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Information obtained through monitoring will only be released when approved by the Group 
Legal Office according to procedures established in this Policy. 

 
Monitoring will be conducted in a manner consistent with all existing University policies, 
including the Non-Discrimination Policy, the Sexual Harassment Policy, and other relevant 
policies.  Monitoring based on the characteristics and classifications contained in the Non-
Discrimination Policy (e.g., race, gender, sexual orientation, national origin, disability, etc.) 
is strictly prohibited. 
  
The existence of this Policy does not imply or guarantee that cameras will be constantly 
monitored in real time. 
 
The university shall at all times NOT be responsible and/or liable to any loss and/or 
damage to property and also to any serious injury or death to any particular individual(s). 
 

2.1  Responsibility 
 
The Group Legal Office is responsible to oversee the use of CCTV monitoring for safety 
and security purposes at the University.  This Policy is applicable to all areas of the 
University using CCTV monitoring. 

 
The Group Logistic Management Office acting on the advice of the Group Legal Office 
shall be responsible for the installing CCTV monitoring systems and all relevant and 
applicable maintenance related to the same at all times.  In doing so, the following should 
be adhered to: 
 

a) a description of the safety or security issue warranting the installation of CCTV 
monitoring systems, 

b) 
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details of which shall be submitted to the Group Legal Office for further review and 
appropriate, action. 
 
This is to ensure there is a clear and transparent system of check and balance in respect 
of this Policy. 
 
No person besides the appropriate staff from either Group Legal Office and/or Group 
Logistic Management Office shall view the CCTV or the CCTV recordings for purpose of 
monitoring and/or investigation and no copy of the same shall be extended to any person 
other than law enforcement agencies. 
 

2.2  CCTV not a Guarantee of Safety and Security on Campus 
 
No one should assume that the presence of a CCTV system on campus will guarantee 
safety and security for persons or property at all times.  Rather, it is an added measure 
from the Universityôs continuous efforts to increase campus safety and security. 
 

2.3  Public Notice of CCTV Cameras 
 
The University may post signage of CCTV monitoring of a public area, as deemed 
appropriate to enhance the crime prevention value of the CCTV system. 
 

2.4  Documentation 
 

Each Incident that is investigated requiring CCTV recordings will be documented. In the 
record of the incident, the Group Legal Office will enter/record relevant details, accordingly. 
At all times all parties are to strictly comply with the instructions of the Group Legal Office. 
 

 
COMMUNICATION DEVICE USAGE POLICY 

 

3  Introduction 

3.0  Purpose 
 
UCSI Universityôs (hereinafter referred to as the University) Communication Devices 
Usage include the Internet and e-mail, telephones, facsimiles and video conferences, and 
all other forms of communication using the Universityôs ICT or otherwise, supplied to assist 
staff and students with their studies and work. 
 

3.1  Policy 

3.1.0    Authorisation 
 
Users must use only those Communication Devices that they have been authorised to 
use and not misrepresent or conceal their identity when doing so. 
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Without limiting the generality of the definition, misconduct SHALL also include: 
 

a) Disobeying or failing, without reasonable cause, to observe any provision of the 
Universityôs constitution  

b) Disobeying or failing, without reasonable cause, to observe any provision of any 
written rules or regulations of the University or any resolutions of the Senate and/or 
the University Council of which you have been duly notified   

c) Contravening any rules made by the Senate in relation to the conduct of written 
assessment.   

d) Acting dishonestly or unfairly in respect of presentation of any essay, project, thesis 
or other work to be assessed by the University; or any examination conducted by the 
University  

e) Withholding relevant information or furnishing false or misleading information for purposes 

connee
2(ve)6alse or misleading information for purposes 
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w) Being involved in any political party or participating in any politically-linked activities.  
x) Being engaged in any undesirable occupation, employment, business, trade or 

activities   
y) 
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the formal annual monitoring mechanisms of the University.  
 
Role of student representatives   

a) To participate in training as devised and delivered by the Student Council appropriate 
to their role   

b) Liaise with their programme committee cluster of courses to represent their views at 
scheduled meetings  

c) Report back to the student body, the Student Council and the school/faculty on 
discussions/actions arising at programme committees. 

 
The Student Council is responsible for:   

a) Promoting and advertising the student representation system to all students including 
publishing in appropriate student forums:   
1) the structure of student representation   
2) the ways of raising issues of concern or good practice in relation to their learning 

experience   
3) the ways in which schools/faculties will provide feedback on the resolution of 

these issues   
4) the methods of election of representatives   

b) The election and appointment of student representatives to programmes, across 
schools/faculties and the University committees   

c) The training and preparation of student representatives. 
  
 

i) Schools/Faculties are responsible for:   
a) Promoting and advertising the student representation system to all students under 

the direction of the Student Council   
b) Providing guidance for programme committee representations and to identify the 

number of student representatives required to be elected and from what level, mode 
or regime   

c) Providing confirmation to the student representative of the meeting dates set for 
programme committees   
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9  Introduction 

9.0  Purpose 
 

The University is committed to provide equal opportunities to all students in line with one 
of its Mission (To provide equal opportunity education and fulfil social obligations).  This 
includes the provision of support and reasonable accommodations to allow students with 
impairments to demonstrate their abilities and to fully participate in the University life to 
realise their individual goals and potential. 
 

9.1  Scope 
 
This Policy applies to all students with impairment, i.e. temporary or long term condition 
illnesses or injuries that affect learning, communication, concentration, memory, hearing, 
mobility, movement, speech or vision. 
 

10  Policy 

10.0  Responsibility  
 
The Student Affairs and Alumni Division (SAA)  
The Student Affairs and Alumni Division assists the students with impairments to fully 
participate in all aspects of University life, and in particular to:  

a) Provide support and advice for students with impairments to determine areas of 
support(s) that are appropriate upon received of supporting documentations from the 
student.  In making the assessment, the SAA and student may seek advice from the 
appropriate professionals such as doctor, neurologist, or educational psychologist.  

b) Coordinate with the Group Logistics Management Office in the provision of 
specialised furniture, equipment, or other accommodations as necessary  

c) Liaise any other relevant student service providers to ensure that where required, 
appropriate support is provided to any student with impairment. 

 

 
 

Students with Impairments  
a) A student with any impairment should discuss your situation with the SAA at the 

earliest opportunity, normally before commencing study, or at the beginning of your 
university term, or when an injury/illness occurs.   

b) Since it may take some time to provide appropriate evaluation and to arrange for any 
resulting accommodations or specialist services, it is important that the SAA be 
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¶ The studentôs usual work method;  

¶



mailto:finance@ucsigroup.com.my


https://iis.ucsi.edu.my/Student/Login.aspx
https://iis.ucsi.edu.my/Student/Login.aspx
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12.5  Fees matter - Course Selection Terms & Conditions 
 

You are required to read the Terms & Conditions clearly before proceeding with the Course 

https://iis.ucsiuniversity.edu.my/Student/
mailto:finance@ucsigroup.com.my
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due, you must first settle all your outstanding tuition fees and other facilities fee 
for the present semester. 

8) For all scholarship recipients of UCSI University Trust **, the continuation 
of your scholarship is subject to your current semester's academic 
achievement.  If you do not meet the minimum CGPA requirement, your 
scholarship will be terminated.  Therefore you are required to pay the 
FULL tuition fee for the coming semester.  (** All scholarships awarded by 
UCSI University Trust, which also include scholarship offered through The Star 
Education Fund, Sin Chew Daily Education Fund) 

 

12.6  Fees matter – Add / Drop Terms & Conditions  
 
Please read the Terms & Conditions carefully before proceeding to the Adding/Dropping 
of course (s) online via the IIS website because fees will be charged based on the 
approved Adding/Dropping of course(s). 
 
 
Fees matter – Add / Drop Terms & Conditions  
1) You are responsible to check if your respective Schools have approved the 

applications for the Adding/Dropping of course(s).   
2) You are required to pay the tuition fee within four (4) working days after your 

application for adding a course has been approved. Late payment charges will be 
imposed after the due date.   

3) Adding/Dropping of courses is only applicable for the ACTIVE students who are 
continuing their studies at the University. In the event that you drop all the courses 
and subsequently follow up with a Withdrawal from the University, the University 
will charge you the FULL fees based on the initial Approved Course Selection. 
Students withdrawing from the University will be subject to the Course Selection 
Terms & Conditions as well as the Refund Policies & Procedures of the University.  

 

If you have paid the semesterôs tuition fee based on the approved Course Selection, and 

later drop the courses during the Adding/Dropping period, the excess tuition fees will be 

brought forward to the following semester. This amount is refundable only when you have 

completed your studies in the following semester and do not owe any outstanding fees. 

 
However, in the event that you quit/withdraw from the University, the excess amount (if 
any) is subject to the Universityôs Course Selection Terms & Conditions and Refund 
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fee statement billing immediately. 
 
If you are doing a manual LATE Course Selection or LATE Adding of course(s) after the 
deadline for Adding/Dropping of course (with penalty) has elapsed, you are required to 
pay the tuition fee together with the late processing fee as stipulated in the Form. The 
Group Finance Office has the right to charge the additional late processing fee should the 
request for the LATE Course Selection or the LATE Adding/Dropping of course is 
extremely late. 
 

12.8  Outstanding Fees and Consequences 
 

12.8.0 Definition 
 
Outstanding fees refer to tuition fee, facilities fee, administrative fee, hostel rental, late 
payment charges and any fees imposed by the University on the various services, 
examinations, offences, library fines, replacement cost for damages, charges on returned 
mail and any other fees charged.  Any requests to settle the outstanding fees should be 
made in writing and submitted to the Group Finance Office at the beginning of the semester 
for consideration. 
 

12.8.1 Barring from Attending Classes 
 
Students with outstanding tuition fees will not be allowed to attend classes.  Lecturers are 
authorised to bar such students from attending the classes. 

 
A list of studentsô names with outstanding tuition fees will be published after the deadline 
of the Adding/Dropping of course.  You are urged to view the list to ensure your 
name/student identification numbers are not printed therein.  The list will be published on 
the Announcement Board of the IIS website and around the Faculty. Once your name is 
published on the list, you are required to settle the issue immediately with the Group 
Finance Office. 

 
You are required to inform your parents or guardians regarding any outstanding fees to 
settle the amount accordingly. The Group Finance Office will send out email Reminder or 
send text messages to your valid mobile numbers, reminding you of the outstanding tuition 
fees.   
 
At this time, late payment charges are already imposed from the due date in accordance 
with the Course Selection Terms & Conditions and Add/Drop Subject Terms & Conditions. 
The reason or excuse of not receiving the fee statement E-billing is NOT acceptable as a 
reason for not paying the late payment charges since you could check your tuition fee on 
the IIS website using your student ID. 
 

12.8.2 Denied Access to the IIS (Integrated Information System) 
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12.9  Refund Policies and Procedures 
 

Requests for the refund of amount paid will be subject to the Refund Policies and 
Procedure of the University. The terms and conditions governing the refund policies and 
procedures are outlined in the Student Handbook and are duly acknowledged by the 
student in the IIS upon enrolment. 
 

12.10  Procedure on Refundable Deposits 
 
Completion/Withdrawal Form 

https://apps.ucsiuniversity.edu.my/StudentPortal/
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¶ Group Finance Office ï No outstanding tuition fee or any other fees owed to the 
University.  

 

12.10.0 Process of Refundable Deposit 
 

The Completion/Withdrawal form can be submitted online through 
https://apps.ucsiuniversity.edu.my/StudentPortal/.  
 
Your refundable deposit will be processed upon receipt of a duly completed and full 
clearance from the respective Departments of your online Completion/Withdrawal Form. 
You are required to return your white Student ID Card (if any).  Failing to return your white  
Student ID Card will result in a deduction of RM25/- from the refundable deposit for the 
cost of the card. In the event if the deposit is used to offset the outstanding fee, you are 
then required to pay RM25/- separately for not returning the white student ID Card. Once 
the respective Departments have given full online clearance and approval, the refundable 
deposits will be processed within one (1) month, as per the clauses stated in the 
Universityôs Refund Policies and Procedures. 
 
The Group Finance Office will start to process the Hostel Deposit upon receiving the duly 
completed Residential Hall Check-out Form from the Accommodation Unit. The Hostel 

https://apps.ucsiuniversity.edu.my/StudentPortal/
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12.11  Procedure on Refund of Tuition Fees 
 
Tuition fee is refundable subject to the University Refund Policies & Procedures. Any 
refund of tuition fee will be processed within one (1) month upon receiving the duly 
completed Refund Application Form.  The Form can be obtained at the Group Finance 
Office upon request. Should the request come together when you withdraw from the 
University or completed your studies, then you must also submit a duly completed 
Completion/Withdrawal Form together with the Refund Application Form to the Group 
Finance Office.  Please refer to 12.10.0 Process of Refundable Deposits. 
 
Any fee from the credit balance will be carry forward to deduct for the next semester fee.  
It can be refunded upon completion of study.  However, any requests for a refund of credit 
balance for your personal use will be subject to minimal administrative charges decided 
by the Group Finance Office.  You are required to make payment only for the tuition fee 
and not to send the personal upkeep to the Universityôs account. 
 
In the event you had mistakenly sent your personal money through the Universityôs 
account, the University reserves the right not to make any refunds to you or the third party 
and the amount will be returned to the remitterôs account with administrative charges. 
 

12.12  Procedure on Refund of External Loan/Fund 
 
For those who wish to apply for external financial assistance/funding (Government loans, 
bank loan, company loan, foundation loan, SOCSO loan and other financial aids), the 
Group Finance office will assist and expedite the process by providing a letter to the 
respective external party with the necessary details such as the tuition fees for the entire 
programme and the detailed breakdown for disbursements.  The amount disbursed to the 
University is not refundable to you and if there were any excess, the amount will be carried 
forward to the future semesters.  Requests for refunds of excess fee are subject to the 
rules and regulations stipulated in the policy of the external party.  You will need to get a 
formal approval letter from the external party to support the requests for the refund of any 
excess fee. 

 

If the tuition fee is disbursed from your parentôs Employee Provident Fund (EPF), 
surpluses from the amount disbursed will be refunded to your parentsô EPF Accounts 
instead of to you.  This is governed under the Act of EPF.  Anyone who contravenes this 
requirement will be guilty of an offence. 
 

12.12  Fees matter – Transfer of Programme 
 
You will need to pay a non-refundable programme transfer fee of RM150/- for each transfer 
of a programme. Transferable course(s) must be written legibly on the Programme 
Transfer Form for them to be transferred into the new programme.  Upon completion of a 
programme transfer, subsequent additional subject(s) to be transferred into the new 
programme will be charged RM150 accordingly. 

 
 
You will need to settle the top-up fees (if any) resulting from the transfer of course(s) from 
a programme with a lower course fee per credit hour to a programme with a higher course 
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fee per credit hour.  If you had done the course in a programme where the course fee is 
higher and later choose to transfer to a new programme in which the course fee is lower, 
the difference in the course  fee will not be refunded or transferred. 

 
Thereafter, you must pay the new tuition fee for the new programme effective from the 
semester where the programme transfer occurred.  You are not to compare the tuition fee 
with other course mate who may have enrol the programme earlier under a different batch 
of fees.   
 

12.14  Fees matter – Deferment 
 
You will need to submit the deferment request before the deadline as stipulated in the 
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12.17  Other Issues Pertaining to Finance 
 
Requisition Letter from the Group Finance Office 
  
The Group Finance Office will assist in providing a letter with detailed breakdowns of the 
tuition fee payment upon request. You are required to submit a Requisition Letter Form 
stating the type and purpose of the letter. However, the University reserves the right to 
charge a minimal fee of printing costs for the subsequent and continuous requests of the 
same letter over a length of time.  You will be notified to collect the letter once it is ready. 
Additional time might be needed if the request comes during peak semester. 

 

All other requests relating to financial issues must be made in writing to the Group Finance 
Office. The Group Finance Office will reply within seven (7) working days. Additional time 
might be needed if the request comes during peak semester or if it requires further 
approval from the Management. 
 
 
 

HEALTH & SAFETY POLICY 

13  Introduction 
 

13.0  Purpose 
UCSI University is committed to providing a safe environment by integrating the best 
practices in policing all health and safety matters in accordance with the Occupational 
Safety and Health Act 1994, by creating and maintaining a healthy and safe environment, 
and securing the health and safety of all staff, students and public within the University 
community. 
 
The purpose of this document is to recognise and comply with the health and safety 
measures, to ensure a high quality and standard of health and safety are practised and 
achieved. 
 

13.1  Scope 
 

This Policy applies to all staff, students, schools/faculties, departments and public within 
the University community. 
 

14  Policy 

14.0  Organization and Implementation Arrangements 
 
UCSI University acknowledges its corporate responsibility for all health and safety matters, 
as set out in the Occupational Safety and Health Act 1994.  UCSI University will maintain 
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a working environment where the health and safety of its staff and students are assured. 
UCSI University will not only comply with the relevant legislation, but will take positive 
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offensive.  

 
The University assumes no responsibility for the initiation and/or transmission of such 
material, whether or not such material originates inside or outside the University. 
 
Most electronic communication users may intend their message to be private 
communications between themselves and another party.  The privacy and confidentiality 
of the electronic communications cannot be guaranteed by the University, inter alia for the 
following reasons, but are not limited, to: 
 

a) The electronic communications may be saved indefinitely on the receiving computer   
b) Copies of the electronic communication can be forwarded electronically or printed on 

paper   
c) The electronic communications can be intentionally or accidentally forwarded to 

mailto:1000XXXXXX@student.ucsiuniversity.edu.my
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computers and notebooks owned by the University are protected against virus infection.  
The effectiveness of these polices within the community is dependent on individuals due 
to the fact that the anti-virus and anti-spam software can be turned OFF and ON by the 
individual user and filter options could also be adjusted. 
 

These software(s) are updated on a regular basis. 
 

16.5  Backup of Data and Information 
 
The Computer Services Department is responsible to backup necessary and relevant data 
for the entire University which is located with the servers.  Individual users and staff will be 
responsible to back up


