credit transfer for the new intended degree programme. The payment for re-
application is as stipulated under the Advanced Standing policy.  

 

c) There may be some courses from your current intended programme of study which are not 
relevant to your new intended programme of study and therefore, these courses will not be 
counted for graduation (e.g. MPW/MPU, etc.). 

 
In all cases of change of programme of studies, you will have to follow the University’s course 
offering schedule. 
 
In case you drop course(s) which are irrelevant to your new programme of studies, the refund for 
dropped course(s), if any, will be in accordance with the Refund Policy of the University. 
 
* Please refer to your Regional Centre / Support Centre for a list of programmes offered by 
semester. 
 

Maximum Study Tenure  
 
The maximum study tenure of a programme of study is double the normal study tenure as shown 
in the table below: 
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Programme Level 

Normal Study Tenure 
for Open Distance 

Learning (ODL) 
Programme 

Maximum Study Tenure 
for Open Distance 

Learning (ODL) 
Programme 

(Doubled Study Tenure) 

Semesters Years Semesters Years 

Diploma 9 3 18 6 

Graduate Certificate 5 1.5 9 3 

Graduate Diploma 9 3 18 6 

Bachelor’s Degree 15 5 30 10 

Postgraduate Diploma 5 1.5 9 3 

Master’s Degree 6 2 12 4 

Master’s Degree – Research 
based (Full-Time) 

4 2 8 4 

Master’s Degree – Research 
based (Part-Time) 

6 3 12 6 

PhD – Research based (Full-
Time)  

6 3 12 6 

PhD – Research based (Part-
Time) 

8 4 16 8 

DBA (Full-Time) 18 terms 3 36 terms 6 

 
The maximum study tenure is inclusive of semesters that a student was in the “Active”, “In-active” 
and “Deferred” and “Dormant” status. 
 
If you are unable to complete studies in a programme within the maximum study tenure, you may 
risk losing the accumulated credits.  Extension of the maximum study tenure is at the discretion of 
the University. 

 
Extension  

 
If you are going to or have exceeded the maximum study tenure, you may apply for an 
extension to the Registrar of the University for due consideration.    
 
The application for extension must be submitted by the 1st week of the semester that the 
student wishes to re-enrol (i.e. before the re-enrolment is closed for the semester).  Each 
application will be reviewed on a case-by-case basis and if approved, the revised maximum 
study tenure will be determined by Registry in consultation with the School concerned. 
 
An extension fee may be imposed.  
 
Termination of candidature 

 
If your application for extension is rejected, you may be allowed to start your studies all over 
again by enrolling as a new student.  In the case where a student wishes to seek for advanced 
standing, the current advanced standing policy as stipulated by the Malaysian Qualifications 
Agency (MQA) will apply. 
 
Maximum study tenure for students who have changed programme of studies 
 
The maximum study tenure for students who have changed programme of studies will be 
determined on a case-by-case basis.   
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For further details on the rules and regulations related to admission, registration as well as 
maintenance of status, please refer to Regulations for Admission, Registration and 
Maintenance of Status. 
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V Advanced Standing / Credit Transfer* 
 
In recognising prior learning, an Advanced Standing system has been established to facilitate the 
granting of credit transfer from the students’ previously acquired qualifications into their intended 
WOU programmes. 
 
In line with the implementation of APEL(C) by Malaysian Qualifications Agency, WOU is also 
recognising prior experiential learning (knowledge and skills acquired through informal and non-
formal learning) for credit award purpose. For further details related to APEL(C), please refer to 
APEL(C) Student Handbook. 
 
WOU diploma, bachelor’s degree and postgraduate students can apply for the consideration of 
Advanced Standing / Credit Transfer. 
 
In processing and granting credit transfer, the following key conditions are adopted. Please note 
that the key conditions stipulated by authorities may be reviewed from time to time. Therefore, new 
and revised regulatory requirements shall take effect accordingly. 
 
❖ The credentials used to support the application for credit transfer should preferably be 

accredited by the Malaysian Qualifications Agency (MQA) or an equivalent National 
Accrediting Agency. However, Malaysian qualifications obtained prior to the setting up of 
Lembaga Akreditasi Negara (LAN) or qualifications offered by public institutions / recognised 
institutions / professional bodies may also be considered on a case-by-case basis. 

 
The credentials used to support the application for credit transfer against postgraduate 
programmes and courses (via Horizontal Credit Transfer) must at least be at the postgraduate 
level or equivalent. 
 
Doctoral Degrees (Coursework and Mixed Mode) can be allowed credit transfer based on a 
case-by-case basis (i.e. All past evaluation outcomes should not be taken as precedent cases 
for new applications. Each Doctor of Business Administration (DBA) application is treated as 
new case and evaluation will be required.) Incomplete DBA studies with CGPA below the 
minimum requirement (3.00) shall not be accepted for credit transfer.  
 
Currency of knowledge for WOU programmes are as follows: - 

Schools 
Diploma level 
Programmes 

Bachelor’s 
Degree level 
Programmes 

Master Degree level 
Programmes 

Doctorate 
Degrees 

SBA 

Currency of knowledge is Not Applicable 
Five-year 

currency of 
knowledge  

Justification:  
Basic principles have not changed in decades. Even for 
Accounting, though the standards change, the fundamentals 
have not. 

SEHS 

Five-year currency of knowledge 
[DECE, BEPE, BAES, PGDE & MED] 

- 

Justification:  
The increase in current research on language learning and 
pedagogy has meant that the theories and practices related to 
the fields of Second Language Acquisition (SLA) and pedagogy 
are constantly being updated and reviewed. 

 

SEHS 
- 

Ten-year 
currency of 
knowledge 

[BALS, BAPS] 

Five-year currency 
of knowledge 

[MAPS] 
- 

 Justification:  Justification:   
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Schools 
Diploma level 
Programmes 

Bachelor’s 
Degree level 
Programmes 

Master Degree level 
Programmes 

Doctorate 
Degrees 

The basic 
knowledge 
covered in a 
Bachelor Degree 
in the Psychology 
and Liberal 
Studies 
programmes are 
unlikely to be 
outdated within 10 
years as they 
cover basic 
knowledge, 
theories and the 
fundamentals of 
the programmes. 

At Master Level, the 
students need to 
acquire knowledge 
about more 
contemporary 
developments in the 
field of psychology, 
and their research 
projects should be 
contributing towards 
the building of 
knowledge in very 
recent areas too. 

SST 

- Five-year currency of knowledge - 

 

Justification:  
Programmes offered are the technological 
courses especially programming, electronic 
and construction courses. 

 

 
❖ Maximum credit transfer allowed:  

Qualification Levels 
Maximum Credit Transfer Allowed 

for Diploma Level Programmes 

MQF Level 3 (Certificate) 30% of the total credits for the diploma 

MQF Level 4 (Diploma) 

- No limit if the completed qualification is from the same 
institution  

- If the qualification is from another institution than it will be 
subjected to residential year requirement (ONE semester) 

 

Qualification Levels 
Maximum Credit Transfer Allowed 

for Bachelor’s Degree Level Programmes 

MQF Level 4 (Diploma) 50% of the total credits for the degree # 

MQF Level 5 (Advanced 
Diploma plus Diploma) 

2/3 of the total credits for the degree 

MQF Level 6 (Bachelor’s 
Degree) 

- No limit if the completed qualification is from the same 
institution  

- If the qualification is from another institution than it will be 
subjected to residential year requirement (One Semester) 

 

# The existing 60% of maximum credit transfer allowable for both credit transfer recognising formal 
qualifications and credit transfer via Accreditation of Prior Experiential Learning (APELC), 
Massive Open Online Courses (MOOC) and Micro-Credential (MC) remains the same. 

 

Qualification Level 
Maximum Credit Transfer Allowed 

for Master’s Degree Level Programmes 
(Mixed Mode & Coursework) 

MQF Level 7 (Master’s Degree 
by Mixed Mode & Coursework)  

- No limit if the completed qualification is from the same 
institution  
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Qualification Level 
Maximum Credit Transfer Allowed 

for Master’s Degree Level Programmes 
(Mixed Mode & Coursework) 

- If the qualification is from another institution than it will be 
subjected to residential year requirement (One Semester) 

 

Qualification Level 
Maximum Credit Transfer Allowed 

for Doctoral Degree Level Programmes 
(Mixed Mode & Coursework) 

MQF Level 8 (Doctoral Degree 
by Mixed Mode & Coursework)  

- No limit if the completed qualification is from the same 
institution  

- If the qualification is from another institution than it will be 
subjected to residential year requirement (One Semester) 

 
❖ Credit hours of the presented course(s) should be the same as credit hours of the 

intended course or more (i.e. if the intended course is a 3-credit course, credit hours of 
the presented course(s) should at least be 3 credits);  

❖ There must be at least 80% match in both content and level between the presented 
course(s) and the intended course; and 

❖ Results of the presented courses should at least a pass grade of C. Please note that 
credit transfer from 31% to 50% for vertical credit transfer (Diploma-to-Bachelor’s Degree) 
is subject to minimum grade B requirement. 

 
How to Apply for Advanced Standing / Credit Transfer? 
 
You can apply for credit transfer by submitting the required supporting documents to an Advanced 
Standing system (ASAT) via your Regional Centres / Regional Support Centres once you have 
formally registered as a WOU student. Every applicant will be charged an application fee. The 
application fee is not refundable regardless of the outcome of the application. 
 
Applications for credit transfer are allowed throughout the year. Advanced Standing results (for 
new cases) are targeted to be released within the timeframe of seven to nine days upon receipt of 
complete documentation. Advanced Standing results (for precedent cases) are usually released 
faster (i.e. within three working days) as the presented credentials have previously been approved 
and evaluated.  

Notes: A Pre-Screen Checklist is developed for students to ensure AS supporting documents are 
complete and matching before submission via ASAT system.   
 
If needed, a maximum duration of three (3) weeks will be allowed for students to make further 
arrangements with previous institution to resolve syllabus issues faced. 
 
When the 3-week maximum duration is due, the application shall proceed with evaluation if 
syllabus received is useful for evaluation. If syllabus received are found not useful for evaluation 
(due to Subject Names in syllabus & transcript are not matching, syllabus does not contain Topics 
or syllabus verification could not be furnished), the application will be Rejected with No Refund. 
 
Students may make an appeal against the Advanced Standing results offered to them by 
completing the “Appeal Against Advanced Standing Results” form. A non-refundable appeal fee is 
imposed.  
 
How to Claim Credit Transfer? 
 
Students who are eligible for credit transfer will be issued an offer letter for credit transfer. Student 
must claim the courses by paying the Credit Transfer Claim Fee accordingly and within the 
stipulated timeframe (i.e. three (3) months from the date of the Offer Letter for Credit Transfer). 
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For further details, please refer to the Terms and Conditions for Claiming Credit Transfer (as 
follows):  
 
Terms and Conditions for Claiming Credit Transfer 
 
1. The credit transfer offer will lapse if courses are not claimed within the period of three (3) 

months from the date of the Offer Letter for Credit Transfer. Please be advised that 
unclaimed courses at the end of the offer period shall not be awarded to students. 

 
2. After the three (3) months period has passed, the offer / unclaimed courses will lapse and 

re-application is necessary. A non-refundable re-application fee is imposed. Please also note 
that the policies for credit transfer and Advanced Standing fees (including application fee, 
Credit Transfer Claim Fee, re-application fee, etc.) are subject to review and may change 
from time to time. Therefore, at the point of re-application, the latest policies on the credit 
transfer and Advanced Standing fees shall apply accordingly. 

 
3. In order to claim the courses, students are required to submit the duly completed Credit 

Transfer Claim Form together with the necessary payment(s) at the Regional Centre. 
 
4. If necessary, students may claim their courses in instalments but a maximum of two (2) 

instalments only are allowed within the offer period. 
 
5. Courses offered for credit transfer must be fully claimed for a full course. Any claim for a 

partial course is not allowed. 
 
6. Courses awarded credit transfer can be viewed on the Student Portal (MyADVANCED 

STANDING). To determine the remaining courses that are still required to complete for the 
same intended degree programmes, students are advised to refer to the latest Programme 
Structure from the Student Portal (Admission & Enrolment). 

 
7. In the event the intended degree programme is changed, student is required to re-apply for 

a new credit transfer for the new intended degree programme. A non-refundable re-
application fee is imposed. 

 
8. Full refund will be allowed for courses that are dropped as a result of the said courses being 

offered credit transfer by the University.  This is only applicable to courses that are being 
taken during the current semester or enrolled for next semester (if any). Please be advised 
that all terms and conditions regarding the dropping/withdrawal of course(s) and the 
associated refund policies of the University will still apply.  

 
9. Please take note that if students decide to continue to pursue the course(s) which are offered 

credit transfer, the course(s) and their eventual results would be reflected in the academic 
transcript and be used in the calculation of the GPA/CGPA. 

 
10. Course(s) that has/have already been completed (whether in the current or past semesters) 

are not allowed to be dropped or withdrawn. 
 

Advanced Standing Fees 
 
The Advanced Standing fees imposed are depicted in the following table: 
 

Advanced Standing Fees Amount (RM) 

(a) Advanced Standing Application Fee 100/student 

(b) Credit Transfer Claim Fee  
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Advanced Standing Fees Amount (RM) 

(i) Diploma courses 

(ii) Bachelor’s Degree courses 

(iii) Master’s Degree courses 

(iv) Doctoral Degree courses 

150 per course 
300 per course (5C) / 200 per course (3C) 

400 per course 
600 per course 

(c) Appeal Fee 50/student 

(d) Re-application Fee  

      (due to lapsed offers & change of programmes) 
100/application 

 
Note: All Advanced Standing fees are non-refundable. 
 
For further details on WOU Advanced Standing/Credit Transfer, please approach the Regional 
Centres or Regional Support Centres or refer to the WOU website (http://www.wou.edu.my).  
 
* the above guidelines are subject to terms and conditions. 
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VI Financial Information 
 

Types of Fees 
 
The total cost of study for your intended programme would be inclusive of: 

 Processing and Administrative Fee (one-off) 
 Registration, Resources and Services Fee (every semester) 
 Tuition Fee  
 Continuation Fee 
 Administrative Charges 
 Laboratory Fee (if applicable) 
 Microteaching Fee (if applicable) 
 Practicum Fee (if applicable) 
 Site Visit Fee (if applicable) 
 Other administrative charges 
 Any other fees that may be implemented from time to time 

 
A Processing and Administrative (P&A) Fee is levied when you first enrol for an intended 
programme with the University. The P&A Fee covers the cost of processing your application and 
in all cases, the P&A Fee is non-refundable. 
 
Effective January 2021 Semester, former WOU students who return to study with new Student ID 
Number are not required to pay the P&A Fee.  The P&A Fee will be charged only once, i.e. during 
the first time a student enrols with WOU. 
 
A Registration, Resources and Services (RRS) Fee is charged for each semester in which you 
are an active student with the University. The RRS Fee defrays some of the cost of providing 
services for your studies.  
 
Tuition Fee is payable every semester. Due to the flexible nature of the University’s programmes, 
your Tuition Fee depend on the number of courses for which you enrol.  The tuition fee is charged 
on a per course basis if you enrol for individual courses under non-promotional fees. If you enrol 
under promotional fees package, you may be charged a discounted fee based on the terms and 
conditions stipulated in the package. 
 
Continuation Fee is a one-time fee for any students who need to extend their study tenure.  
 
Administrative Charges shall replace the RR&S fee for any students who have paid the tuition 
fee in full for the intended programme and have yet to complete their studies. Administrative 
Charges vary according to the programme enrolled.  
 
As for Master/Doctor of Philosophy, tuition fee is by semester basis, not including charges for any 
extra courses that may be recommended by the University. Continuation Fee will be charged for 
extra semesters beyond the standard duration along with the Registration, Resources and 
Services (RRS) Fee.  
 
Laboratory Fee 
 
For certain courses offered by the University, a Laboratory Fee* is charged in each semester. 
Laboratory Fee varies according to the course. For further details, please refer to your Regional 
Centre for the list of Laboratory Fee. 
 
*Laboratory Fee may be imposed on existing courses and new courses yet to be developed. 
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Site Visit Fee 
 
For certain courses offered by the University, a Site Visit Fee* is charged in each semester. Site 
Visit Fee may vary according to the course. For further details, please refer to your Regional Centre 
for the list of Site Visit Fee. 
 
*Site Visit Fee may be imposed on existing courses and new courses yet to be developed. 
 
Microteaching Fee 
 
Microteaching Fee is charged for two (2) hours microteaching session. This session provide 
learners with simulated teaching practice before they go for their teaching practicum. 
 
Practicum Fee 
 
Practicum Fee is charged for students pursuing the Teaching Practicum and Teaching Practice 
and Internship related courses as they are required to undergo teaching practicum in an 
educational institution. A mentor will be appointed from the institution to supervise and assess 
students during the internship. 
 
While the University will strive its best to maintain fee levels for as long as it can, it nevertheless 
reserves the right to adjust all fees within the fee limit approved by the Ministry of Higher Education. 
 
Miscellaneous Fees 
 
Item            Amount (RM) 
Replacement of Full Acceptance Offer Letter     10 
Replacement of or change of Student Identity Card     50 
Replacement of lost text book        Purchase price* 
Replacement of academic transcript (Certify True Copy)   50  
Application for appeal against course results      75/course 
Assignment marking review        50/Assignment 
Supplementary Examinations / Assignment – Undergraduate Courses 200#/course 
Supplementary Examinations / Assignment – Postgraduate Courses  300#/course 
Supplementary Examinations / Assignment – Postgraduate Project Courses 600#/course 
Supplementary Examinations / Assignment – DBA Courses   600#/course 
Reinstatement of Student Status (Dormant / Withdrawn)   200/application 
Reactivation from Deferment 200 (Non-Project 

Course) / 600 
(Project Course) 

Change of Exam Centre (Local – within Regional Centres) 50/course 
Change of Exam Centre (Overseas) 200/application 
Exam Quarantine 100/course 
Late Payment Penalty 100/semester 
Library Deposit  200 
 
*An additional administrative fee of RM25 will be imposed for replacement of lost text book. 
# Supplementary examination / Assignment fees are non-refundable and cannot be carried forward 
for any purpose. 
 

Payment of Fees 
 
All fees must be paid in full at the time of enrolment and no later than the first week after the 
commencement of the semester.  
 
Unless an exemption has been granted by WOU, it is important to settle fees by the first week of 
the semester to ensure your continued access to all WOU facilities and tutorials as well as your 
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eligibility to sit for the final examinations and proceed to the next semester. A late payment penalty 
of RM100 shall be imposed for any late payment of fees. 
 

Methods of Payment 
 
All payments can be made at your respective Regional Centre. However, you are encouraged to 
enrol and pay your fees via MyEnrolment, i.e. WOU’s online enrolment system. 
Though we accept cash, the following methods of payment are preferred: 

 crossed cheque 
 bank draft 
 money / postal order 
 credit card (Visa or MasterCard) 
 debit card - Alliance Bank, Affin Bank, AmBank, Bank Islam, Hong Leong Bank, Maybank, 

Public Bank, Bank Muamalat, Bank Rakyat, Bank Simpanan Nasional, RHB Bank, CIMB 
Bank and others. 

 
All payments must be made to “Wawasan Open University Sdn. Bhd.”.  
 

Financial Assistance 
 

 Employees’ Provident Fund (EPF) 
If you have savings with the EPF, you can withdraw from your EPF Account II to pay your 
fees. Please contact your local EPF office to get the necessary application form. You will 
be required to submit the Full Acceptance Offer Letter from WOU as well as a statement 
of fees payable. Please contact your Regional Centre for assistance and advice. Any 
excess EPF fund parked with WOU will not be construed as advance payment for tuition 
fee and no interest bearing. 

 
 Bank loans 

You may also opt for study loans from various banks. For further information, please seek 
advice from your Regional Centre. 

 
 Instalment payments 

In exceptional circumstances and with the approval of the relevant Regional Centre 
Director or Manager, you may apply to pay Tuition Fee by instalments. However, the 
Processing and Administrative Fee as well as the Registration, Resource and Services 
Fee, Microteaching Fee, Practicum Fee, Laboratory Fee and other miscellaneous fees 
have to be paid in full. 
 

 Study loans from the National Higher Education Fund Corporation 
[Perbadanan Tabung Pendidikan Tinggi Nasional (PTPTN)] 
Students who have enrolled for the undergraduate programmes at WOU are eligible to 
apply for loans from PTPTN. However, PTPTN does not offer loans for students pursuing 
postgraduate programmes. Please contact your Regional Centre for assistance and advice 
and also for the latest terms and conditions from PTPTN. 

 
 HRDF Claimable Training Scheme 

Employers who are registered with Human Resources Development Berhad (HRDB) can 
now enrol their workers in any courses run by WOU and submit their claims under the 
Human Resources Development Fund for their approval. For further information, please 
seek advice from your Regional Centre. 
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Refund Policy – Undergraduate & Postgraduate Programmes 
 
Should you decide to drop a course or withdraw from WOU, you must inform us in writing by 
completing the relevant form and stating your reasons. The Refund Policy related to dropping 
courses and withdrawal from the University is as follows: 
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Your eligibility for a refund will be based on the date we received the completed relevant form from you according to the stipulated deadlines. Please 
refer to the Academic Calendar in the Student Portal for the refund deadlines. 

REFUND POLICY FOR DROPPING COURSE(S) AND WITHDRAWAL FROM THE UNIVERSITY 

Legend: 
  TF = Tuition Fee 

RRS = Registration, Resources & 
Services Fee            
P&A = Processing & Administrative Fee 

LF = Laboratory Fee                               
MF =  Microteaching Fee 

PF = Practicum Fee 
SV = Site Visit Fee 

ACTIVITY 
REFUND 
PERIOD 

TIMELINE REFUND POLICY 

a) Drop all courses 
enrolled in the 
semester;   

b) Drop course(s) but 
remain enrolled in at 
least one (1) course; 

c) Withdraw from the 
University 

With 
Refund  

Please refer to the 
Academic Calendar 
in the Student Portal 
for the refund 
deadlines. 
 

Refund Amount is as per the formula 
= [Total Tuition Fee of the Dropped Course(s)] – [Total Outstanding Fee#] – [Mandatory Fee* 
(where applicable)] 

No Refund  No refund of all fees  

FOR ADVANCED 
STANDING RELATED 
CASES 
Drop courses enrolled in 
the semester due to 
advanced standing 

Full refund will be allowed for courses that are dropped as a result of the said courses being offered credit transfer by the University.  
This is only applicable to courses that are being taken during the current semester or enrolled for next semester. 

Note: 
# Outstanding Fee is fee owing to the University 
* Mandatory Fee 
(i) Mandatory Fee include the following but are not limited to: 

▪ All discounts, rebates, grants, scholarships, etc. (e.g.: WOU Study Grant, Bursary Scholarship, rebates such as RTSA, 3rd Course, VPP, Alumni, NGO, OKU, LLL, SAPP, etc.) 
▪ RM200 per Non-Project Course dropped / RM600 per Project Course dropped. 

(ii) Mandatory Fee does not include WEF Study Grant and Merit Scholarship. 
(iii) “Where Applicable” means when student no longer fulfills the eligibility terms and conditions of the particular discount, rebate, grant, scholarship, etc. 
(iv) No refund of RRS, P&A, LF, MF, PF & SV Fees in all cases including dropped all courses and withdrawn from the University. 
(v) Normal Refund Policy is not applicable to students under fee promotion packages. In addition, for withdrawal of studies from the University, any refunds, if applicable, shall be 

computed using the University’s method of computation.  

(vi) The following category of courses are not entitled for any refund regardless of when it is dropped / when student withdraws from the University:  

▪ SCR course, Supplementary Assignment course, A previously deferred course 
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VII Learning Support Services and Facilities 
 
Students enrolled in courses offered by WOU enjoy a variety of quality support services. These 
include the provision of high quality course materials, experienced and qualified tutors, well 
designed tutorial sessions as well as an effective online Learning Management System (LMS). On 
top of that, facilities and services available at our Regional Centres / Learning Centre will add value 
to your learning process. 
 

Learning Management System (FlexLearn) 
 
WOU’s Learning Management System (LMS), also known as FlexLearn, is a platform that supports 
interactions between the tutors, course leads and students. It also hosts the online course 
materials, supplementary course materials like tutorials PowerPoint slides, online quizzes, updates 
and announcements to complement the course conducted. You can find the following key elements 
in FlexLearn: 
 

 Assignments for each course 
 Online course materials 
 Guides, procedures and links to Online Assignment Submission (OAS) System 
 Online forums on a course-by-course and tutorial group basis 
 Real-time chats with the course lead, tutors and students at appointed time 

 

Course Materials 
 
Upon confirmation of your course enrolment, you will be granted access to our comprehensive set 
of course materials that are specially designed and written by experts in the discipline via the 
Learning Management System i.e., FlexLearn. These course materials include appropriate 
activities or exercises as well as suggestions for further practice and reading. You can also access 
additional resources on FlexLearn.   
 
You are encouraged to download your course materials online to save time and cost since you can 
immediately access your course materials from home or office.  Textbooks are available for certain 
courses only and you can collect it from the Regional Centres. 
 

Tutors and Tutorials 
 
At the beginning of the semester, you will be assigned to a tutorial group for each course you enrol 
at the Regional Centre of your choice. If you find a clash in the time table or for other legitimate 
reasons wish to change your tutorial group, you must fill up the Application for Tutorial Group Re-
Allocation Form and obtain prior approval before the change can be effected. 
 
During self-study, you may encounter learning difficulties and need to seek guidance or further 
clarification on certain matters.  To facilitate this, the University has recruited highly qualified tutors 
from universities and other institutions of higher learning as well as from the industry. Your tutor 
will facilitate your learning throughout your learning cycle with WOU. Tutors will lead discussions 
at tutorials and provide clarifications on issues related to the course; mark your assignments, 
provide feedback and advise you as well as monitor your progress; foster collaborative learning 
and support between you and your peers and act as study-counsellors. Face-to-face or online 
tutorial sessions are scheduled for you to meet with your tutors and peers during the weekends or 
weekdays at the Regional Centre / Learning Centre of your choice. You are encouraged to attend 
all tutorial sessions. 
 
Students are advised to dress appropriately while on the University premises (Main Campus / 
Regional Centres / Regional Support Centres / Learning Centres) at all times. However, students 
attending events, industrial training, field trip, examination, etc. at external venues, are required to 
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abide by the dress code practices of the respective venues in order to avoid the risk of being barred 
entry into the external premises. 
 

Regional Centres, Regional Support Centres and Learning Centres 
 
To facilitate a conducive learning experience for students throughout their studies, WOU has 
established five Regional Centres and 3 Learning Centres in Malaysia. They are located in 
Penang, Ipoh, Kuala Lumpur, Johor Bahru, Kuching, Miri and Kota Kinabalu along with one 
Regional Support Centre in Bandar Utama, Petaling Jaya. 
 
The Regional Centre is always ready to serve you by providing any assistance needed in your 
academic pursuit. You are encouraged to approach the Regional Centre / Learning Centres / 
Regional Support Centre nearest to you should you encounter any difficulties or have any queries. 
 

 computer labs 
 tutorial rooms 
 library and study areas 
 computer facilities 
 video conferencing facilities 
 disabled-friendly building including chair-lifts 
 counselling room / student service room 
 male / female prayer rooms 
 male / female washrooms 
 car parking facilities 
 wireless Internet service 

 
The Regional Centre is always ready to serve you by providing any assistance needed in your 
academic pursuit. You are encouraged to approach the Regional Centre / Regional Support Centre 
nearest to you should you encounter any difficulties or have any queries. 
 
The support services that are provided by the Regional Centres include: 
 

 Course counselling to help students in their selection of appropriate course(s). 
 Registration and enrolment of course(s). 
 Sourcing of financial assistance. 
 Collection of fees. 
 Counselling, advice or guidance to students in handling academic and non-academic 

challenges. 
 Handling of student grievances, concerns or dissatisfactions. 
 Facilitating of peer group activities via student associations and study groups. 

 
WOU Learning Centres support the conduct of academic activities such as tutorials and computer 
lab classes. The Learning Centres may be located in the same building as the Regional Centres, 
or in a WOU affiliated institution located near the Regional Centres. Please refer to Enquiries 
section at the end of this handbook for the contact details and Appendix III for the locations of the 
Regional Centres, Regional Support Centres and Learning Centres. 
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Tun Dr Lim Chong Eu (TLCE) Library 
 
The library website at http://woulibrary.wou.edu.my is your gateway to information and knowledge. 
As a current undergraduate and postgraduate student, you are eligible to use all of the services 
provided by the WOU Main Campus Library at Jalan Sultan Ahmad Shah and the DISTED College 
Library located at Jalan Macalister, Penang.  We arrange access to the world of information 
available in printed, multimedia and electronic format and the training and support to exploit it to 
the full. The Library may appear a little daunting at first but don’t be put off. We are here to help 
and support you every step of the way during your studies. The facilities are open for everyone to 
use. We encourage you to make use of the support, resources and services available. It really will 
help you make the most of your time at University.  

Remember to bring your student Identity card at all times. You will need it to enter campus and the 
library turnstile. Members generally use the library to study and do research. To avoid disturbing 
serious users, please switch your hand phones to silent mode before entering the library.  

A summary of the services provided by the Library for students 
 
The TLCE Library resources are accessible from off-campus 24/7 via the Internet. It provides links 
to the following: 
 

 MyCatalogue (http://woulibrary.wou.edu.my/vportal/mycatalogue.asp) 
Search the library’s electronic bibliographic database to know what is available in the 
library’s collection. MyCatalogue describes the books, audiovisual materials, periodicals, 
and other materials owned by Wawasan Open Library and DISTED College Library. You 
can use MyLibrary Account to renew books online (one-time renewal for students). You 
can also use the system to check your borrowing record, reserve books out on loan and to 
make a document delivery request. Please note that for the latter, postage charges will be 
borne by the requestor. 

 
 MyDigitalLibrary (http://woulibrary.wou.edu.my/digital_lib/e-resources.asp) 

Contain electronic resources such as books, journals, reports, dictionaries 
theses/dissertation, etc. subscribed by the Library and free Internet reference resources.  
All students of Wawasan Open University and DISTED College are automatically entitled 
to access these resources. You are encouraged to attend the library instruction course in 
order to make full use of these information resources. Most of the e-resources are 
accessible through the library portal. If you are a WOU student, all you need is your 
University username and password to log-in. There are however, a few resources which 
may only be accessed via publisher’s assigned username and password. Contact the 
reference librarian for the username and password or e-mail to library@wou.edu.my. 
 
Use our EBSCO discovery search service to search our collections and subscribed 
databases.  

 
 In-house databases 

These are databases produced by library staff such as WOU news clippings, staff papers, 
e-course reserves (reading materials set aside by lecturers for the exclusive use of their 
students), WOU project reports, theses/dissertations, open educational resources (OERs) 
and past examination papers.  

 
 E-reference service 

Get answers to your questions by using one of the following. We will respond as soon as 
possible: 
 

▪ Contact us at Help Centre : https://helpcentre.wou.edu.my/ 
▪ Chat online with a librarian during office hours i.e. Monday to Friday, 8.30 a.m.-

5.30 p.m. 

https://helpcentre.wou.edu.my/
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▪ Check-out the Frequently Asked Questions section 
 

 Inter-library Loan Service 
Inter-library Loan (ILL) service is available to all WOU students and academic staff.  
 
You can either place your request online at 
http://woulibrary.wou.edu.my/help/interlib_loan.asp  or e-mail to the librarian at 
library@wou.edu.my. You will be notified as soon as the materials arrive. Please note that 
ILL charges will be transferred to the requestor, if any. 

 
 Borrowing 

For undergraduate, you are allowed to borrow a maximum of four books from the general 
or multimedia collections for two weeks. Reference books and archives are to be used in 
the library only. Books out on loan to other students may be reserved by you as long as 
you do not have any outstanding fines or overdue books. Check the Regulations for the 
Tun Dr Lim Chong Eu Library Services for further information on your borrowing 
privileges. 

 
 Returning Books 

All books borrowed should be returned to the Circulation Desk during the Library opening 
hours. You will need to show your ID card for borrowing and returning of library books. 

 
 Library Computer Workstations 

The computers are intended for students doing class work that requires access to online 
information resources. These are available on a walk-in basis, first come first served. No 
advance reservations will be accepted. The standard time limit for using the computers is 
one hour. 

Please note that usage of this facility depends on students using the computers 
appropriately and in accordance with the Regulations for Information Technology 
Services and Facilities as well as the Regulations for the Tun Dr Lim Chong Eu 
Library Services. Those found abusing the privilege will risk being denied further access 
to library computers. 

 
 Library Information Literacy Workshop 

Course objectives: 
▪ Identify a variety of types and formats of potential sources of information. 
▪ Understand the value and nature of information and how it is organised. 
▪ Effectively search for information using both print and electronic resources. 
▪ Evaluate information and its sources critically. 
▪ Cite sources following accepted citation styles and avoid plagiarism. 
 
These sessions are conducted by reference librarian and are designed to acquaint WOU 
students in the use of specific information resources such as the Internet, TLCE Library, 
audio-visual materials, searching techniques and writing proper referencing/citations that 
are needed to complete course assignments successfully. 
 

 Turnitin – Online Plagiarism Checking Service 
The University is currently subscribing to Turnitin online service as part of its all round effort 
to instil the value of honesty in academic writing in all of its students and faculty members. 
If an act of plagiarism has been detected in an assessment paper, then the lecturer 
concerned may grade the paper accordingly. It is available at http://www.turnitin.com. 
Turnitin is solely for University-related assessments use only. 
 
For details on the need to use Turnitin.com and obtaining your class ID and password, 
please contact your lecturer. 

http://woulibrary.wou.edu.my/help/interlib_loan.asp
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The compulsory use of the Turnitin per semester will be advised from time to time by 
your respective Lecturer. 

Information Technology Services 
 
Open Access and Computer Laboratory Policy 
 
Open Access 
The University will make available open access computing facilities in designated areas for 
students to do their assignments, research and access learning resources on the web. Open 
access computing facilities are solely for individual use when not booked at any time for class 
teaching. 
 
Computer Laboratories 
The University’s computing laboratories are used for supervised training sessions and at other 
times for students completing assignments associated with such training. 
 
Computing Facility Admission Requirements 
 

I. A student will be admitted to the Open Access and Laboratory Computing Facility when: 
a. the student has a valid Wawasan Open University Student Identity Card, OR 
b. an unexpired temporary admission card. 

 
II. Current Wawasan Open University Administrative / Teaching Staff will be admitted when: 
a. space is available, for the purposes of developing class assignments or conducting official 

university business that requires the use of the open access facilities, OR 
b. for teaching purposes in the Laboratories. 

 
III. No one will be admitted to the Open Access and Laboratory Computing Facility on 

any other form of ID, or for any other payment or consideration. 
 
Appropriate Use of the Facilities: 
 

1. Open Access and Laboratory computing facilities are for educational purposes only and 
subject to the Regulations for the Information Technology Services and Facilities.  

2. ITS Support staff are there to assist or help the users with issues on University approved 
hardware and software, but they will not assist in student assignments nor answering to 
any HOW-DO-I questions. ITS Support staff will not assist in troubleshoot student personal 
devices such as laptop, tablet PC or smart phone. 

3. Personal data backup is the responsibility of the end-user. The University will not be 
responsible for any loss of user data. Computer files will be erased upon the restarting of 
the computer. 

4. No open packages/containers of food or drinks will be allowed in the computing facility. 
Smoking is strictly prohibited. 

5. Groups are allowed into the computing facility but limited to one workstation and its 
associated equipment only. They cannot disrupt the learning environment of others, and if 
they do so, will be asked to disband. 

6. Mobile phones must be switched to the silent/vibration mode when entering the 
Laboratory/Library. All calls must be made/answered outside the Laboratory/Library. 

7. Stations left unattended for more than 10 minutes may be reassigned to other users; 
personal items left unattended may be removed, without prior notice, by the staff on-duty. 

8. Any person who does not comply with the policies described above may be denied access 
to the Laboratories. 

 
 
 
 



January 2023 Semester ODL Student Handbook 

Wawasan Open University | 39 

 

Wireless Network (WIFI) 
 
Wireless network access is available in designated areas like cafeteria, library, theatre halls and 
seminar rooms located within the campus and regional centres. The network is Wi-Fi compatible 
to IEEE standards 802.11g/n/ac and provides users with access to a number of web-based 
resources including Internet, the FlexLearn, Digital Library, Student Portal, and e-mail services. 
The service has been designed primarily for Open Access. In order to access the service, the user 
must be a current student of the University. Student is advised to hook up to student channel at 
main campus with their own Student ID for authentication, whereas to obtain the login-ID from 
respective staff for regional centres.
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VIII Assessment and Examinations 
 
The typical assessment for any course consists of two (2) components: 

 Continuous assessment 
 Final assessment 

 
Assessment 

 
Assessment 

(100%) 
 
 

Continuous Assessment        Final Assessment 
 
 
 
 
 
 

 
The grade for a course is assigned based on the overall score, which combines both the continuous 
assessment and the final examination components. 
 
Undergraduate programmes 
 

1. In order to pass a course, a minimum threshold, as set by the University must be achieved in 
both the continuous assessment and the final examination components. In this regard, 
students are advised to duly submit their assignments and to sit for the final examination. The 
weighted scores of both assignments will contribute to the continuous assessment component. 

 

2. A student must achieve a minimum of Grade D in order to pass a course. 

 

3. If a student has passed both components, the grade for the course will be accorded based on 
the overall course score. However, if a student fails either component, the highest grade that 
can be achieved is “C”. 

 

4. A student who has met the minimum threshold for the continuous assessment component but 
failed to meet the minimum threshold for the final examination component will be given Grade 
F and will be allowed to apply for supplementary examination during the semester in which 
the course is offered. 

 

5. A student who has met the minimum threshold for the final examination component but failed 
to meet the minimum threshold for the continuous assessment component, will be given Grade 
FT and will be allowed to apply for supplementary continuous assessment (ALL components) 
during the semester in which the course is offered. 

 

6. A student who does not meet the minimum threshold for both the continuous assessment and 
the final examination components, will be given Grade FX and will not be allowed to sit for 
supplementary examination and supplementary continuous assessment. The student will have 
to repeat the course. 

 
Students are reminded that although “C- “, “D+” and “D” are accepted as “pass” grades, they 
nevertheless do not reflect a satisfactory performance level (GPA is still below 2.00) and students 

Online 

Quizzes  

Assignments Final Examinations 
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must try to consistently achieve a Grade C and above in order to maintain a good academic 
standing.  
 
Postgraduate programmes 
 
1. In order to pass a course, a student must pass both the continuous assessment and final 

examination components and achieve a minimum of Grade C.  
 
2. A student who has passed the continuous assessment component but failed the final 

examination component, will be given Grade F and will be allowed to apply for supplementary 
examination during the semester in which the course is offered. 

 
3.  A student who has passed the final examination component but failed the continuous 

assessment component, will be given Grade FT and will be allowed to apply for supplementary 
continuous assessments (ALL components) during the semester in which the course is offered. 

 
4. A student who has failed both the continuous assessment and the final examination 

component, will be given Grade FX and will not be allowed to sit for supplementary 
examination and supplementary continuous assessment. The student will have to repeat the 
course. 

 
Continuous Assessment 
 
Continuous assessment is coursework assigned to ascertain the knowledge, understanding and 
skills attained by students. It may consist of assignments, short tests, quizzes, projects, laboratory 
sessions or participation in online forums. All the above will be assessed by your tutors. 
 
You are expected to learn from and fully utilise the course materials provided, along with the 
references recommended for each course. Besides that, you are strongly encouraged to read extra 
materials related to the course and discuss topics of interest with peers from time to time. Some 
students learn best on their own, but many learn a lot through discussions with peers. Opinions 
and insights which you gather while discussing with peers are as valuable as those you acquire 
from reading and attending tutorials. There is nothing wrong with discussing assignment questions 
in advance with peers. By discussing the course objectives and testing one another’s 
understanding, you will help yourself and others to learn. 
 
Plagiarism 
 
A student shall not, when submitting an assignment / project / thesis / dissertation, present the 
work of others as his or her own work. This includes submitting an assignment or part of an 
assignment which has been written jointly with other persons or has been copied in its entirety or 
in part, without acknowledgement, from the work of other persons, whether published or otherwise. 
Such actions or attempts are considered as academic dishonesty (plagiarism). A student found to 
have violated this regulation shall be liable to proceedings and other disciplinary action as may be 
specified by the University. 
 
Students may use the web-based service called Turnitin (http://www.turnitin.com), which allows 
users to find and highlight matching or unoriginal text in a written assignment. 
 
Points to note: 
 
Refer to Item 7 of “Regulations for Assessment and Examinations”. 

  Item 2 of “Regulations Governing Academic Integrity and Student Discipline”. 
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Online Assignment Submission System 
 
The Online Assignment Submission (OAS) System enables students to deposit their assignments 
with immediate acknowledgment, and this is available for all courses via 
https://assignment.wou.edu.my. Through this system, the student needs only to log in and click 
on the relevant course to submit an assignment. 
 
One advantage of the OAS system is the convenience it offers – students need not travel to their 
Regional Centres to deliver their assignments, nor do they need to go to the nearest post office to 
mail their assignments. This removes the hassle of travel by both tutors and students whilst 
eliminating the need for printing. 
 
The system also allows administrators to have a centralised and accurate record of submissions. 
As the assignments are automatically deposited into the system, they are instantly recorded. 
 
Tutors can retrieve the students’ assignments from any place with Internet access, and proceed to 
provide the necessary attention and feedback. 
 
Assignment Submission Deadlines 
 
Each assignment has a “deadline” which is the final date of receipt by the University for marking. 
For an assignment, the “deadline” is the last date for the assignment to be submitted online. 
Submission of assignments by fax and email will not be accepted, unless otherwise instructed.  
Please refer to the Online Assignment Submission deadlines published in the Academic Calendar 
on the Student Portal. 
 
A student shall submit assignments for a course in accordance with the dates which the University 
will communicate to the student. However, an assignment may be submitted after the final 
submission date for the assignment and be accepted for marking if there are good reasons and 
provided that permission has been obtained in advance for the extension of the final submission 
date, as follows: 
 
Undergraduate programmes 
 
The approving authorities for assignment submission extension: 
 

a) if the assignment is to be submitted later than one (1) day, but within 14 days after the final 
submission date for that assignment: approval from the course lead of the course is 
required; 

b) under exceptional circumstances, if the assignment is to be submitted later than 14 days 
but not more than 21 days after the final submission date for that assignment: approval 
must be obtained from the Dean and provided also that a member of staff is available to 
mark the assignment. 
 

Postgraduate programmes (coursework mode) 
 
The approving authorities for assignment submission extension: 
 

a) if the assignment is to be submitted later than one (1) day, but within 7 days after the final 
submission date for that assignment: approval from the course lead of the course is 
required; 

b) if the assignment is to be submitted later than seven (7) days but within 14 days after the 
submission deadline for that assignment: approval must be obtained from the Dean. 

 
In all cases of late submission of assignments without prior approvals, the student shall be imposed 
a 30% penalty in the marks awarded for the said assignments (new students are given a one 
semester grace period and shall be exempted from the 30% penalty ruling). However, the Course 
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Lead will still have the right to reject the assignment, in which case a zero score shall be given for 
that assignment. Students are therefore reminded to seek prior approvals should they need an 
extension of the assignment submission deadline. 
 
Online application for extension of assignment submission must be submitted through the Online 
Assignment Submission (OAS) System using the Application for Assignment Submission – 
Extension Request form . 
 
Note: No extension will be granted for the submission of the last assignment for undergraduate 
and postgraduate courses due to the insufficient amount of time between feedback from tutors and 
commencement of examination period. 
 
Marking of Assignments 
 
Your tutor will mark your assignments and comment online. Students will be able to view tutors’ 
feedback/comments and grades through the Online Assignment Submission (OAS) System. 
 
Resubmission 
 
A student shall not be permitted to resubmit any assignment in an attempt to improve the score for 
that assignment. 
 
Appeals on Continuous Assessment Results 
 
A student who has grounds for considering that there is a miscalculation in the score awarded for 
an assignment, or who believes there are grounds for querying any comments made by the tutor 
on such an assignment, shall apply for review by the tutor concerned within seven (7) days of the 
date that the assignment grade was released. 
 
The Online Assignment Submission (OAS) system will display the final total marks of the 
assignment(s) and the corresponding grade.  
 
As for the individual questions in the assignment, only the grades (and not marks) would be 
revealed. This is to inform students on their progress in the continuous assessment component 
and subsequently work towards achieving a pass grade in the overall course score.  
 
Any change in the TOTAL marks of the assignment (i.e. additional marks obtained after the review) 
would not warrant a refund, if there is no GRADE change in the assignment. 
 
Such an appeal can be made using the Continuous Assessment-Regraded Marks and Grades 
form (T-RG). An administrative fee will be levied and this fee will be refunded to the student if there 
is a change in the grade after the review process. 
 
If a student is not satisfied with the action taken by the tutor with regard to the enquiry, the student 
may apply to the Course Lead concerned together with all related correspondences so that it is 
received by the Course Lead within seven (7) days of the date of the tutor’s decision. 
 
Standardisation of Tutor Marking 
 
WOU monitors continuous assessment marking to ensure a reasonable degree of uniformity of 
marking and an adequate level of teaching comments. Throughout the course, some (10%) of the 
continuous assessment components will be moderated by the Course Leads. 
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Postgraduate programmes (research mode) 
 
Assessment shall be determined by the following: - 

 evidence of competency in carrying out independent research and successful completion 
of a substantial research project; 

 demonstrate to have acquired an in-depth and up-to-date of knowledge of development 
and trends in the area of research; 

 for Master of Philosophy (MPhil): making an original contribution to the body of knowledge 
in the field of research study; for Doctor of Philosophy (PhD): making a significant and 
original contribution to the body of knowledge in the field of research study. 

 ability to communicate the result of research in preparation of a thesis / dissertation to the 
required standard 

 
Both PhD and MPhil thesis / dissertation shall be examined by one internal and one external 
examiner. A second external examiner may be appointed at the discretion of the Panel of 
Examiners. Supervisors and co-supervisors shall not be examiners for candidates under their 
supervision. 
 
The Panel of Examiners shall comprise of the Deputy Vice Chancellor (Academic), Dean of the 
School, Director of Centre for Graduate Studies, or their respective designated representative, and 
at least one other senior member of the academic staff. The Panel shall decide on the result based 
on reports submitted by the internal and external examiners. 
 
Upon completion of the viva voce examination, the panel of examiners may recommend to Senate 
that: 

 the candidate be awarded the degree, 
 the thesis/dissertation requires minor modifications or corrections and to be resubmitted 

within one month, 
 the thesis/dissertation requires major modifications and may be submitted within six 

months after incorporating the relevant modifications, 
 the thesis requires re-writing/re-submission with gathering of new data and the candidate 

may be permitted to resubmit the thesis, not exceeding one year after the communication 
of the result, or any extension allowed by the Panel. In addition, a further viva voce will be 
conducted. 

 in the case of MPhil, the dissertation is unsuitable for the award of the degree. 
 in the case of PhD, where the thesis is deemed unsuitable for the award, a candidate may 

be considered for the award of the MPhil if deemed appropriate by the Panel. 
 
Final Examination 
 
Final examination is an end-of-semester evaluation that will be held at designated examination 
centres at the stipulated date and time. The examinations will be scheduled on the 13th and 14th 
week of each semester. The rules governing examinations are stipulated in “Regulations for 
Assessment and Examinations”. 
 
The examination timetable will be posted on the Student Portal well before the examination period. 
Students are responsible to print and check their own examination timetable thoroughly and be at 
the examination centre well before the commencement of the examination. All students must 
familiarise themselves with the “Examination Instructions to Candidates”. 
 
Examination Misconduct 
 
Examination misconduct includes, but is not limited to, any of the following: 
 

a) taking into the examination hall, or possessing or consulting while in that hall, any books, 
memoranda, notes, electronic storage devices such as an electronic organiser, hand 
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phone, diary or electronic dictionary, smart watch or any other similar material, except such 
as may have been supplied by the invigilator or authorised by the examiner; 

b) aiding or attempting to aid another candidate, or obtaining or attempting to obtain aid from 
another candidate; 

c) consulting, or attempting to consult, any books, memoranda, notes, electronic storage 
devices or any other similar material while temporarily outside the examination hall during 
the period of an examination. 

d) Written or printed notes found on the front / back / either side of the examination notification 
slip; 

e) Failure to adhere to the examination instructions as read out by the Chief Invigilator. 
 
A candidate found to have committed misconduct shall be liable to proceedings and disciplinary 
action as may be specified by the University. 
 
Points to note: 
Refer to Item 16 of “Regulations for Assessment and Examinations”. 
 
Absence from an Examination 
 
Students who are absent from examination do not need to submit an appeal for special 
consideration for absence from examinations. 
 
A candidate who is absent from any examination but meets the minimum threshold (as set by the 
University) in the continuous assessment component will be allowed to sit for supplementary 
examinations any number of times, subject to the approval of the respective Schools (Grade AR). 
 
However, a candidate who is absent from any examination but does not meet the minimum 
threshold (as set by the University) in the continuous assessment component will not be allowed 
to sit for the supplementary examinations (Grade F*). 
 
Points to note: 
Refer to Item 17 of “Regulations for Assessment and Examinations”.  
 
Re-sitting Examinations (Supplementary Examinations) 
 
All re-sit examinations will be held together with the main examinations.  
 
Students from the following categories shall be given the opportunity to re-sit the failed course(s) 
(EXCEPT for Project courses) during the main examination period when the course is offered: 
 
Undergraduate programmes  

 Students who have failed in the main examinations and obtained Grade F or 
 Students who are absent from any examination and given Grade AR. 

 
Postgraduate programmes  

 Students who obtained Grades D and E, or 
 Students who have failed in the main examinations and obtained Grade F or 
 Students who are absent from any examination and given Grade AR. 

 
A candidate will be given 2 years to register for the re-sit examination, subject to the approval of 
the respective Schools. In the case where a candidate who has registered and sat for the re-sit but 
failed to redeem a pass grade, the 2-year validity period will be renewed. However, candidates 
who have failed to register or did not register for the re-sit examinations within the 2-year period 
will be required to REPEAT the course. 
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At the Undergraduate level, the grade for the course will be accorded based on the overall course 
score if students have passed both components in the supplementary examinations. However, if 
students fail either component, the highest grade that can be achieved is “C”. 
 
At the Postgraduate level, students are required to pass both components in order to pass a course 
and the grade for the course will be accorded based on the overall course score in the 
supplementary examination. 
 
Supplementary for Continuous Assessment Component 
 

A student who has been given Grade FT for a course will be allowed to re-do the continuous 
assessment without having to re-sit the final examinations. Eligible students must apply for 
supplementary for continuous assessments (for ALL continuous assessment components) during 
the semester in which the course is offered.  

 

A candidate will be given 2 years to register for the supplementary continuous assessment, subject 
to the approval of the respective Schools. In the case where a candidate who has registered for 
supplementary continuous assessment but failed to redeem a pass grade, the 2-year validity 
period will be renewed. However, candidates who have failed to register or did not register for the 
supplementary continuous assessment within the 2-year period will be required to REPEAT the 
course. 

 

Repeating a Course 
 
A candidate who has passed all the components of a course but wishes to improve the overall 
grades, or a student who has failed a course (Grade FX), may repeat the course and the best 
grade achieved will be used in the computation of the Cumulative Grade Point Average (CGPA). 
 
The student may request, upon registration for repeat of undergraduate and postgraduate courses, 
for ALL or NONE of the continuous assessment component marks from the most recent sitting of 
the same course to be retained for the repeated sitting. (Note: A student must have completed all 
required continuous assessment components in the earlier sitting)  
 
Such request can be extended for any number of repeated sitting but the School reserves the right 
to approve or disapprove the retention depending on circumstances. 
 
Course Results 
 
Course grades are released online via Student Portal approximately 4 to 5 weeks after the 
examination period. The result notification slip indicating a student’s overall performance in the 
course(s) examined will be available online via the Student Portal approximately two (2) weeks 
thereafter. Students are required to print their own copy for retention / use. 
 
Appeal on Course Results 
 
A student who believes an error was made in determining his / her course result may address an 
appeal in writing to the Registrar via the Regional Centre on the prescribed form within two (2) 
weeks of the release of course results.  
 
Students lodging queries or appeals shall be required to pay an administrative fee. This fee will be 
refunded if the original result status is revised. 
 
Points to note: 
For procedures on appeal, refer to Item 23 in “Regulations for Assessment and Examinations”. 
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Grading System 
 
The University adopts the Grade Point Average (GPA) as a measure of a student’s academic 
performance in a particular semester and the Cumulative Grade Point Average (CGPA) as a 
measure of the student’s overall academic performance covering the total duration of study with 
the University. 
 
For UNDERGRADUATE programmes, (i.e. bachelor’s degree, graduate diploma, graduate 
certificate and diploma) and Postgraduate Diploma in Education programme, the grading 
system is as follows: 
 

 
The performance of students in assignments as well as the final examination is indicated by the 
grade achieved. “A”, “B”, “C” and “D” indicate various “pass” grades while “F” indicates a fail grade. 
 
For POSTGRADUATE programmes excluding Postgraduate Diploma in Education, the grading 
system is as follows: 
 

 
 
The performance of students in assignments as well as the final examination is indicated by the 
grade achieved. “A”, “B” and “C” indicate various “pass” grades while “D”, “E” and “F” indicate a 
fail grade. 
 
Level Contributions 
 
The overall academic performance of the student will be based on the student’s attainment in the 
various courses taken at the lower, middle and higher levels. Each course level carries a certain 
weightage towards the determination of the final award. The respective contribution of each level 
of courses will influence the GPA and CGPA. 

Grade  Grade Point  Point Status 

 A 4.00  Distinction 

 A- 3.67  Excellent 

 B+ 3.33  Extremely Good 

 B 3.00  Very Good 

 B- 2.67  Good 

 C+ 2.33  Moderately Good 

 C 2.00  Satisfactory 

 C- 1.67  Weak  

 D+ 1.33  Very Weak  

 D 1.00  Extremely Weak  

 F 0.00  Fail 

Grade  Grade Point  Remarks Status 

A 4.00 Distinction 

Pass B 3.50 Excellent 

C 3.00 Good 

D 2.00 Poor 

Fail E 1.00 Very Poor 

F 0.00 Fail 
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GPA and CGPA Determinations 
 
The determination of the GPA and CGPA will be computed on the basis of a weighted average. 
 
Points to note: 
For details on Level Contributions, GPA and CGPA Determinations for Undergraduate 
programmes, refer to Item 21.2 in “Regulations for Assessment and Examinations”. 
 
For details on GPA and CGPA Determinations for Postgraduate programmes, refer to Item 21.3 
in “Regulations for Assessment and Examinations”. 
 
Dean’s List 
 
The Dean’s List honourably mentions students with outstanding academic achievements every 
semester. The criteria for qualifying to be on the Dean’s List are as follows: - 
 

 An undergraduate student must have registered at least 9 credits in the semester under 
consideration; 

 A postgraduate student must have registered at least 6 credits in the semester under 
consideration; 

 Achieved a GPA of 3.85 and above; 
 Not barred from any courses; 
 Not in any arrears of fees; and 
 Must have submitted all the continuous assessments prescribed for the courses. 

 
* The University reserves the right to make changes to the qualifying criteria as and when 
appropriate. 
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IX Examination Instructions to Candidates 
 
General Instructions 
 
1. Examinations will be conducted during the allocated times shown in the examination timetable. 

You must take note of all details in the examination timetable such as date, time and venue for 
your respective courses. Misreading of the examination timetable cannot be accepted as a 
reason for failure to attend an examination and you will be given a “Fail” grade. 
 

2. The examination venue will be opened for admission 10 minutes before the time scheduled 
for the commencement of the examination. You are not allowed to enter the examination venue 
until the Invigilator on duty gives the signal to do so. 
 

3. You must be punctual for the examination and must bring along your National Registration 
Identity Card / Passport, Student Identity Card and Examination Notification Slip (which must 
be printed on a clean sheet of paper without any notes written / typed on either side of 
the slip). If you fail to show the Examination Notification Slip you will not be admitted into the 
examination venue until your eligibility to sit for the examination has been verified.  

 
4. You are to find the allocated seat in a quiet and orderly manner but are not allowed to turn 

over the question paper until instructed. 
 

5. If you are late more than half an hour, you shall be permitted to enter the examination venue 
at the discretion of the Chief Invigilator. However, you will be required to sign a declaration 
form which states clearly that the University reserves the right to refuse to accept the script, if 
any other candidate had previously left the examination venue at any venue. 

 
 
Dress Code and Personal Belongings 
 
6. You are required to dress appropriately according to the dress code practices of the respective 

venues for examinations in order to avoid the risk of being barred entry into the premises. 
Please be advised that informal attire such as sleeveless top, shorts, miniskirts and slippers 
are not allowed. Should you fail to abide by the above, you are risk being barred from entering 
the examination venues. 
 

7. All your personal belongings (such as bags, pouches, ear / headphones, laptops etc.)  
must be placed at the designated area outside the examination venue. Please do not bring any 
valuable belongings except the essential materials required for the examinations. The 
University will not be responsible for the loss or damage of any belongings in or outside 
the examination venue. 

 
 
Items Not Permitted in the Examination Hall and Examination Misconduct 

 
8. Books, documents, notes or pictures, except materials authorised by the examiner, cannot be 

brought into the examination venue. In the examination venue, candidates may be supplied 
with books, papers, documents, pictures or any other material authorised by the Dean upon 
advice by the Internal Examiner. 

 
9. No food or drink, other than water, is to be brought into the examination venue. 

 
10. You are not allowed to bring into the examination venue any unauthorised materials such as 

bags, hand phones, wallets / purses, pencil cases, geometrical instrument cases, any other 
containers / cases, any electronic devices / gadgets and / or storage capabilities such as tablet, 
PC, smart watch, portable audio / video / gaming devices, etc.  
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11. Calculators (without the casings) may be brought into the examination venue if authorised by 

the Internal Examiner. You may only bring in pens, pencils and any authorised writing 
materials. 

 
12. The usage of hand phone and electronic devices are strictly prohibited during the examinations 

and is against the Examination Rules and Regulations. All hand phones and electronic devices 
must be switched off before you enter the examination venue and kept in your bags at the 
designated area before proceeding to your allocated desks.  

 
13. If you are found to have copied / cheated or are found to be in possession of any unauthorised 

materials and/or devices as mentioned above in the examination venue, you shall be liable to 
proceedings and disciplinary action as may be specified by the University. The unauthorised 
materials and/or devices may be confiscated and retained for investigation of possible violation 
of regulations. Candidates suspected of copying / cheating can be expelled from the University. 

 
 

Upon entering the examination hall 
 

14. You are not allowed to communicate with anyone after entering the examination venue and 
during the examination, whether verbally or through any other means. If you wish to 
communicate with the invigilator, you should raise your hand. 
 

15. Upon taking your seat, you are required to:  
 

a) complete in full, sign the Attendance Slip and place it at the top right hand corner of their 
desk.  

b) place your National Registration Identity Card / Passport, Student Identity Card and 
Examination Notification Slip on top of the completed Attendance Slip. The Attendance 
Slip will be collected by an invigilator.  

 
16. You are required to write your Index Number in words and figures on the cover of the answer 

booklet or OMR forms / graph papers (if used). You are not allowed to write your names or 
Student ID numbers on any answer scripts. 

 
17. Examiners will not mark the answer scripts if you fail to write your Index Number or you have 

written the wrong Index Number on the answer booklet / OMR forms and you will not receive 
any marks. 

 

During the examination 

18. You are reminded to observe all instructions stated on the cover of the answer booklet. Paper 
for rough work will not be supplied. All rough work may only be done on the question paper or 
in the answer booklet. You should strike out what you do not wish to be marked. Extra answer 
booklets will be supplied upon request.  
 

19. Where candidates answer more than the required number of questions in an examination, only 
the first required number will be marked by the examiner. 

 
20. You are only permitted to use blue or black ink to write your answers in the answer booklet. 

 
21. Unless granted permission by the invigilator, you are not allowed to leave your seat. Once you 

have entered the examination venue, you will not be allowed to leave the venue until 30 
minutes after the examination has commenced. 
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22. If, for any reason, you are given the permission to leave the venue temporarily, you must be 
accompanied by an invigilator throughout your absence from the examination venue. You are 
not allowed to carry any materials / gadgets when leaving the venue temporarily. 

 
23. Candidates who fall ill during an examination must report their illness to the Invigilator on duty 

as soon as possible. 
 

 
At the end of the examination 
 
24. The Chief Invigilator / Invigilator on duty will give a clear signal to indicate that the examination 

has ended. As soon as this signal is given, you must stop writing. 
 

25. You are not allowed to leave the examination venue in the last 15 minutes of the examination 
and during the collection of the answer scripts. All candidates must remain seated throughout 
this period for invigilators to properly account for all answer scripts to be collected. 

 
26. You are responsible for tying your own answer booklets [if more than one book is used] and 

are to remain at your seats until your answer scripts have been collected by the Invigilator. You 
are only allowed to leave the examination hall upon notification by the Chief Invigilator / 
Invigilator. 

 
27. No answer booklets, papers, used or unused, may be removed from the examination venue.  
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X Rules and Regulations 
 

Regulations for Admission, Registration and Maintenance of Status 
 

1. Authority 
 
1.1 These regulations are issued by the Senate under the authority granted to it by Section 

25 of the Constitution to regulate the admission of persons to pursue studies with the 
University.  
 

1.2 The Senate, or any committee of the Senate empowered by it to do so, may adopt 
implementing measures and procedures pursuant to any Regulation provided that 
such measures and procedures will have force only in so far as they are consistent 
with the Constitution and these Regulations. 
 

2. Admissions policy  
 
2.1 In keeping with the objective of the University to provide educational opportunities for 

suitable persons, the University shall maintain an admission policy in accordance with 
the guidelines of the Ministry of Higher Education (MOHE) and Malaysian 
Qualifications Agency (MQA). In the event that there is a revision of this policy to 
consider candidates with an attainment outside those normally prescribed, the 
University will then adopt these new provisions for implementation. 
 

2.2 Unless otherwise specified in Regulation 4.1, the General admission requirements in 
Regulation 3.1 shall be the only requirements for admission to programmes of study 
offered by the University. 

 
2.3 Upon admission to the University, each student will be given a Student Identity 

Number which is unique to the student and the Regional Centre where the student is 
registered. 
 

3. General admission requirements 
 
3.1 For admission to programme of study offered by the University, an applicant shall fulfill 

the entry requirements as prescribed by the Malaysian Qualifications Agency (MQA) 
and Ministry of Higher Education (MOHE). For admission via APEL, an applicant must 
fulfil the criteria as stipulated by MQA. 
 

4. Specific admission requirements 
 
4.1 The University may specify in the Programme Regulations applicable to any given 

programme of study requirements for admission to the programme with the approval 
of the Senate which are in addition to those specified in Regulation 3.1. 

 
5. Registration requirements 

 
5.1 The University will design relevant procedures for application for admission to the 

University, and for initial and subsequent registration on courses conducted by the 
University, which all applicants and enrolled students shall comply in such manner as 
the University shall from time to time specify. 
 

6. Deferment of studies 
 
6.1 Deferment of studies, which is the period of time-off from study, is only applicable 

during the study period in each semester. Deferment of studies involves the deferment 
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of ALL courses enrolled by the student in the particular semester and selective 
deferment of courses is not allowed. A student who wishes to defer his/her studies 
until a later date should apply in writing to the Registrar at such a time and by such 
procedures as the University shall from time to time specify. Approval of an application 
to defer studies is at the University’s discretion.  
 

6.2 The University recognises the following grounds as a basis for deferral of studies: (a) 
illness or medical emergency; (b) family crisis, or similar special circumstances; 

 
6.3 A student who has applied for deferral of studies should continue with his/her studies 

until formal approval is given by the University. 
 

6.4 The approved deferment period for a course will lapse upon the next immediate 
offering of the same course. 

 
6.5 The fees (e.g. Tuition, Laboratory, Microteaching, Practicum, Site Visit fees and etc.) 

for the deferred course(s) are not transferable to remit payment for other course(s) or 
other fees. The fees of a student who has received deferral of studies shall be carried 
forward to the semester the study is resumed. The student is required to resume study 
of the same programme for which deferral was granted. If there is an increase in fees 
when resuming studies in the next offering of the same course, the new fees will apply 
and students are required to pay the difference between the old and new fees. 

 
6.6 If student has completed some assignments/requirements e.g. continuous 

assessments before deferment of studies is granted, those grades (whether pass or 
fail) shall be re-instated when student returns to study from the approved period of 
deferment. However, the School offering the course has the discretion to decide 
whether the student will be required to complete these assignments/requirements 
again upon resuming studies later. (Please note that project courses have different 
terms and conditions for re-instatement of continuous assessment grades.) 

 
6.7 Once the approved deferment period lapses, all associated continuous assessment 

grades and tuition fees will be forfeited. 
 

6.8 For deferment of studies, there is no refund of Registration, Resources and Services 
(RRS) Fee.  
 

7. Withdrawal from courses 
 
7.1 A student wishing to withdraw from a course must submit notification in writing of 

his/her intention to withdraw to the Registrar, at such a time and by such procedures 
as the University shall from time to time specify. 

 
7.2 An application to withdraw from a course will only be entertained if it is received by the 

stipulated deadline in the Academic Calendar. 
 

7.3 A student who withdraws from a course shall not receive a refund of the relevant 
course fees paid to the University. Resubmission to the same course will depend on 
the availability of course places and may require the payment of an administrative fee. 

 
7.4 Courses from which a student withdraws are recorded on his/her transcript of studies 

at the University. 
 

7.5 A student who withdraws from all University courses he/she is studying shall remain a 
registered student of the University. However, if the student has not enrolled in any 
University course for a consecutive period for two (2) years (i.e. six consecutive 
semesters) then the student’s status shall lapse. 
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8. Reinstatement of student status 

 
8.1 A student who has been inactive or deferred by not enrolling in a University course for 

a consecutive period for two (2) years (i.e. six consecutive semesters) will be classified 
as Dormant and such student’s status shall lapse. 

 
8.2 A person whose status as a student of the University has lapsed under the provisions 

of Regulations 7.5 and 8.1 shall be entitled to reinstate himself/herself as a registered 
student of the University by giving notification in writing of his/her intention to seek 
reinstatement to the Registrar, at such a time and subject to such procedures as the 
University shall from time to time specify. An administrative fee will be charged for re-
instatement from Dormant status. 
 

9. The University reserves the right, without prior notice, to change tutorial and 
examination timetables, cancel the offering of courses and programme and alter the 
academic requirements of a course or programme, course content and syllabus, 
credit allotment when necessary and/or as deemed appropriate by the authorities. 
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Regulations for Assessment and Examinations 
 
 
A. ASSESSMENT 
 

1. Authority 
 
1.1 These regulations are issued by the Senate under the authority granted to it by 

Section 14(7) of the Constitution to regulate the conduct of assessments and 
examinations. 

 
1.2 The Senate, or any committee of the Senate empowered by it to do so, may adopt 

implementing measures and procedures pursuant to any Regulation provided that 
such measures and procedures will have force only in so far as they are consistent 
with the Constitution and these Regulations. 

 
2. General provisions regarding assignments 

 
2.1 The University shall from time to time determine the number and nature of 

assignments in each course and their contribution to the student’s course result. 
 
2.2 The University may designate certain assignments or other activities in a course as 

‘compulsory’. Completion of such compulsory assignments or activities is required 
in order to obtain a Pass result in the course. 

 
2.3 The University shall inform the student of:  
 

a) the number of assignments to be completed for a particular course within the 
period of study for the course;  

b) the number of assignments out of the total set which will be used in calculating 
the student’s overall results;  

c) the manner in which the individual assignment scores will be combined. 
 
2.4 The student shall submit each assignment in a course, in the numbers 

communicated to the student under Regulation 2.1. A student who does not submit 
a particular assignment by the specified date shall be given a zero score for that 
assignment. 

 
3. Use of assignments for assessment purposes 

 
3.1 In a course where not all assignments are used in calculating the student’s overall 

result, the University shall select those assignments for which the highest scores 
have been awarded in accordance with the criteria specified for that course. 

 
3.2 Notwithstanding Regulation 3.1, the University reserves the right to designate 

particular assignments as necessary for assessment purposes in which case the 
core for these assignments shall, even if it is zero, automatically be used in 
calculating a student’s overall score.  
 

3.3 In courses where all assignments are to be completed, the scores for all 
assignments shall be taken into account in calculating the student’s overall grade.  
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4. Submission dates 
 
4.1 A student shall submit assignments for a course in accordance with the dates which 

the University will communicate to the student. If an assignment is submitted after 
the final submission date without prior permission, the Course Lead will have the 
right to reject the assignment in which case a zero score shall be given for that 
assignment. 

 
4.2 Exceptionally, an assignment may be submitted after the final submission date and 

be accepted for marking if there are good reasons and provided that permission 
has been obtained in advance of the final submission date, as follows: 

 
 Undergraduate programmes 
 
 The approving authorities for assignment submission extension: 

 
a) if the assignment is to be submitted later than one (1) day, but within 14 days 

after the final submission date for that assignment, from the Course Lead for the 
course; 

b) under exceptional circumstances, if the assignment is to be submitted later than 
14 days but not more than 21 days after the final submission date for that 
assignment, from the Dean and provided also that a member of staff is available 
to mark the assignment. 

 
Postgraduate programmes (coursework mode) 

 
The approving authorities for assignment submission extension: 

 
a) the Course Lead is responsible for marking the assignment - if the assignment 

is to be submitted up to seven (7) days after the submission deadline for that 
assignment; 

b) the Dean - if the assignment is to be submitted later than seven (7) days but 
within 14 days after the submission deadline for that assignment.  

 
In all cases of late submission of assignments without prior approvals, the 
student shall be imposed a 30% penalty in the marks awarded for the said 
assignments (new students are given a one semester grace period and shall 
be exempted from the 30% penalty ruling). However, the Course Lead will 
still have the right to reject the assignment, in which case a zero score shall 
be given for that assignment. 
 
Postgraduate programmes (research mode) 
 
Assessment shall be determined by the following: 
 
a) evidence of competency in carrying out independent research and successful 

completion of a substantial research project; 
b) demonstrate to have acquired an in-depth and up-to-date of knowledge of 

development and trends in the area of research; 
c) for MPhil: making an original contribution to the body of knowledge in the field 

of research study; for PhD: making a significant and original contribution to the 
body of knowledge in the field of research study. 

d) ability to communicate the result of research in preparation of a 
thesis/dissertation to the required standard. 

 
Both PhD and MPhil thesis / dissertation shall be examined by one internal and 
one external examiner. A second external examiner may be appointed at the 
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discretion of the Panel of Examiners. Supervisors and co-supervisors shall not be 
examiners for candidates under their supervision. 

 
The Panel of Examiners shall comprise of the Deputy Vice-Chancellor (Academic), 
Dean of the School, Director of Centre for Graduate Studies, or their respective 
designated representative, and at least one other senior member of the academic 
staff. The Panel shall decide on the result based on reports submitted by the 
internal and external examiners. 

 
A viva voce shall be conducted by at least one of the examiners in the presence of 
at least two members of the Panel of Examiners. A member of the Panel of 
Examiners shall chair the viva voce session. 

 
Upon completion of the viva voce examination, the Panel of Examiners may 
recommend to Senate that: 
 
a) the candidate be awarded the degree under examination, 
b) the thesis / dissertation requires minor modifications or corrections and to be 

resubmitted within one month, 
c) the thesis / dissertation requires major modifications and may be submitted 

within six months after incorporating the relevant modifications, 
d) the thesis requires rewriting / resubmission with gathering of new data and the 

candidate may be permitted to resubmit the thesis not exceeding one year after 
the communication of the result, or any extension allowed by the panel. In 
addition, a further viva voce will be conducted. 

e) in the case of MPhil, the dissertation is unsuitable for the award of the degree. 
f) in the case of PhD, where the thesis is deemed unsuitable for the award, a 

candidate may be considered for the award of the MPhil if deemed appropriate 
by the Panel. 

 
5. Resubmission of assignments 

 
5.1 A student shall not be permitted to resubmit any assignment, whether tutor-marked 

or computer-marked, in an attempt to improve the score for that assignment. 
 
6. Appeals on continuous assessment results 

 
6.1 A student who has grounds for considering that there is a miscalculation in the 

score awarded for a assignment, shall apply for verification so that it is received by 
the tutor concerned within seven (7) days of the date that the assignment grades 
are released online. 

 
6.2 If a student is not satisfied with the action taken by the tutor in regard to the enquiry, 

the student shall apply to the Course Lead concerned together with all related 
correspondences so that it is received by the Course Lead within seven (7) days of 
the date of the tutor’s decision. 

 
6.3 Any appeal submitted shall be for the purposes as indicated in Regulation 6.1 and 

not a review of the score awarded. 
 

7. Academic dishonesty 
 
7.1 A student shall not, when submitting an assignment project / thesis / dissertation, 

represent as his or her own work the work of others. This includes submitting an 
assignment or part of an assignment which has been written jointly with other 
persons or has been copied in its entirety or in part, without acknowledgement, 
from the work of other persons, whether published or otherwise.  
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7.2 A student alleged to have violated Regulation 7.1 shall be liable to proceedings and 
other disciplinary action as may be specified by the University. 

 
8. Special requirements 

 
8.1 It shall be opened to the Senate to designate any course as one in which laboratory 

work or attendance at day schools or tutorials is essential. For a course so 
designated, no student shall be awarded a Pass result without having participated 
in such work to the satisfaction of the Award Committee. 

 
8.2 Notification of any special requirements under Regulation 8.1 shall be given by the 

University to students before the start of each semester.  
 
B. EXAMINATIONS 
 

9. Authority 
 
9.1 These regulations are issued by the Senate under the authority granted to it by 

Section 14(7) of the Constitution to regulate the conduct of assessments and 
examinations. 

 
9.2 The Senate, or any committee of the Senate empowered by it to do so, may adopt 

implementing measures and procedures pursuant to any Regulation provided that 
such measures and procedures will have force only in so far as they are consistent 
with the Constitution and these Regulations. 

 
10. Eligibility for examinations 

 
10.1 A student shall be eligible to sit an examination of the University if he / she is 

registered for the course leading to that examination, or if he / she has been 
permitted to re-sit / repeat the examination in accordance with Regulation 19, 
provided the student has not been barred. 
 

10.2 Students who fail to settle their fees within the payment period as stipulated will be 
barred and will not be eligible to sit for the final examinations. 
 

11. Examination venue and time 
 
11.1 Examinations shall be held in centres as designated by the University. At the 

discretion of the University, and always provided that sufficient notice is given to 
the Registrar, candidates may be permitted to change their examination centre (if 
an alternative centre is available). 
 

11.2 Candidates are required to dress appropriately according to the dress code 
practices of the respective venues for examinations in order to avoid the risk of 
being barred entry into the premises. Informal and inappropriate attire such as 
revealing and sleeveless tops, shorts and slippers are not allowed. Candidates who 
fail to abide by the above, risk being barred from entering the examination venues. 

 
11.3 Each examination session shall be conducted on the date and time shown on the 

published timetable. No departure from the timetable shall be permitted except in 
an emergency and on the authority of the Registrar. 

 
11.4 The time allowed for the examination shall be that specified on the question paper. 

No extra time will be allowed for reading the question paper, or for the benefit of 
candidates who arrive late for an examination. 

 



January 2023 Semester ODL Student Handbook 

Wawasan Open University | 59 

 

12. Admission to the examination 
 
12.1 Each candidate shall be required to produce for admission to the examination: 

 
a) the Student Identity Card issued to the student by the University; 
b) the ID card issued under the Registration Department of Malaysia or Passport 

and 
c) the Examination Notification Slip.  

i. This slip must be printed on a clean sheet of paper. 
ii. No notes should be written / typed on either side of this slip. 
 

12.2 Candidates shall not take into the examination hall any equipment and gadgets or 
materials other than those specified in the announcements issued shortly before 
the examinations. 
 

12.3 A candidate who arrives late shall be admitted into the examination hall during the 
first half-hour of an examination session. 

 
12.4 A candidate who arrives after the first half-hour of an examination session shall be 

admitted into the examination hall, but the Chief Invigilator will be required to 
complete a report stating the time of admission, the reason given by the candidate 
for lateness and whether any other candidate had previously left the examination 
hall, and the candidate is required to sign a declaration form which states clearly 
that the University reserves the right to refuse to accept the script submitted by a 
candidate admitted after the first half-hour of an examination session. 

 
13. Conduct in the examination hall  

 
13.1 Candidates shall not bring into the examination hall any food and drink, bags, pencil 

cases, geometrical instrument cases or any other containers / cases. Calculators 
(without the casings) may be brought into the examination hall if authorised by the 
Course Lead. Candidates may only bring in pens, pencils and any authorised 
writing materials. 
 

13.2 Candidates shall not smoke or eat in the examination hall. 
 

13.3 Candidates must not be in possession of, and shall not be permitted the use of, 
hand phones or other electronic communication devices in the examination hall. All 
hand phones and electronic devices must be switched off before candidates enter 
the examination hall and kept in their bags at the designated place. 

 
13.4 A candidate alleged to have violated Regulations 13.1 to 13.3 shall be liable to 

proceedings and disciplinary action as may be specified by the University. 
 

14. Clarification to candidates 
 
14.1 Where a candidate considers that there is a misprint in an examination paper or 

where a candidate seeks clarification of a question, candidates shall not be given 
any information by an Invigilator or Chief Invigilator. The Chief Invigilator shall 
report any such difficulty raised by a candidate in the written report which he / she 
completes concerning the examination at the end of the examination. 
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15. Leaving the examination hall 
 
15.1 Candidates should not leave the examination hall during the first half-hour of an 

examination session. 
 

15.2 If, after the first half-hour of an examination session, a candidate wishes to leave 
the examination hall to visit the toilet, the candidate shall be accompanied by an 
invigilator. The amount of supervision accorded to the candidate outside the 
examination hall shall be left to the discretion of the Invigilator, but the Invigilator 
shall be entitled to satisfy herself or himself that the candidate does not have 
access either to hand phones, books, notes or any similar material not permitted in 
the examination hall or to other candidates. 

 
15.3 A candidate shall be allowed to leave the examination hall on completion of the 

examination at any time after the first half-hour of an examination session up to 
fifteen (15) minutes before the scheduled end of the examination on surrender of 
the candidate’s answer booklet to an invigilator. However, the candidate shall not 
be re-admitted into the hall. 

 
15.4 No answer booklet, whether used or unused, or any portion thereof, or other 

examination stationery, shall be removed from the examination hall by a candidate. 
 

16. Examination misconduct 
 
16.1 Examination misconduct includes, but is not limited to, any of the following: 

 
a) taking into the examination hall, or possessing or consulting while in that hall, 

any books, memoranda, notes, electronic storage device such as an electronic 
organiser, hand phone, diary or electronic dictionary, smart watch or any other 
similar material, except such as may have been supplied by the Invigilator or 
authorised by the examiner; 

b) aiding or attempting to aid another candidate, or obtaining or attempting to 
obtain aid from another candidate; 

c) consulting, or attempting to consult, any books, memoranda, notes, electronic 
storage devices or any other similar materials while temporarily outside the 
examination hall during the period of an examination. 

d) Written and printed notes found on the front / back / either side of the 
examination notification slip 

e) communicating with another students during examinations; 
f) disobeying the instructions of the invigilators. 

 
16.2 In serious cases of indiscipline, the Chief Invigilator shall have the power to 

discontinue the examination of the candidate involved and to expel him / her from 
the examination hall if it is felt that such disciplinary action is essential. 
 

16.3 Any incident in which misconduct is suspected will be reported in full by the Chief 
Invigilator including a written statement from the candidate taken at the end of the 
examination. If the misconduct involves the introduction of notes or other similar 
unauthorised material or electronic devices, the documents or the devices 
concerned will be seized immediately and attached to the Chief Invigilator’s report. 
The candidate shall however be permitted to complete the examination. 

 
16.4 A candidate alleged to have committed misconduct shall be liable to proceedings 

and disciplinary action as may be specified by the University.  
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17. Absence from the examination 
 
17.1 The Chief Invigilator shall record all absentees from the examination on the 

attendance sheet. 
 
17.2 Candidates who are absent from examination do not need to submit an appeal for 

special consideration for absence from examinations. They will be granted Grade 
AR if they have met the minimum threshold in the continuous assessment 
component. 
 

17.3 A candidate who is absent from an examination and does not meet the minimum 
threshold in the continuous assessment component will be deemed to have failed 
the examination and not allowed to sit for the supplementary examination (Grade 
F*). 

 
18. Overseas examinations 

 
18.1  The University may make arrangements wherever justifiable for examinations to 

be held outside of the country provided that an overseas examination will be held 
at a time deemed by the Registrar to be equivalent to the time scheduled for 
candidates in Malaysia. The University reserves the right to authorise an overseas 
institution to administer and invigilate the overseas examinations on its behalf. The 
University shall be under no obligation to arrange such examinations. 
 

18.2 An application for overseas examination arrangements must reach the Registrar at 
such a time and by such procedures as the University shall from time to time 
specify. 

 
18.3  Applicants for overseas examination arrangements shall be required to pay a non-

refundable handling charge as specified by the University from time to time, and to 
cover in full the University’s administrative costs arising from such arrangements. 

 
19. Re-sit and repeat examinations 

 
19.1  A candidate who has attended the examination and who for that course has 

achieved Grade F or AR for undergraduate courses or achieved Grade D, E, F or 
AR for postgraduate courses shall be permitted to re-sit the failed examination, 
subject to the conditions set out in Regulation 19.2.  

 
19.2 Re-sit examinations (supplementary examinations) are subject to the following 

conditions: 
 

a) A candidate eligible for re-sitting an examination (except for Project courses) 
shall take the examination during the main examination period when the course 
is offered; 

b) A candidate will be given 2 years to register for the re-sit examination, subject 
to the approval of the respective Schools. In the case where a candidate who 
has registered and sat for the re-sit but failed to redeem a pass grade, the 2-
year validity period will be renewed. However, candidates who did not register 
for the re-sit examinations within the 2-year period will be required to REPEAT 
the course. 

c) A candidate intending to re-sit an examination shall be required to pay, before 
the examination, a fee in respect of that examination which will be specified by 
the University from time to time. This fee is non-refundable and cannot be 
carried forward for any purpose. 

d) The best grade achieved will be used in the computation of the Cumulative 
Grade Point Average (CGPA). 
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e) Registration of re-sit examinations must be done online via the 
MySupplementary Registration within the stipulated period.  

 
19.3 A candidate who has achieved Grade FT shall be permitted to register for the 

supplementary continuous assessment within 2 years, subject to the conditions set 
out in Regulation 19.4. 

 
19.4 Supplementary continuous assessment is subject to the following conditions: 

 
a) A candidate shall apply to redo all components in continuous assessment 

during the semester in which the course is offered.  
b) A candidate will be given 2 years to register for the supplementary continuous 

assessment, subject to the approval of the respective Schools. In the case 
where a candidate who has registered for supplementary continuous 
assessment but failed to redeem a pass grade, the 2-year validity period will 
be renewed. However, candidates who did not register for the supplementary 
continuous assessment within the 2-year period will be required to REPEAT 
the course. 

c) A candidate intending to apply for supplementary continuous assessment shall 
be required to pay during the registration, a fee in respect of that, which will be 
specified by the University from time to time. This fee is non-refundable and 
cannot be carried forward for any purpose. 

d) The best grade achieved will be used in the computation of the Cumulative 
Grade Point Average (CGPA). 

e) Registration of supplementary continuous assessment must be done on the 
prescribed form available at the Regional Centre within the stipulated period. 

 
19.5 A candidate who has passed all the components of a course but wishes to improve 

the overall grades, or a candidate who has failed a course may repeat the course 
and the best grade achieved will be used in the computation of the Cumulative 
Grade Point Average (CGPA). 
 

20. Viva Voce examination 
 
20.1 A candidate may be required to attend a viva voce examination at the discretion of 

the appropriate Award Committee. 
 

C. FINAL ASSESSMENT 
 

21. Assessment and Grading System 
 
21.1 The assessment for any course consists of two (2) components namely: 

• Continuous assessment 

• Final assessment 
 

21.2 The official grading system of the University for UNDERGRADUATE programmes, 
(i.e. bachelor’s degree, graduate diploma, graduate certificate and diploma) and 
Postgraduate Diploma in Education programme is as follows: 

  
 

Grade Grade Point  Point Status 

A 4.00 Distinction 

A- 3.67 Excellent 

B+ 3.33 Extremely Good 

B 3.00 Very Good 
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The grade for a course is assigned based on the overall score, which combines 
both the continuous assessment and the final examination components.  
 
A minimum threshold, as set by the University must be achieved in both the 
continuous assessment and final examination components in order to pass a 
course. 
 
A student must achieve a minimum of Grade D in order to pass a course. If a 
student has passed both components, the grade for the course will be accorded 
based on the overall course score. However, if a student fails either component, 
the highest grade that can be achieved is C. The graduation requirement is a 
minimum CGPA of 2.00. 
 
The academic performance of the student will be based on his attainment in the 
various courses registered for at the lower, middle and higher level. Each course 
will make a contribution towards the final award based on the quantum assigned 
to each level. The respective contribution of each level which will influence the 
Grade Point Average (GPA) and Cumulative Grade Point Average (CGPA) are as 
indicated in the schedule below: 
 
Formula for Weighted Credits: Credits x Weightage 
 

Level of 
Courses 

Weightage 
2-credit 3-credit 4-credit 5-credit 6-credit 7-credit 8-credit 10-credit 

Weighted Credits 

Lower – L1 1 2 3 4 5 6 7 8 10 

Middle – L2 
2 4 6 8 10 12 14 16 20 

Higher – L3 

 
The determination of the GPA and CGPA will be computed on the basis of a  
weighted average as shown in the schedule below: 
 
Formula for Weighted Grade Points: Credits x Grade Point 

  

Credits 2 3 4 5 6 7 8 10 

Grade 
Grade 
Point 

Weighted Grade Points 

A 4.00 8.00 12.00 24.00 32.00 20.00 40.00 48.00 28.00 56.00 64.00 40.00 80.00 

A- 3.67 7.34 11.01 22.02 29.36 18.35 36.70 44.04 25.69 51.38 58.72 36.70 73.40 

B+ 3.33 6.66 9.99 19.98 26.64 16.65 33.30 39.96 23.31 46.62 53.28 33.30 66.60 

B 3.00 6.00 9.00 18.00 24.00 15.00 30.00 36.00 21.00 42.00 48.00 30.00 60.00 

B- 2.67 5.34 8.01 16.02 21.36 13.35 26.70 32.04 18.69 37.38 42.72 26.70 53.40 

C+ 2.33 4.66 6.99 13.98 18.64 11.65 23.30 27.96 16.31 32.62 37.28 23.30 46.60 

B- 2.67 Good 

C+ 2.33 Moderately Good 

C 2.00 Satisfactory 

C- 1.67 Weak  

D+ 1.33 Very Weak  

D 1.00 Extremely Weak  

F 0.00 Fail 
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Credits 2 3 4 5 6 7 8 10 

Grade 
Grade 
Point 

Weighted Grade Points 

C 2.00 4.00 6.00 12.00 16.00 10.00 20.00 24.00 14.00 28.00 32.00 20.00 40.00 

C- 1.67 3.34 5.01 10.02 13.36 8.35 16.70 20.04 11.69 23.38 26.72 16.70 33.40 

D+ 1.33 2.66 3.99 7.98 10.64 6.65 13.30 15.96 9.31 18.62 21.28 13.30 26.60 

D 1.00 2.00 3.00 6.00 8.00 5.00 10.00 12.00 7.00 14.00 16.00 10.00 20.00 

Remarks 

Grades X / F / F* / FX / FT will not be accorded any grade point but the weightage and weighted credits for the course is 
taken into account in the determination of the GPA and CGPA. 

Grades W / AR will not be included in the determination of the GPA and CGPA. 

 
 
The computation of the GPA for any semester will be the total value of the weighted 
grade points, divided by the total value of the weighted credits accorded to each 
subject in one semester. 
 

Total value of the weighted grade points (Column 7)

Total value of the weighted credits (Column 4)
 

 
The mode of calculation on a semester basis (GPA) is as shown below: 

 
Semester 1 

 
Semester 2 

 
  

Course 
1 

Level 

2 

Weightage 

3 

Credit 

4 

Weighted 
Credit 

5 

Grade 

6 

Grade Point 

7 

Weighted Grade 
Point 

01 L1 1 3 3 A 4.00 12.00 

02 L2 2 5 10 C+ 2.33 23.30 

03 L3 2 10 - - - - 

TOTAL    13   35.30 

      GPA 35.30÷13 = 2.72 

Course 
1 

Level 

2 

Weightage 

3 

Credit 

4 

Weighted 
Credit 

5 

Grade 

6 

Grade Point 

7 

Weighted Grade 
Point 

04 L1 1 5 5 A 4.00 20.00 

05 L1 1 3 3 F 0.00 0.00 

06 L3 2 10 20 B+ 3.33 66.60 

TOTAL    28   86.60 

      GPA 86.60÷28 = 3.09 
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For the computation of the CGPA, the courses taken in all the semesters will be 
taken into account as shown in the schedule below: 

 
Calculation of Cumulative Grade Point Average (CGPA) 

 
 

 
Notes: 
 
i. The grade and the appropriate weightage for each course in any semester will 

be taken into account in the determination of the GPA and the CGPA for the 
semester concerned. Grade F will not be accorded any grade point even though 
the weightage for the course is taken into account in the determination of the 
GPA and CGPA. 

ii. In the event where a student repeats a particular course, the grade which is to 
be taken into account in the calculation of the CGPA is the best grade achieved. 

 
21.3 The official grading system of the University for POSTGRADUATE programmes is 

as follows: 
 

 
The grade for a course is assigned based on the overall score, which combines 
both the continuous assessment and the final examination components. A student 
must pass both components and achieve a minimum of grade “C” in order to pass 
a course. The graduation requirement is a minimum CGPA of 3.00. 

 
The overall academic performance of the student will be based on the student’s 
attainment in the various courses taken. 

 
The determination of the GPA and the CGPA for postgraduate programmes will be 
computed on the basis of a weighted average and the total credits is the weightage 
based on the schedule below.  
 

Weightage  L1 L1 L1 L1 

Grade 
Grade 
Point 

 3 credits 4 credits 5 credits 6 credits 

 Weighted Grade Point  

A 4.00  12.00 16.00 20.00 24.00 

B 3.50  10.50 14.00 17.50 21.00 

C 3.00  9.00 12.00 15.00 18.00 

 Weighted Credit   Weighted Grade Point 

Semester 1 13 35.30 

Semester 2 28 86.60 

TOTAL 41 121.90 

CGPA 121.90 ÷ 41 = 2.97 

Grade  Grade Point  Remarks Status 

A 4.00 Distinction 

Pass B 3.50 Excellent 

C 3.00 Good 

D 2.00 Poor 

Fail E 1.00 Very Poor 

F 0.00 Fail 
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Weightage  L1 L1 L1 L1 

Grade 
Grade 
Point 

 3 credits 4 credits 5 credits 6 credits 

 Weighted Grade Point  

D 2.00  6.00 8.00 10.00 12.00 

E 1.00  3.00 4.00 5.00 6.00 

Remarks 

Grades X / F / F* / FX / FT will not be accorded any grade point but the weightage and 
weighted credits for the course is taken into account in the determination of the GPA 
and CGPA. 

Grades W / AR will not be included in the determination of the GPA and CGPA. 

 
The calculation of the GPA for any semester will be the total value of the weighted 
grade points, divided by the total value of the credits. 
 

Total value of the weighted grade points

Total credits
 

 
The mode of calculation on a semester basis (GPA) is as shown below: 
Semester 1 

 
 
 
 
 
 
 
 
 

Semester 2 

 
For the computation of the CGPA, the courses taken in all the semesters will be 
taken into account as shown in the schedule below: 
 
Calculation of Cumulative Grade Point Average (CGPA) 

 
 
 
 
 
 
 
 
 
 
  

Course Credit Grade Grade Point Weighted Grade Point 

01 3 A 4.00 12.00 

02 3 B 3.50 10.50 

03 3 C 3.00   9.00 

TOTAL 9   31.50 

GPA 31.50 ÷ 9 = 3.50 

Course Credit Grade Grade Point Weighted Grade Point 

04 3 B 3.50 10.50 

05 3 C 3.00   9.00 

Project/Case Study 6 C 3.00 18.00 

TOTAL 12   37.50 

GPA 37.50 ÷ 12 = 3.13 

 Weighted Credit   Weighted Grade Point 

Semester 1 9 31.50 

Semester 2 12 37.50 

TOTAL 21 69.00 

CGPA 69 ÷ 21 = 3.29 
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D. COURSE RESULTS 
 

22. Announcement of course results 
 
22.1 Course results are released online via Student Portal 4 to 5 weeks after the 

University examination period. 
 
22.2 The Result Notification Slip indicating a student’s overall performance in the 

course(s) examined will be available online via the Student Portal. Students are 
required to print their own copy for retention / use. 

 
22.3 The University will not return examination scripts and will not provide any 

information, other than examination grades, regarding examination performance. 
 

23. Appeal on course results 
 
23.1 A student who believes an error was made in determining his / her course result 

may submit an appeal to the Registrar on the prescribed form, following such 
procedures as the University shall from time to time specify. 

 
23.2 Students lodging queries under Regulation 23.1 shall be required to pay a fee as 

specified by the University from time to time. The fee will be refunded if the original 
result status is revised. 

 
23.3 The University will not release information, other than examination grades, 

regarding examination performance. 
 

24. Special circumstances 
 

24.1 A student who has faced serious problems during a course, or at the time of the 
examination, which he / she believes may have affected his / her performance in 
the course, may inform the relevant Award Committee of his / her special 
circumstances. The Award Committee may consider this information when 
determining the student’s result. 

 
24.2 If the special circumstances relate to continuous assessment, the student should 

contact his / her tutor in the first instance, or the Course Lead if the tutor is not 
available. 

 
24.3 The Award Committee should be informed of problems which may have seriously 

interfered with a student’s ability to study over a total period of four (4) weeks or 
more. The three main categories of special circumstances are: 

 
a) serious disruption of studies caused by the University (e.g., continual delay in 

receiving course materials; exceptionally late return of Assignments) 
b) serious and prolonged illness of the student or a member of the student’s 

immediate family 
c) serious disruption of the student’s personal life (e.g., bereavement). 

 
24.4 Claims for special circumstances relating to an examination normally should relate 

to illness immediately before or during the examination, or bereavement in the 
student’s immediate family near the examination date. Claims should be supported 
with relevant evidence. 

 
24.5 Students who wish to inform the relevant Award Committee of special 

circumstances should do so at such a time and by such procedures as the 
University shall from time to time specify. 
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Regulations Governing Academic Integrity and Student Discipline 
 

 
1. Authority 

 
1.1 These Regulations are issued by the Senate under the authority granted to it under 

Section 14(7) of the Constitution. 
 

1.2 The Senate, or any committee of the Senate empowered by it, may adopt 
implementing measures and procedures pursuant to any Regulation provided that 
such measures and procedures shall have force only in so far as they are 
consistent with the Constitution and these Regulations. 

 
2. Academic Integrity 

 
2.1 The University expects all its students to uphold academic integrity, which is a 

requisite for effective learning, sound scholarship and essential in achieving the 
objectives of the University as stated in the Constitution. 
 

2.2 In order to ensure that the work undertaken is their own and that any work and 
opinions of others have been duly acknowledged, students must take care to follow 
the appropriate standards for academic practice in their course. These include: 

 
a) Providing full citation of all sources (books, articles, web sites, newspapers, 

images, artefacts, data sources, programme code etc.) which have been drawn 
upon in the preparation of an assignment. Normally this will be in a bibliography 
included in the assignment. 

b) Properly referencing the sources of the arguments and ideas in an assignment 
using a recognised referencing system. It is not only quotations that must be 
referenced but also paraphrasing of the arguments of others and the use of their 
ideas, even if explained in the student’s own words. 

c) Following other guidelines for preparing and presenting coursework as defined 
in the relevant assignment, briefs and criteria. 

 
2.3 Activities which violate the University’s expectation of academic integrity include, 

but shall not limited to, the following: 
 

a) Submission for assessment purposes of material that is not a student’s own 
work; 

b) Copying, either entirely or in part, and whether using the exact words or with 
some substitution of words, of the published or unpublished works of others 
without acknowledgement of the original source; 

c) Presentation of another person’s argument as the student’s own without giving 
due credit to the originator; 

d) The use of false or fabricated data or experimental results; 
e) Misconduct during examinations, as defined in Regulation 16.1 of the 

Regulations for Assessment and Examinations; 
f) Impersonating another student, or seeking to have another person impersonate 

oneself, during an examination, tutorial or any other exercise; 
g) Obtaining or seeking to obtain unauthorised access to question papers or other 

assessment materials. 
 

2.4 Academic Misconduct in Continuous Assessment (Coursework) 
 
A tutor / supervisor who suspects that a breach of academic integrity in the 
continuous assessment (coursework) component or project / thesis / dissertation 
has taken place shall discuss the matter with the Course Lead concerned. The 
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Course Lead should then report the alleged breach of academic integrity to the 
Dean / Director of the relevant academic unit and to the Registrar. 

 
2.5 Upon receipt of a report alleging a breach of academic integrity of the continuous 

assessment (coursework) component or project / thesis / dissertation, the 
Registrar, shall convene a meeting of the Investigative Disciplinary Committee to 
investigate the matter. 
 

2.6 Academic Misconduct in Examination Component  
 
Should the alleged breach of academic integrity occur in a setting which is formally 
invigilated, such as an examination (forming the examination component), the 
incident should be noted in the Chief Invigilator’s written report and sent to the 
Registrar, who will convene a meeting of the Investigative Disciplinary Committee, 
to investigate the case. 

 
3. Student discipline 

 
3.1 The University may take disciplinary action against any student who commits any 

of the following disciplinary offences or who violates any other rules, regulations or 
policies established by the University, including but not limited to General 
Regulations governing usage of the University Library, computing facilities and 
Internet access facilities provided by the University: 
 
a) Defamation of, assault on or battery against the person of any student or 

employee of the University; 
b) Wilful damage to or defacement of any property of the University; 
c) Theft, fraud, misappropriation of University funds or property of any kind; 
d) Conduct which obstructs the teaching, learning, research or activities of the 

University, its staff or students; 
e) Wilful conduct of any nature which may or is likely to bring the name or image 

of the University into disrepute; 
f) Misconduct including abuse of any premises used for any tutorial, residential or 

day school, study centre, examination centre, library, laboratory or research or 
any other facility which may or is likely to bring the name of the University into 
disrepute; 

g) Misconduct and any misuse or abuse of any equipment, materials or facilities 
provided by the University which may or is likely to bring the name of the 
University into disrepute; 

h) Knowingly making any false statement or falsifying any evidence in support of:  
 
i) Application or claim for exemption or excusal from, or deferment of, any of 

the course, certificate, diploma or degree requirements of the University; 
ii) An application to any person or organization for a grant, bursary, prize, 

scholarship or any other form of award, allowance or assistance; 
 

i) Unauthorized disclosure of confidential information including that relating to any 
proceedings of any board or committee of the University; 

j) Knowingly making any false statement or falsifying any evidence or document 
concerning the award of any degree, diploma, course credit or other award by 
the University; 

k) Copying any material provided by the University in any form whatsoever without 
the written permission of the University for gain or otherwise; 

l) Subject to the provisions of Regulation 7 below regarding the rights of appeal, 
failing to comply with any penalty imposed by the University disciplinary 
authority.  
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3.2 Notwithstanding the provisions of Regulation 3.1, the conduct of a student of the 
University while on the premises of another institution shall be subject to the 
requirements imposed by that institution. 
 

3.3 A University lecturer / Course Lead, tutor or other staff member who suspects that 
a student has committed a disciplinary offence should report the alleged offence to 
the Registrar. 

 
3.4 On receipt of a report which alleges commission by a student of any disciplinary 

offence, the Registrar shall convene a meeting of the Investigative Disciplinary 
Committee to hear the case. 

 
4. Investigative Disciplinary Committee (IDC) 

 
4.1 The Investigative Disciplinary Committee shall review the reports on academic 

misconduct or other disciplinary matters and recommend one of the following 
actions: 

 
a) Dismissal of the case (no further action) 
b) Convene a hearing before the Senate Disciplinary Committee under Regulation 

5 for further action. 
 

4.2 The membership of the Investigative Disciplinary Committee, as appointed by the 
Vice-Chancellor shall consist of: 
 
a) a senior member of the Academic Staff as the Chairman; 
b) two (2) members of the academic staff or administrative staff where appropriate 
c) the Examinations Office of the Registry shall serve as the Secretariat 

 
5. Senate Disciplinary Committee (SDC) 

 
5.1 On the recommendation of the Investigative Disciplinary Committee, the Registrar 

shall convene a hearing of the Senate Disciplinary Committee to deliberate on the 
findings of the Investigative Disciplinary Committee. 
 

5.2 The membership of the Senate Disciplinary Committee, as appointed by the Vice-
Chancellor shall consist of: 

 
a) a Deputy Vice-Chancellor as the Chairman; 
b) two (2) members of the academic staff or administrative staff where appropriate;  
c) any other person whose presence is deemed necessary; 
d) the Registrar shall serve as the secretary. 

 
5.3 The student alleged to have committed the breach of academic integrity or 

disciplinary offence shall have the right to: 
 
a) appear before the Senate Disciplinary Committee 
b) submit a written report or present other evidence to the Committee 

 
6. Sanctions and penalties 
 

6.1 On conclusion of a hearing conducted under Regulation 5 above, the Senate 
Disciplinary Committee may impose any one or more of the following sanctions or 
penalties, as it may consider appropriate: 
 
a) A formal reprimand, which shall be recorded in the student’s file; 
b) A fine, not less than RM200.00; 



January 2023 Semester ODL Student Handbook 

Wawasan Open University | 71 

 

c) To make good any loss of or damage to the property or premises of the 
University; 

d) Suspension or dismissal from any course offered by the University; 
e) Exclusion from further registration of courses offered by the University; 
f) Any other penalties, as deemed appropriate. 

 
6.2 The decision of the Senate Disciplinary Committee shall be communicated to the 

student by the Registrar or his representative. 
 

7. Appeal 
 
7.1 A student may appeal to the Vice-Chancellor against the decision of the Senate 

Disciplinary Committee following a hearing conducted under Regulation 5, and/or 
the specific sanction(s) or penalty(ies) under Regulation 6. 
 

7.2 An appeal under Regulation 7.1 shall be in writing and shall reach the Vice-
Chancellor not later than seven (7) days after the student is informed of the relevant 
decision. 

 
7.3 The Vice-Chancellor shall after due consideration of the appeal either: 

 
a) Uphold the decision, sanctions and / or penalties determined by the Senate 

Disciplinary Committee; OR 
b) Direct the Senate Disciplinary Committee to review the case with a view to 

reconsider their verdict and / or impose alternative sanctions or penalties as 
provided for under Regulation 6. 

 
7.4 The decision of the Vice-Chancellor shall be final and shall be communicated to 

the student by the Registrar or his representative. 
 
7.5 Pending the outcome of an appeal under Regulation 7.1, a student shall observe 

any suspension imposed by the Senate Disciplinary Committee. 
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Regulations for the Award of the Undergraduate Degrees 
 

1. Authority 
 
1.1 These Regulations are issued by the Senate under the authority granted to it by 

Section 14(7) of the Constitution to regulate the requirements for the award of 
bachelor’s degree, graduate diploma and graduate certificate. 

 
1.2 The Senate, or any committee of the Senate empowered by it to do so, may adopt 

implementing measures and procedures pursuant to any Regulation provided that 
such measures and procedures will have force only in so far as they are consistent 
with the Constitution and these Regulations. 

 
2. Degrees  

 
2.1 The University is empowered for the time being to confer the undergraduate 

degrees as listed in the WOU Corporate Website (www.wou.edu.my) 
 

3. General provisions for the award of degrees 
 
3.1 A student may be considered for the award of a degree after accumulating credits 

to the total required for that degree in accordance with these Regulations and 
achieving a Cumulative Grade Point Average (CGPA) of 2.00 and above. 
 

3.2 The credits counted towards the requirements of a degree may include credits 
gained by advanced standing. 
 

3.3 Where a student is exempted from having to pass a particular course as a result of 
a grant of advanced standing, for the purposes of these Regulations unless 
otherwise stated, that course shall be regarded as having been successfully 
completed. 

 
3.4 The University reserves the right to set a limit, expressed in terms of years, after 

which credits awarded for successful completion of a course may not be counted 
towards a degree. The University shall give due notice of the introduction of any 
such limit. 

 
3.5 The University may from time to time give notice of its intention to discontinue a 

degree programme. In such cases, degrees will continue to be conferred upon 
students who have successfully completed the requirements of the degree for 
which notice of discontinuation has been given for up to a duration after the date 
set by the Senate for termination of the programme. 

 

Degrees Duration for Notice of Discontinuation 

Bachelor’s Degree Five (5) years 

Graduate Diploma Three (3) years 

Graduate Certificate Two (2) years 

Diploma Three (3) years 

 
3.6 The date on which a degree is awarded shall be the date of the award being 

endorsed by Senate. 
 
 
 
 



January 2023 Semester ODL Student Handbook 

Wawasan Open University | 73 

 

4. Programme of study 
 
4.1 The University may issue Programme Regulations prescribing a programme or 

programmes of study for any degree, and may from time to time add to, amend or 
discontinue such programmes. 
 

4.2 Each programme of study shall define the courses which it comprises, their level 
and value in credits as well as, any prerequisites or excluded combinations of 
courses. 

 
4.3 The course components of the programme structure and the graduation 

requirements for your intended programme of study are available at 
www.wou.edu.my. Please check out the website for the details of your intended 
programme. 

 
5. The award of the ____________(name)________________ Bachelor’s Degree / 

Graduate Diploma / Graduate Certificate / Diploma 
 
5.1 To be eligible for the award, the student shall have satisfied in full the 

requirements for the chosen degree and shall have: 
 

a) given notice to the University at such a time and by such procedures as the 
University shall from time to time prescribe of his/her wish to be awarded such 
a degree, having at the same time made a declaration of the degree desired, 
and 

b) obtained the required number of credits and fulfilled the programme structure as 
prescribed by the relevant Programme Regulations with a CGPA of 2.00 and 
above. 
 

5.2 Credits awarded for the successful completion of a course shall not be counted 
towards more than one (1) degree award simultaneously. 
 

5.3 The Senate is empowered to approve requirements, procedures and measures 
appropriate for the implementation of the above programmes should they be 
offered in face-to-face mode or any other mode at some future date so long as they 
are considered to be consistent with the provisions of these Regulations. 
 

6. Bachelor’s Degree Award 
 
6.1 The bachelor’s degree to be awarded will be at the Honours level and there will not 

be any classification for the award. However, when a student achieves a CGPA of 
3.67 and above, the award of the Honours is with Distinction as shown below: 

 
 
 
 

 
 
 
 

7. Certification 
  
7.1 The University shall mark the conferment of a degree by the presentation of a 

certificate of conferment to each graduate. The certificate shall be in English and 
will include the graduate’s full name and degree awarded. 
 
 

CGPA Degree Award 

CGPA 3.67 & above    Honours with Distinction 

CGPA 2.00 to 3.66  Honours 

CGPA below 2.00  Will not be eligible for an award of a degree 
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8. Academic Transcript 
 
The University shall provide each graduate with a final transcript of studies. This is an 
official document showing the complete academic records of a student in the University. 
Such a transcript shall be issued free of charge only once in respect of each conferment. 
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Regulations for the Award of the Postgraduate Degrees 
 

1. Authority 
 
1.1 These Regulations are issued by the Senate under the authority granted to it by 

Section 14(7) of the Constitution to regulate the requirements for the award of 
master’s degree and postgraduate diploma. 

 
1.2 The Senate, or any committee of the Senate empowered by it to do so, may adopt 

implementing measures and procedures pursuant to any Regulation provided that 
such measures and procedures will have force only in so far as they are consistent 
with the Constitution and these Regulations. 

 
2. Postgraduate Degrees 

 
2.1 The University is empowered for the time being to confer the postgraduate degrees 

as listed in the WOU Corporate Website (www.wou.edu.my) 
 

3. General provisions for the award of degrees 
 

3.1 A student may be considered for the award of a postgraduate degree after fulfilling 
the following requirements: 
 
Master’s Degree 
 
a) Coursework mode 

• Accumulate credits to the total required for that degree in accordance with 
these Regulations and achieving a Cumulative Grade Point Average (CGPA) 
of 3.00 and above as well as a minimum of Grade C for all courses. 

• The University however reserves the right, where appropriate, to set a limit, 
expressed in terms of years, after which credits awarded for successful 
completion of a course may not be counted towards a degree. The University 
shall give due notice of the intention for the introduction of any such limit. 
 

b) Research mode 

• Fulfil the minimum duration of candidature. 

• Pass the compulsory courses with a minimum of Grade C as determined by 
the School / Centre. 

• Successfully complete the final assessments as stipulated in the assessment 
requirements. 

• Acceptance of the thesis/dissertation and pass the viva voce examination. 
 

Postgraduate Diploma  
 

A student may be considered for the award of a postgraduate diploma after 
accumulating credits to the total required for that postgraduate diploma in 
accordance with these Regulations and achieving the following Cumulative Grade 
Point Average (CGPA).  
 

• Postgraduate Diploma in Education: CGPA of 2.00 and above  
 

3.2 The credits counted towards the requirements of a postgraduate degree may 
include credits gained by advanced standing. 
 

3.3 Where a student is exempted from having to pass a particular course as a result of 
a grant of advanced standing, for the purposes of these Regulations, unless 
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otherwise stated, that course shall be regarded as having been successfully 
completed. 

 
3.4 The University may from time to time also give notice of its intention to discontinue 

a postgraduate degree programme. In such cases, degrees will continue to be 
conferred upon students who have successfully completed the requirements of the 
degree for which notice of discontinuation has been given for up to a duration after 
the date set by the Senate for termination of the programme. 

 

Degrees Duration for Notice of Discontinuation 

Master’s Degree Three (3) years 

Postgraduate Diploma Two (2) years 

 
3.5 The date on which a degree is awarded shall be the date of the award being 

endorsed by Senate. 
 

4. Programme of study 
 
4.1 The University may issue Programme Regulations prescribing a programme or 

programmes of study for any postgraduate degree, and may from time to time add 
to, amend or discontinue such programmes. 

 
4.2 Each programme of study shall define the courses which it comprises and value in 

credits as well as, any prerequisites or excluded combinations of courses. 
 
4.3 The course components of the programme structure and the graduation 

requirements for your intended programme of study are available at 
www.wou.edu.my. Please check out the website for the details of your intended 
programme. 

 
5. The award of the ____________(name)________________ Postgraduate Degree 

 
5.1 To be eligible for the award, the student shall have satisfied in full the 

requirements for the chosen postgraduate degree and shall have: 
 

a) Coursework Mode (Master’s degree / Postgraduate Diploma) 

• given notice to the University at such a time and by such procedures as the 
University shall from time to time prescribe of his/her wish to be awarded 
such a degree, having at the same time made a declaration of the degree 
desired, and 

• obtained the required number of credits with a CGPA of 3.00 and above as 
well as minimum of grade “C” for all courses for Master’s degree and a CGPA 
of 2.00 & above for Postgraduate Diploma in Education. 

 
b) Research Mode (Master’s degree) 

• Fulfil the minimum duration of candidature 

• Pass the compulsory courses with a minimum of grade “C” as determined by 
the School/Centre 

• Successfully complete the final assessments as stipulated in the assessment 
requirements 

• Acceptance of the thesis/dissertation and pass the viva voce examination. 
 

5.2 Credits awarded for the successful completion of a course shall not be counted 
towards more than one degree award simultaneously. 
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5.3 The Senate is empowered to approve requirements, procedures and measures 
appropriate for the implementation of the above programmes should they be 
offered in face-to-face mode or any other mode at some future date so long as they 
are considered to be consistent with the provisions of these Regulations.  

 
6. Certification 

 
6.1 The University shall mark the conferment of a postgraduate degree by the 

presentation of a certificate of conferment to each graduate. The certificate shall 
be in English and will include the graduate’s full name and degree awarded. 
 

7. Academic Transcript 
 
The University shall provide each graduate (coursework mode) with a final transcript of 
studies. This is an official document showing the complete academic records of a student 
in the University. Such a transcript shall be issued free of charge only once in respect of 
each conferment. 
 
For research mode, the University shall provide each graduate with a transcript certifying 
that the student has successfully completed and submitted his/her thesis/dissertation and 
has also completed the compulsory courses taken during the duration of the study for the 
postgraduate degree. Such a transcript shall be issued free of charge only once in respect 
of each conferment. 
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Regulations for the Tun Dr Lim Chong Eu Library Services 
 
 

1. Authority 
 
1.1 These Regulations are issued by the Senate under the authority granted to it under 

Section 22 of the Constitution. 
 

1.2 The Senate, or any committee of the Senate empowered by it to do so, may adopt 
implementing measures and procedures pursuant to any Regulation provided that 
such measures and procedures shall have force only in so far as they are 
consistent with the Constitution and these Regulations. 

 
2. General 

 
2.1 All registered users are presumed to know the Library Rules and Regulations, 

which are included in the Student Handbook and available on Library’s webpages. 
These Rules and Regulations may be amended from time to time by the University 
Librarian. 
 

2.2 Throughout the Rules and Regulations, the term ‘Library’ means all libraries which 
form the Tun Dr Lim Chong Eu Library; the word ‘Ticket’ means a WOU or DISTED 
College Student Identity Card, or library ticket; and the term ‘book’ means any book 
or other material in the custody of the Librarian. 

 
2.3 Any modifications of these Rules and Regulations or any special regulations 

applying to a particular Regional Centre Library are displayed in the Library 
concerned. Information about the consultation of materials from special collections, 
and for the use of various Library services, is available in the Library at the relevant 
service points. 

 
2.4 The Librarian is authorised to suspend the Library privileges of any person and to 

impose appropriate penalties for breaches of the Regulations. Any action taken 
under this Regulation may be reported to the appropriate authorities. Any person 
wishing to appeal against the Librarian’s decision must write to the Vice Chancellor 
within 14 days of the decision, stating the grounds of the appeal. 

 
2.5 The Library will send notices, including recall notices for books on loan, to the user’s 

address known to the Library. Internal University addresses will be used for all staff. 
It is the responsibility of users to notify the Library of any change of address for 
receipt of their Library mail.  

 
3. Library Opening Hours 

 
3.1 The opening hours of the Library will be as determined from time to time. The hours 

will be displayed at the entrance to that Library and on the Library’s webpage. 
Opening hours of particular services within a Library may differ and will be 
displayed at the service points. 
 

4. Admission to the Library 
 

4.1 A valid WOU or DISTED College Student Identity Card (ID) must be brought to the 
Library on each visit and must be produced on entering the Library, when books 
are borrowed and at any other time at the request of Library staff. 

 
4.2 Categories of Library Membership 
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The following are eligible to use the Library: 
 
a) University Members 

• Board members; 

• Academic and equivalent administrative staff; 

• Support staff; 

• Registered students of WOU and DISTED College. 
b) Tutors/Part Time Lecturers 
c) Members of the public may apply for consultation facilities. 

 
5. User Conduct 

 
5.1 The Library is to be used for the purpose of academic study and research and for 

the consultation of its collections and associated materials only. 
 

5.2 Smoking, eating and drinking, with the exception of bottled water are forbidden. 
 

5.3 Silence is required in the study areas of the Library. Hand phones and beepers 
should be either switched off or set to silent ring mode. 

 
5.4 The University accepts no responsibility for loss/theft/damage to personal 

belongings left anywhere in the Library or in Library lockers at any time. 
 

5.5 The reservation of seats is not permitted. The Library staffs are empowered to clear 
all books and personal property left unattended for any length of time. 

 
5.6 Laptop computers or other electronic devices may only be used if they do not 

generate sounds audible to other users.  
 
5.7 Users must not write in or otherwise damage books belonging to the Library. Any 

damage to, or loss of, books must be made good to the satisfaction of the Librarian. 
 

5.8 All members of the Library staff are authorised to inspect any books in the 
possession of users leaving the Library. This is a standard operating procedure in 
an open stack system. 

 
5.9 Users must leave the Library by closing time, immediately on hearing the fire alarm, 

or when required to do so in an emergency. 
 

5.10 Users should immediately report any accident, theft or other incident to a member 
of the Library staff. 

 
6. Borrowing 

 
6.1 Books in the General collection can be taken out on loan. Journals, reference books 

and archives are to be used in the Library only. 
 

6.2 Library users will be held responsible for all books issued to their library records. If 
the Student ID card is lost, the user will remain responsible until the Library is 
informed of the loss. Administrative fee will be levied for replacement of Student 
Identity Card.  
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6.3 Borrowing privileges for the various categories of users are as follows:- 
 

 
 

7. Fines, Replacement and Damage Fees 
 

7.1 Fines are charged to all users, regardless of status, for any item which is returned 
after the due date stamped on the item, and which has not been renewed. The 
charges are incorporated into the computerised loan circulation system.  

 
7.2 Late fees are assessed at the following rates:- 

 

 
Note: No person shall borrow a book from the Library if the maximum fines threshold has been 
reached. 
 

7.3 Replacement and damage fees are assessed at the following rates:- 

 
 

Categories of Borrowers 

Loan Period 

Loan 
Quota 

General  
Collection 

Multimedia 
Collection 

Academic / Administrative 
equivalent staff 

20 1 semester unlimited 
renewals but subject to 

recalls 

14 days 

Support Staff 4 14 days - 

Adjunct / Part-time Faculty 20 1 semester 
No renewals 

14 days 

Tutors/Part-time Lecturers 5 1 Semester 
No renewals 

- 

Students: Degree / Diploma 
/ Pre-U 

4 14 days 
1 renewal 

14 days 

Students: Graduate  6 1 month 
1 renewal 

14 days 

Public Members 2 14 days 
No renewals 

14 days 

Wawasan Open University Library  DISTED College Library 

Collection Type  Charges per item   Collection Type  Charges per item  
 

General 0.40  sen/day General  0.50  sen/day 

  Yellow-spot  RM2.00/day 

Non-circulating 
materials 

RM1.00/day Red-spot RM5.00/day 

  Textbook on loan RM5.00/day 

 Wawasan Open University 
Library 

DISTED College Library 

Lost or damaged book Overdue fines + current cost of 
the book + processing fee of 
RM25.00 or 

Double the current cost + 
processing fee of RM50.00 or  

Lost or damaged book Overdue fines + replacement 
copy by student + processing 
fee of RM25.00 

Replacement copy by student 
+ processing fee of RM50.00 

Out of print book Overdue fines + cost of 
equivalent book + processing 
fee of RM25.00 

Double the price of book + 
processing fee of RM100.00 
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8. Renewals 
 
8.1 Books can be renewed online, at the Circulation Desk, or by telephone. Please see 

the Loan Period chart on this page to determine your eligibility for renewal. 
 

8.2 Overdue or recalled materials may not be eligible for renewal. Renewals will be 
blocked if there are unpaid fines for overdue books. 

 
9. Reservations 

 
9.1 A user can reserve online, books which are out on loan to other users as long as 

there are no overdue books or outstanding fines. On its return, the item will be kept 
for the user who placed the hold for a short period of time. It is the responsibility of 
the user who placed the hold, to check when the item becomes available. 

 
10. Returning Books 

 
10.1 All books should be returned to the Circulation Desk during the Library opening 

hours. 
 

11. Document Delivery and Inter-library Loan Services 
 
11.1 Document Delivery Service 

Any WOU student and staff can request for book and journal articles that are only 
available in the Main Library. This service will be provided free. Requests take time 
to process and can be expensive so please only ask for items that you really need. 
There is also a limit on how many requests you can make and they will not be 
processed if you have any overdue books or outstanding fines. 
 

11.2 Inter-library Loan Service 
Inter-library loan service is available to all WOU students and academic staff. 
Please submit your request as completely as possible using the Inter-library Loan 
online form. You will be notified as soon as the materials arrive. Students are 
advised to plan in advance when inter-library loans are anticipated, since requested 
items can take several weeks to arrive. Please note that inter-library loan charges 
will be transferred to the requestor, if any. 

 
12. Electronic Resources 

 
12.1 Registered students and academic staff are automatically entitled to use all 

electronic resources subscribed by the Library and made available on the Internet. 
You are encouraged to attend the library instruction course in order to make full 
use of these information resources. Access to the resources can be made from any 
computer with Internet access both on and off campus.  
 

13. Copying and printing facilities 
 
13.1 Photocopying and printing services are available in the Library.  

 
 

Users are reminded to observe copyright restrictions on use of books, audio-visual and CD-
ROMs. Failure to observe these Rules may expose you to liability. 
 
 
 
 
 

http://woulibrary.wou.edu.my/help/interlib_loan.asp
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14. Library Computer Workstations 
 
14.1 Use of library computers is a privilege that depends on students using the 

computers appropriately and in accordance with the library policies. They are not 
to be used for chatting, instant messaging, game playing and viewing pornography. 
Those caught doing will be denied access to library computers in the future. 
 

14.2 Library software is copyrighted and may not be reproduced. This includes 
DVDs/CDs that are checked out, CDs in books that may be checked out, and disks 
in reference materials that must remain in the library. 

 
14.3 Users are not permitted to store any software or other data on the hard drives of 

the library’s computers or alter the programmes currently installed on the systems. 
Anyone tampering with any library hardware or software will be denied access to 
library computers in the future, and also may lose their library privileges. 
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Regulations for the Information Technology (IT) Services and 
Facilities 
 

1. Authority 
 
1.1 These Regulations are issued by the Senate under the authority granted to it by 

Section 32(2) of the Constitution. 
 

1.2 The Senate, or any committee of the Senate empowered by it to do so, may adopt 
implementing measures and procedures pursuant to any Regulations provided that 
such measures and procedures will have force only in so far as they are consistent 
with the Constitution and these Regulations.  

 
2. General 

 
University IT and network facilities are provided for use in accordance with the following 
Policy. 
 
2.1 The University provides computer facilities and access to its computer networks 

only for purposes directly connected with the work of the University and with the 
normal academic activities of their members. 

 
3. Individuals have no right to use University facilities for any other purpose 

 
3.1 Persons may make use of University facilities only with proper authorisation. 

 
3.2 ‘Proper authorisation’ in this context means prior authorisation by the appropriate 

officer, who shall be the Head of Information Technology Services Department or 
his or her nominated officer in the case of services under the supervision of WOU 
ITS, or the nominated school or departmental officer in the case of services 
provided by a school or department and in such cases the services should be made 
known to WOU ITS. 

 
3.3 Any authorisation is subject to compliance with the University’s regulations, 

including these regulations, and will be considered terminated by any breach or 
attempted breach of these regulations. 

 
4. Authorisation 

 
4.1 Authorisation will be specific to an individual. 

 
4.2 Any password, authorisation code, etc. given to a user will be for his or her use 

only, and must be kept secure and not disclosed to or used by any other person. 
 

5. Users are not permitted to use University IT or network facilities for any of the 
following: 
 
5.1 Any unlawful activity; 

 
5.2 The creation, transmission, storage, downloading, or display of any offensive, 

obscene, indecent, or menacing images, data, or other material, or any data 
capable of being resolved into such images or material, except in the case of the 
use of the facilities for properly supervised research purposes when that use is 
lawful and when the user has obtained prior written authority for the particular 
activity from the head of his or her department or the chairman of his or her faculty 
board (or, if the user is the head of a department or the chairman of a faculty board, 
from the head of his or her division);  
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5.3 The creation, transmission, or display of material which is designed or likely to 
harass another person; 

 
5.4 The creation or transmission of defamatory material about any individual or 

organisation; 
 

5.5 The sending of any email that does not correctly identify the sender of that email or 
attempts to disguise the identity of the computer from which it was sent; 

 
5.6 The sending of any message appearing to originate from another person, or 

otherwise attempting to impersonate another person; 
 

5.7 The transmission, without proper authorisation, of email to a large number of 
recipients, unless those recipients have indicated an interest in receiving such 
email, or the sending or forwarding of email which is intended to encourage the 
propagation of copies of itself; 

 
5.8 The sending of any message with multiple attempts with size exceeded 20MB;  
 
5.9 The uploading of any material to WOU’s learning system with multiple attempts 

with size exceeded 20MB; 
 
5.10 The creation or transmission of or access to material in such a way as to infringe a 

copyright, moral right, trademark or other intellectual property right; 
 

5.11 Private profit, except to the extent authorised under the user’s conditions of 
employment or other agreement with the University; or commercial purposes 
without specific authorisation; 

 
5.12 Gaining or attempting to gain unauthorised access to any facility or service within 

or outside the University, or making any attempt to disrupt or impair such a service; 
 

5.13 The deliberate or reckless undertaking of activities such as may result in any of the 
following: 

 
a) The waste of staff effort or network resources, including time on any system 

accessible via the University network; 
b) The corruption or disruption of other users’ data; 
c) The violation of the privacy of other users; 
d) The disruption of the work of other users; 
e) The introduction or transmission of a virus into the network; 
 

5.14 Activities not directly connected with employment, study, or research in the 
University (excluding reasonable and limited use for social and recreational 
purposes where not in breach of these regulations or otherwise forbidden) without 
proper authorisation.  

 
 

6. Software and computer-readable datasets made available on the University network 
may be used only subject to the relevant licensing conditions. 
 

7. Users shall treat as confidential any information which may become available to 
them through the use of such facilities and which is not clearly intended for 
unrestricted dissemination; such information shall not be copied, modified, 
disseminated, or used either in whole or in part without the permission of the person 
or body entitled to give it. 
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8. Any person responsible for the administration of any University or college computer 
or network system, or otherwise having access to data on such a system, shall 
comply with the provisions on ‘Statement of IT Security and Privacy Policy’, as 
published by the ITS from time to time. 
 

9. Users shall at all times endeavour to comply with guidance issued from time to time 
by WOU ITS to assist with the management and efficient use of the network. 

 
10. Connection of computers, whether schools, departmental, or privately owned, to the 

University network is subject to the following additional conditions: 
 

10.1a Computers connected to the University network may use only network identifiers 
which follow the University’s naming convention, and are registered with WOU. 
 

10.1b In particular, all such names must be within the domain wou.edu.my. 
 

10.1c Any exception to this must be authorised by the WOU ITS authorised officer, and 
may be subject to payment of a license fee. 

 
10.2a The administrators of computers connected to the University network are 

responsible for ensuring their security against unauthorised access, participation in 
‘denial of service’ attacks, etc. 

 
10.2b The University may temporarily bar access to any computer or sub-network that 

appears to pose a danger to the security or integrity of any system or network, 
either within or outside WOU or which, through a security breach, may bring 
disrepute to the University. 

 
10.2c The University ITS will not support or responsible for any personal belonging 

devices issue other than those owned by University. 
 

10.3a Providers of any service must take all reasonable steps to ensure that that service 
does not cause an excessive amount of traffic on the University’s internal network 
or its external network links.  

 
10.3b The University may bar access at any time to computers which appear to cause 

unreasonable consumption of network resources. 
 
10.4 Hosting of any web services on computers connected to the University network is 

NOT permitted.  
 

10.5 Participation in distributed file-sharing networks is not permitted, except in the case 
of the use of the facilities for properly authorised academic purposes when that use 
is lawful and when the user: 

 
10.5a In the case of services under the supervision of WOU ITS, has demonstrated to the 

satisfaction of Head of Information Technology Services that the user has obtained 
prior written authority for the particular activity from the head of his or her 
department or the chairman of his or her faculty board; or 

 
10.5b In the case of services provided by a school has demonstrated to the satisfaction 

of the nominated school that the user has obtained prior written authority for the 
particular activity from the Head of that school. 

 
10.6a No computer connected to the University network may be used to give any person 

who is not a member or employee of the University or its schools access to any 
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network services outside the department or college where that computer is 
situated. 

 
10.6b Certain exceptions may be made, for example, for members of other universities, 

official visitors to a department or school, or those paying a license fee. 
 

10.6c Areas of doubt should be discussed with an authorised WOU official. 
 

11. Breach of Use 
 
11.1 If a user is thought to be in breach of any of the University’s regulations, including 

these regulations, he or she shall be reported to the appropriate officer who may 
recommend to the appropriate University or school authority, that proceedings be 
instituted under either or both of University and school disciplinary procedures.  
 

11.2 Access to facilities may be withdrawn pending a determination. 
 

12. Examining Users’ Data 
 

The University reserves the right to exercise control over all activities employing its computer 
facilities, including examining the content of users’ data, such as email, where that is 
necessary: 

 
12.1 For the proper regulation of the University’s facilities; 
 
12.2 In connection with properly authorised investigations in relation to breaches or 

alleged breaches of provisions in the University’s regulations, including these 
regulations; or 

 
12.3 To meet legal requirements. 

 
12.4 Such action will be undertaken only in accordance with these regulations. 

 
13. Document Format 

 
The University supporting standard document format refers to Microsoft Office document 
format and Portable document format (PDF). Document other than that shall not be responsible 
by the University.  
 
14. These regulations govern all use of University IT and network facilities, whether 

accessed by University property or otherwise. 
 

15. User is subject at all times to such monitoring as may be necessary for the proper 
management of the network, or as may be specifically authorised in accordance with 
these regulations. 

 
16. Regulations: Users’ Data 

 
All staff of an IT facility that are given privileged access to information available through 
that facility must respect the privacy and security of any information, not clearly intended 
for unrestricted dissemination, that becomes known to them by any means, deliberate or 
accidental. 

 
16.1 System Administrators (i.e. those responsible for the management, operation, or 

maintenance of computer systems) have the right to access users’ files and 
examine network traffic, but only if necessary in pursuit of their role as System 
Administrators. 
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16.2 They must endeavour to avoid specifically examining the contents of users’ files 

without proper authorisation. 
 

16.3 If it is necessary for a System Administrator to inspect the contents of a user’s files, 
the procedure set out in paragraphs (16.4) - (17.7) below must be followed. 

 
16.4 Normally, the user’s permission should be sought.  
 
16.5 Should such access be necessary without seeking the user’s permission, it should, 

wherever possible, be approved by an appropriate authority prior to inspection. 
 

16.6 If it has not been possible to obtain prior permission, any access should be reported 
to the user or to an appropriate authority as soon as possible. 

 
16.7 For the purposes of these regulations ‘appropriate authority’ is defined as follows: 

 
16.7a Any University-owned system, whether at the Main Campus or at the Regional  

      Centres:  
 
If the files belong to a student member, the Registrar or his or her nominee; if the 
files belong to an employee, the head of the department, school, or other unit to 
which the employee is responsible, or the head’s delegated representative. 
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XI Data Protection and Privacy Policy 
 
This statement describes WOU’s personal data protection policy and sets out how the University 
will deal with your personal data. 
 

How Is WOU Collecting my personal data information? 
  
WOU collects the Personal Information in a number of ways, including: 

 Directly as provided by you including but not limited to instances when such Personal 
Information is provided via phone, in application/contests/other related forms such as 
application form and enquiry form or agreements, or when submitting your personal details 
through WOU’s education consultant and/or online channels such as WOU’s website, 
Facebook account, etc. 

 

How would WOU use my personal information?  
 
We may use your personal information provided to: 

 Verify your identity 
 Assist you when you register with WOU – process your enquiry or application in order to 

provide you with the appropriate academic or non-academic service/product, and to 
complete the transaction. 

 Keep your data in our records for examination, graduation, administration, employment, 
provision of any products and services to WOU or to provide you with follow-up services 
or actions required for which your personal information was provided to WOU. 

 Conduct research and development and statistical analysis in connection with the products 
and services for further improvement. 

 Where applicable, for your contest participation and prize-giving purposes including but not 
limited to identification, verification of participation, eligibility to participate, 
sending/collection of prizes etc. 

 Alert you of WOU’s latest updates, special rewards and/or any product launch in respect 
of the product and services (including without limitation by way of direct mail, email, 
newsletter and SMS). 

 Send you seasonal and/or birthday greetings messages and/or announcements. 
 
The University will, where practicable, take steps to ensure that the personal data it maintains on 
you are accurate. You are responsible to provide accurate information on a timely basis. The 
University cannot establish whether your personal data is correct unless you notify the University 
on the changes.  
 

Data protection and confidentiality of information  
 
By registering with WOU, subscribing or continuing to use its services, you are consenting to your 
personal information being processed, and used in accordance with the terms of our Privacy and 
Data Protection Policy. In the event you do not agree or do not consent to the terms as contained 
herein, then WOU will not be able to provide the products and services to you. 
 
WOU is committed in ensuring that your privacy is protected and the University will treat your 
personal data as confidential, and it will be used only for the University’s intended purposes. Such 
information may only be disclosed to authorised personnel within or outside the WOU who has the 
right to receive or process such information. WOU may also be obligated by law to provide 
necessary information to the government authorities. 
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XII Enquiries 
 

WOU Main Campus 

Address 54 Jalan Sultan Ahmad Shah, 10050 Penang, Malaysia 

Telephone 04-227 3323 (Marketing) / 218 0333 (General) 

Fax 04-226 9323 

Email enquiry@wou.edu.my 

Operating Hours 
 

Monday to Friday 8.30 am – 7.00 pm 

Saturday, Sunday & Public 
Holidays 

Closed 

Regional Centres, Regional Support Centres and Learning Centres 

Penang 

Operating Hours 
 

Monday to Friday 8.30 am to 7.00 pm 

Saturday and Sunday  10.00 am to 7.00 pm 

Public Holidays Closed 

Ipoh, Kuala Lumpur, Johor Bahru, Kuching, Bandar Utama 

 
Operating Hours 

 

Tuesday to Sunday 10.00 a.m. to 7.00 p.m. 

Monday and Public Holidays Closed 
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Appendix I: The Academic Staff 

 

School of Business & Administration (SBA) 

Dean 
Mr Prakash A/L V Arumugam 
MPA, MEM, B SocSc (Ec) (Hons) (USM) 

Associate Professors 

Associate Professor Dr Dewi Binti Amat Sapuan 
PhD (Management) (UNIRAZAK), MBA (UNIRAZAK), BBA (Hons) 
(UUM) 
 
Associate Professor Dr Balakrishnan A/L Muniapan  
DBA (Philippines), MSc (HRM)(UK), B.Econs (UKM), CIWT(AUST) 
 
Associate Professor Dr Anbalagan Krishnan 
PhD (Management Accounting), MBA, B Comm & Mgt (Acct), CIT, 
CPA(AUST), CFIA(MAL) 

Senior Lecturers 

Dr Loo Choo Hong 
PhD (Management) (UNIRAZAK), MBA (USM), CA(M), ACMA (UK), 
CGMA (UK/USA), BPA (Hons) (UUM) 
 
Ms Yap Li Lian 
MBA (Marketing), PG Dip. In Management (CQU, Australia) 
 
Dr Kang Ah Geik 
PhD (Operations Management) (USM), MBA (USM), ICSA (UK), 
ACIS (M), Diploma in Commerce (Business Management) (TARC) 
 
Dr Lalitha A/P Ramasamy,  
DBA (UUM)), MBA (UUM), BAC Soc Science (Hons) (Economics) 
(USM) 
  
Ms Tenku Nur Shahrul Hizam Tenku Izham 
MSc (Finance) (UUM), BBA (Hons) Banking & Finance (UUM) 
 
Dr Parimala Devi Dhivandram 
Phd (USM), MBA (General) (UUM), Bac. Mgt (Hons) (USM) 
  
Log. Stella Hoo Yee Hui 
MBA (UPM), BIBM (Hons) (UUM), P.Dip in Logistics & Transport 
(AK), Chartered Institute of Logistics & Transport, UK (CMILT), 
MLogM 

Lecturers 

Mr Lim Peng Keat 
MBA (Portsmouth, UK), CA (M), FCMA (UK), CGMA (UK/ USA) 
 
Mr Yeoh Koay Kheng 
MBA, Bachelor of Management (USM) 
 
Dr Kan Wen Huey 
DBA (USM), MBA (USM), BSc with Education (UM) 
 

ACADEMIC 
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School of Science & Technology (SST) 

Dean 

Associate Professor Ts Dr Sean Tan Koon Tatt 
PhD (Mechanical & Materials Engineering) (UKM), MSc 
(Mechanical & Materials Engineering) (UKM), B.Eng (Hons) 
(Manufacturing Engineering) (UKM) 

Professor 
 

Professor Abdul Rashid Abdul Aziz 
PhD (Construction Management) (University of Reading), MSc in 
Construction Management (Brunel University), BSc Quantity 
Surveying (University of Reading) 

Associate Professors 

Associate Professor Dr Lee Chee Leong 
PhD (Strathclyde), MEng (NUS), BSc (Hons) (USM) 
 
Associate Professor Ir Dr Arjuna Marzuki 
PhD (Microelectronic Engineering) (UNIMAP), MSc (E&E Eng) 
(USM), B.Eng (Hons) Electronics Eng (Communications) (University 
of Sheffield) 

Senior Lecturers 

Dr Teoh Ping Chow 
PhD in Manufacturing Engineering (Loughborough, UK), BEng 
(Hons) in Mechanical Engineering (UM) 
 
Dr Goh Wan Ching 
PhD, BEng(Hons) (Liverpool), MSEE, MAACE, MACostE, MACPM, 
FCInstCES, FIConstM, FAAPM, FAPM, CIPM, CCPM 
 
Ts Chandarasageran A/L Natarajan 
MSc (Comp Sc), BCompSc (Hons)(USM) 

Lecturers 

Ms Ooi Wen Hui 
MEng (Communication and Computer Engineering), BEng (Hons) 
(Communication and Computer Engineering) (UKM) 
 
Ms Azrina binti P Jamal Mydin 
MIM (USM), BIT (Multimedia) (Hons) (UUM) 
 
Ms Tan Cheng Peng 
MSc (IT Technopreneurship) (USM), BSc (Hons) Multimedia (UUM) 
 
Dr Mohd Hezri Marzaki 
PhD (Electrical Engineering) (UiTM), BEng (Hons) (Electronic 
Instrumentation) (UiTM), Dip (Electrical Instrumentation) (UiTM) 
 
Dr Nurul ‘Ulyani Mohd Najib 
PhD (Project Management) (USM), MSc (Project Management) 
(USM), BSc (Hons) Housing, Building and Planning (Construction 
Management) (USM) 
 
Ms Chew Bee Leng  
MIS (CI) (OUM/Universite D’Aix-Marseille), BIT (Hons) (OUM) 
Dr Suaathi Kaliannan 
PhD (Civil Engineering), MSc (Engineering Technology), BSc 
(Hons) (Civil Engineering) (UTHM) 
 
Dr Mohamad Hushnie Haron 
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PhD (Electrical Engineering) (UiTM); Master in Electrical 
Engineering (UITM); Diplom (FH) (FH Aalen) 

School of Education, Humanities & Social Sciences (SEHS) 

Dean 
Associate Professor Dr Thomas Chow Voon Foo 
PhD (USM), B.A. (Hons) TESOL (University of Strathclyde), Cert. 
Ed. TESL (MPJN) 

Professors 
Professor Anna Christina binti Abdullah 
PhD (UKM), MEd (USM), B.A. with Ed. (Hons) (USM) 

Associate Professor 

Associate Professor Dr Nurul Aliah Binti Mustafa  
PhD (Education) (IIUM), MEd (Educational Psychology) (IIUM), 
B.H.SC. (Political Science) (Hons) (IIUM) 
 
Associate Professor Dr Chew Cheng Meng 
PhD (UM), M. ED (USM), B. ED (Hons) (USM) 

Senior Lecturers 

Dr Ooi Chia-Yi 
PhD (Media Studies) (USM), MA (Screen Studies) (USM), BSc 
(Social Science) (Hons) (Anthropology & Sociology) (USM) 
 
Dr Tan Saw Fen 
PhD, M.A. (Ed), B.Sc. Ed (Hons) (Chem) (USM) 
 
Dr Por Fei Ping  
PhD (Ed Technology) (USM), M.Ed (Arts Administration) (RMIT 
University), B.A. with Ed (Hons) (English Language Studies) (USM) 
 
Dr Alexander Funk Yun Leong 
PhD (Swinburne), MEd (TESL) (UMS), BA (Bus Admin) (Hons) 
(Coventry), Dip TESOL (London Teacher Training College) 
 
Ms Irmadura binti Ramli, MEd Psychology (University Malaya), BSc 
Psychology and Cognitive Science (University of Michigan) 
 
Mr Ooi Li Hsien 
MEd ELT (Glasgow), BEd TESL (Hons) (UM) 
 
Dr Chee Siew Lan 
PhD (USM), MEd (USM), BA (Hons) (UM), Diploma Education 
(UM)  
 
Dr Asnina Anandan 
PhD, Universiti Sains Malaysia (USM); Masters of Science in Health 
Psychology, University of Southampton, UK; Bachelors of Science 
in Psychology (Hons), International Medical University (IMU). 

Lecturers 

Ms Arathai A/P Din Eak  
MA (Applied Linguistics) (UUM), BEd (Hons) (Teaching English as a 
Second Language) (UKM) 
 
Ms Cheah Seeh Lee 
MEd (Guidance & Counselling) (USM), Bachelor of Psychology 
(Hons) (Counselling Psychology) (UMS) 
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Ms Ng Siew Keow 
MEd (Educational Psychology) (UITM), BSC(Hons) (Human 
Psychology) (LJMU), Advanced Diploma in Social Science 
(Psychology) (TAR), Diploma( Social Science) (TAR) 

Assistant Lecturers 
Ms Thoolasi Kanesin  
B ECh (Early Childhood) (USQ), Dip. Early Childhood Education 
(SEGi College) 

School of Digital Technology (DiGiT) 

Senior Lecturers 

Dr. Tan Kian Lam 
PhD (Knowledge Management & Engineering) (USM), MSc 
(Computer Science) (USM), BCompSc (Hons) (USM) 
 
Dr Lee Heng Wei 
PhD (Technology Management) (USM), MA (Management) (USM), 
Bachelor of Management (Marketing) (Hons) (USM) 

Lecturers 

Mr Muhammad Norhadri Bin Md Hilmi 
MSc (Distributed Computing & Networks) (USM), BSc (Network 
Computing) (USM) 
 
Dr Lau Pei Mey 
PhD Tourism Marketing (USM); MPhil Marketing Management 
(MMU); BBA (Hons) (1st Class Honours) Multimedia Marketing 
(MMU) 

Centre for Foundation Studies (CFS) 

Head 
Ms Jasmine Selvarani Emmanuel 
MA (English Language), BA (Ed) (Hons) (USM), Cert (e-learning) 
OPNZ 

Lecturers 

Ms Rabikha Hasni binti Suparman 
MPA (USM), BA (Hons) (Malay Language and Linguistics) (UPM), 
Dip IT 
 
Ms Ch’ng Ping Ping 
MA (Linguistics and English Language Studies) (USM), BA(Hons) 
(Translation and Interpretation) (USM) 
 
Ms Nazirah Binti Md Yusof 
MA (Linguistics and English Language Studies), BA (Hons) (English 
Language and Literature Studies) (USM) 
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Appendix II: Regional Centres, Regional Support Centres and 
Learning Centres 
 
WOU MAIN CAMPUS, REGIONAL CENTRE AND LEARNING CENTRE IN PENANG 
 

 
 

Google Map : Click here 
 

 

Location Penang Regional Centre Learning Centres 

Address 
WOU Main Campus 
54 Jalan Sultan Ahmad Shah 
10050 Penang 

Penang Regional Centre 
54 Jalan Sultan Ahmad Shah 
10050 Penang 
 
DISTED College 
340 Macalister Road 
10350 Penang 
 
Penang Skills Development Centre (PSDC) 
No. 1, Jalan Sultan Azlan Shah, 
Bandar Bayan Lepas,  
11900 Bayan Lepas, Penang. 
Tel: 04-643 7909 
 

Telephone 04-2180 133 / 2180 134 

Fax 04-2284 500 

Email rc_pg@wou.edu.my 

 
 

 

 

 

 

https://www.google.com.my/maps/place/Wawasan+Open+University/@5.4247023,100.3220309,1056m/data=!3m1!1e3!4m5!3m4!1s0x304ac3a170118c59:0x60f1644fb8a9685e!8m2!3d5.4271163!4d100.3243673?hl=en


January 2023 Semester ODL Student Handbook 

Wawasan Open University | 95 

 

REGIONAL CENTRE AND LEARNING CENTRE IN IPOH 

 

Google Map : Click here 
 

Location Ipoh Regional Centre and Learning Centre 

Address 

Wisma Gerakan 
80 Persiaran Green Hill 
30450 Ipoh 
Perak 

Telephone 05-2436 323 / 2426 323 

Fax 05-2549 323 

Email rc_ip@wou.edu.my 

 

 

 

 

 

 

 

 

 

https://www.google.com/maps/place/Wawasan+Open+University+(Ipoh+Regional+Centre)/@4.5963696,101.0922536,14z/data=!4m12!1m6!3m5!1s0x0:0x5e8f9787427875b4!2sWawasan+Open+University+(Ipoh+Regional+Centre)!8m2!3d4.596669!4d101.08749!3m4!1s0x0:0x5e8f9787427875b4!8m2!3d4.596669!4d101.08749
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REGIONAL CENTRE AND LEARNING CENTRE IN KUALA LUMPUR 

 

Google Map : Click here 
 

Location Kuala Lumpur Regional Centre and Learning Centre 

Address 

Level 3 Menara PGRM 
8 Jalan Pudu Ulu 
56100 Cheras 
Kuala Lumpur 

Telephone 03-9281 7323 / 9283 8323 

Fax 03-9284 9323 

Email rc_kl@wou.edu.my 

 

 

 

 

 

 

 

 

 

https://www.google.com/maps/place/Wawasan+Open+University/@3.1221569,101.7246747,16z/data=!4m21!1m15!4m14!1m6!1m2!1s0x31cc35e14ef16f6d:0xff7e4ae6fc0089ff!2sCheras,+Kuala+Lumpur,+Federal+Territory+of+Kuala+Lumpur,+Malaysia!2m2!1d101.7259197!2d3.1068447!1m6!1m2!1s0x31cc366d53de9299:0xdeec4222bfbd0f69!2sWawasan+Open+University,+8,+Jalan+Pudu+Hulu,+Taman+Pertama,+55300+Kuala+Lumpur,+Wilayah+Persekutuan+Kuala+Lumpur,+Malaysia!2m2!1d101.729862!2d3.122272!3m4!1s0x31cc366d53de9299:0xdeec4222bfbd0f69!8m2!3d3.122272!4d101.729862
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REGIONAL SUPPORT CENTRE IN BANDAR UTAMA  

 

Google Map : Click here 
 

Location Bandar Utama Regional Support Centre  

Address 

L2-6 Wisma BU8 
11 Lebuh Bandar Utama 
Bandar Utama 
47800 Petaling Jaya 
Selangor 

Telephone 03-7629 7223 / 7629 7123 

Fax 03-7629 7023 

Email rsc_bu@wou.edu.my 

 

 

 

 

 

 

 

 

 

https://www.google.com.my/maps/place/WAWASAN+Open+University+%28WOU%29+-+Bandar+Utama/@3.1363019,101.6065753,1066m/data=!3m2!1e3!4b1!4m5!3m4!1s0x31cc4ec9147cff33:0xc9109f246ae1777e!8m2!3d3.1362965!4d101.608764?hl=en
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REGIONAL CENTRE AND LEARNING CENTRE IN JOHOR BAHRU 

 

Google Map : Click here 
 

Location Johor Bahru Regional Centre Learning Centre 

Address 

48, Jalan Pertama 1 
Pusat Perdagangan Danga Utama 
81300 Skudai  
Johor 

Southern University College 
PTD64888 
15km Jalan Skudai 
81300 Skudai, Johor 
Tel: 07-558 6605 

Telephone 07-5566 323 / 5564 323 

Fax 07-5549 323 

Email rc_jb@wou.edu.my 

 

 

 

 

 

 

 

 

 

https://www.google.com/maps/place/Wawasan+Open+University+-+Johor+Bahru/@1.5368526,103.6409959,13z/data=!4m22!1m16!4m15!1m6!1m2!1s0x31da12c6d36b3a27:0xd5f4b21db593d4f5!2sJohor+Bahru,+Johor,+Malaysia!2m2!1d103.7413591!2d1.492659!1m6!1m2!1s0x31da73e79bd59331:0xe03aa2d500af72b8!2sWawasan+Open+University+-+Johor+Bahru,+17%2619,+Jalan+Jaya+2,+Taman+Jaya,+81300+Skudai,+Johor,+Malaysia!2m2!1d103.6583449!2d1.54572!3e0!3m4!1s0x31da73e79bd59331:0xe03aa2d500af72b8!8m2!3d1.54572!4d103.6583449
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REGIONAL CENTRE AND LEARNING CENTRE IN KUCHING 

 

Google Map : Click here 
 

Location Kuching Regional Centre Learning Centre 

Address 

SL14 Ground & First Floor 
Westin Avenue 
Jalan Tun Jugah 
93350 Kuching 
Sarawak 

International College of Advanced  
Technology Sarawak (i-CATS) 
Jalan Stampin Timur 
93350 Kuching 
Sarawak 
Tel: 082-570 888 
 
Fajar International College 
Lot 2994-2997, Sevenew Commercial Centre 
Jalan Pujut 5C 
98000 Miri, Sarawak 
Tel: 085-644 803 / 644 608 
Fax: 085-644 445 
 
Almacrest International College 
Suite 1-8-E9, 8th Floor, CPS Tower 
Centre Point Sabah 
No. 1, Jalan Centre Point 
88000 Kota Kinabalu, Sabah 
Tel: 088-312 223 
Fax: 088-312 322 
 

Telephone 082-578 923 / 575 923 

Fax 082-576 923 

Email rc_kc@wou.edu.my 

 

 

 

https://www.google.com/maps/place/Wawasan+Open+University/@1.4846514,110.2009353,11z/data=!4m23!1m17!4m16!1m6!1m2!1s0x31fb0784258cbf11:0xd37257591ab17e72!2sKuching,+Sarawak,+Malaysia!2m2!1d110.3785438!2d1.6076812!1m6!1m2!1s0x31fba70d622bcbef:0xe8c1be093a2b9b2a!2sWawasan+Open+University,+SL+No.+14,+801-2B+Jalan+Tun+Jugah,+Westin+Avenue,+93350+Kuching,+Sarawak,+Malaysia!2m2!1d110.3568313!2d1.5263587!3e0!5i2!3m4!1s0x31fba70d622bcbef:0xe8c1be093a2b9b2a!8m2!3d1.5263587!4d110.3568313
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Main Campus:  
Wawasan Open University [DU013(P)] 
Wholly owned by Wawasan Open University Sdn. Bhd. (700364-W) 
54 Jalan Sultan Ahmad Shah, 10050 Penang, Malaysia.  
Fax: 04 226 9323  Email: enquiry@wou.edu.my 
 
 

C
 o

 n
 t

 a
 c

 t
  
 U

 s
 

PENANG 
Regional Centre 

IPOH 
Regional Centre 

KUALA LUMPUR 
Regional Centre 

Tel: 04-218 0133 / 218 0134 
 

Tel: 05-243 6323 / 242 6323 Tel: 03-9281 7323 / 9283 8323 

JOHOR BAHRU 
Regional Centre 
 

KUCHING 
Regional Centre 

BANDAR UTAMA 
Regional Support Centre 

Tel: 07-556 6323 / 556 4323 Tel: 082-578 923 / 575 923 Tel: 03-7629 7223 / 7629 7123 

 
 

For further details, call Toll-free Careline 1-300-888-968 (WOU) or visit wou.edu.my 
 
Information is correct at the time of printing (January 2023). 
The University reserves the right to amend the information without prior notice.  
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