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Welcome message
Dear Students,
Welcome to the General Foundation Program (GFP).
The success of the English Language Program depends on your active participation. During the course of study, you
will be expected to take an active part in the whole learning process. You are encouraged to seek knowledge actively or
to use the acquired knowledge in new situations. Also, you will be involved in extra-curricular activities during your
study at the GFP to expand the benefit from the Foundation Program. This will be of great help when you take up
employment.
The Center is open from Sunday to Thursday. It will be your responsibility to organize such periods to your best
advantage using the Center’s educational premises. This will allow you to follow independent learning programs and
carry out homework and assignments.

Aims of the General Foundation Program:
 Help students gain effective command of the required skills in English Language, Mathematics and Information
Technology
 Provide realistic learning opportunities for students to speak, listen to, read and write social, workplace and
academic English confidently and effectively
 Provide a solid foundation in English, Mathematics, and Information Technology to allow students to perform
successfully in a variety of academic programs at a higher level
 Equip students with skills and attitudes to successfully participate in lifelong learning in their academic
programs and future careers
 Develop social competence by helping students to acquire teamwork and decision making skills
 Develop academic competences which will include logical and abstract reasoning, problem solving, as well as
a higher level of cognitive and critical thinking

Program Structure and Description
Four English language levels are offered, and students are placed according to their linguistic abilities. Table (1)
illustrates the approved mechanism for course delivery and assessment for Semester 1, 2021:
Table 1

Study
Department

Level
1

OnCampus

Online

√

OnCampus

Final Exam

Online

√

OnCampus

√

√

√

3

√

√

√

4

√

√

√

Math

√

√

√

IT

√

√

√
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Study on campus
Level 1 and Level 4 students are taught on the university campus, where 12 equipped classrooms are dedicated to teaching as per
precautionary guidelines.
Students in the classroom must:

 attend classes according to their schedule/timetable.
 wear proper dress code attire. Students not adhering to the dress code should be requested to leave the class
and marked absent.
 join the class at least 5 minutes earlier than the class begins to help start the lesson on time (Latecomers will
be marked absent according to the attendance policy).
 attend all classes.
 behave according to classroom instructions or risk being reported to management.
 use English only for speaking or chatting.
 adhere to college regulations. Students who record the lesson using their mobile phones or other tools and
share the recording on social media will face severe consequences for doing so.

Risk Management Plan
Students' Responsibilities on campus:

 Demonstrating a commitment to order and physical distancing on campus and during entry and exit from the
college.
 Washing hands with water and liquid soap and sanitizing them frequently.
 Demonstrating a commitment to wearing a face mask.
 Covering the nose and mouth while sneezing and coughing.
 Refusing to share their own tools with their peers.
 Maintaining the cleanliness of university facilities and throwing dirt in the trash.
 The wearing of masks by students with chronic diseases while at the university.
 Consuming all foods and drinks at one time and discarding the disposable containers holding them, to avoid
sharing them with others.
 Staying away from junk food and focusing on healthy eating and exercising.
 Checking your health status before coming to the university, and in the event of any symptoms of respiratory
disease such as cold, coughing, shortness of breath, the student is obligated to go to the nearest hospital or
health center.
 Making use of the provision of a small-sized allotment/distribution of hand sanitizer, tissues and a face mask
when coming to the university.
 Presenting the vaccination certificate and civil ID when required.
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Online Learning (E-Learning):
Online classes are delivered via Microsoft Teams (MS Teams) following the class schedule/timetable. The learning
materials such as assignments and other enrichment activities are uploaded to MOODLE and MS Teams where
teacher’s feedback on the activities done by the students is also given.
Student participants in online classes are required to:
 attend virtual classes according to their schedule/timetable.
 sit in a quiet place away from family members, TV or friends to avoid distractions.
 wear proper dress code attire. Students not adhering to the dress code should be requested to leave the online
class and marked absent.
 join the class at least 5 minutes earlier than the class begins to help start the lesson on time (Latecomers will
be marked absent according to the attendance policy).
 attend all classes. (Cameras should be switched on and students should raise hands for teachers to verify
class attendance. Warnings will be issued according to the attendance policy).
 keep the microphone on mute unless the teacher asks for it to be turned on.
 raise hands to speak by clicking on the hand icon in MS Teams.
 turn on the microphone to speak and turn it off when finished.
 turn the camera on or off as instructed by the teacher.
 use the chat feature to make relevant comments or ask questions. The use of Emojis is not encouraged.
 behave according to classroom instructions or risk being reported to management.
 watch the recorded lesson available on OneDrive if absent.
 turn cameras on during assessments. No camera, no exam.
 use English only for speaking or chatting.
 adhere to college regulations. Students who record the lesson using their mobile phones or other tools and
 share the recording on social media will face severe consequences for doing so.
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Health& Safety Committee Procedure on the Exam Days:
Health and Safety ELC Committee Procedure for the Examination During the Covid-19 Pandemic:
1. There should be sufficient numbers of masks provided, in a case, students come without their masks.
2. All students should be scanned for temperature prior to entry to either the college site, or ELC building on exam
day. Those with a temperature above 37.4 °C must not be permitted to enter the site or the building.
3. Students who have any symptoms such as cold, coughing, shortness breath, should not be allowed to take the
exam.
4. Hand sanitizer should be placed outside the exam room for student use and inside the exam halls for teacher
use.
5. Some students may forget their pens or pencils, they should be given one when needed and then after use,
instructed to put it in a box at the side of their chair. The retrieved pencils should be sanitized later.
6. The Speaking Exam folders should be sanitized before being returned to the Exam Control Room.
Safety Procedure and Examination Procedure for Administering Written and Speaking Exams during the Covid19 Pandemic
1. Speaking Exit Exam: Examination Procedure.
 The examiner and student desks or chairs must be positioned to maintain the social distancing approved at
the time.
 At the start of the exam, after the examiner has introduced himself or herself and asked the scripted questions
'Can you tell me your full name please?' followed by 'Can I see your identification, please?' the examiner
should add 'Can you hold up your ID, please?', and then politely instruct the student being examined, while
maintaining the required social distance, to remove his or her mask by saying : "Would you pull down your
mask for a moment please?' and then after verifying the ID the examiner should say: "Would you put your
mask back on please?"
 In instances where, due to the masks, students do not understand the examiner they should ask: 'Can you
repeat that please?'
 Examiners should ask the same question if they cannot understand the masked student.
 Students should be instructed to bring their own pencils for the exam.
 Some students may forget their pens or pencils, they should be given one when needed and then after use
instructed to put it in a box on the table outside the exam hall. The retrieved pencils/pens should be sanitized
later.
2. Written Exit Exam: Safety Procedure.
 Students should wear a mask. No mask, no exam.
 Students should be instructed to bring their own pencils for the exam.
 Some students may forget their pens or pencils, they should be given one when needed and then after use
instructed to put it in a box on the table outside the exam hall. The retrieved pencils/pens should be sanitized
later.
 Hand sanitizer should be placed outside the exam room for student use and inside the exam halls for teacher
use.
 Students should sanitize their hands before entering the exam halls.
 Students must maintain approved social distancing measures before and while entering the exam halls. This
must be closely supervised.
 Desks must be placed to conform to the approved social distancing measures.
 Invigilators should sanitize hands and then put on gloves when issuing all papers to students.
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 Students should be instructed to place their ID cards on the desk. Invigilators should not touch the ID cards.
Students should be asked to pull down their masks while IDs are being checked.
 When a student has finished the exam, he or she should leave all papers on the desk and exit the exam hall
immediately.
 Before examination papers are collected, invigilators should sanitize their hands again and then place the
exam papers in the envelopes.

Code of Conduct
Learning Commitment
The students will undertake to follow a code of study and behavioral practice which, when coupled with the College
Bylaws and directions from GFP staff, will enable them to achieve their maximum potential. The Codes of conduct,
which the student will be expected to observe, are as follows:














To treat all members of the college staff and students with respect, consideration and politeness.
To avoid damage to or misuse of all buildings, equipment and fittings.
To always bring the college ID.
To attend classes according to the timetable.
To make every effort to meet the deadlines set for submitted work.
To read and follow all safety instructions provided in all premises of the college.
To wear decent dress according to Islamic requirements.
To maintain a suitable appearance (i.e. not to grow long hair (for boys).
To keep mobile phones switched off in the classrooms/labs and SAC.
Not to smoke within the college.
Not to play cards or UNO.
Not to have food or drinks in classrooms/labs and SAC.
Not to give information or interviews to any media organization without the express permission of the
College Dean.
 Not to engage in any activity or performance during time-tabled periods or in free time, which would
adversely affect the reputation and good name of the college.
 Not to disrupt the smooth administration of any examination, either individually or in association with
others.
 Not to knock at the doors and disturb another class when it is in session.
Note:
 Check Articles 73 – 77 of the College Bylaws for more details.
 Check Article 78 regarding penalty for violating the Code of Behavior.

Health & Safety
The responsibility for your safety and that of others in the college will lie with you. Therefore, you have to consider the
following:
 You should read and follow all safety instructions in the college premises.
 Your conduct must not endanger any other person.
 If you suffer from any disability or long term health problem (e.g. asthma, diabetes …etc.), you should
inform your Tutor.
 Stairways and fire exits must be kept clear at all times.
 Do not use any equipment without getting permission.
 You must drive carefully within the college campus, use students’ parking areas and observe all relevant
signs.
 You should keep your college, classrooms and labs clean.
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Frequently Asked Questions:
a. Where do I go if I need help when studying at the English language Center?
i. First, see your lecturers to help you solve your problems. If it doesn’t help, contact the administration
staff (the Director or the Heads of Section). For non-academic help refer to the social counselor or
the Student Affairs in the GFP.
b. What do I do in my free time in the English Language Center?
i. Speak, read, and write in English. Visit the library or the SAC/Free Access Lab. Join the English
Clubs. Do your homework. Meet your tutor during the Academic Advising hours.
c. Can I get extra help outside class time?
i. Yes, you can. Make an appointment with your course tutor to see him/her during Academic Advising
hours.
d. What do I do if I lose my books?
e. Be careful with your books. If you lose a book, you have to buy the same book from any bookshop
outside the college.
f.

Does it matter if I don’t bring my ID card every day?
i. Yes, it does. Any staff member or lecturer could ask for it any time for any reason. So, keep it
available.

g. Where do I submit my excuses?
i. Give them to your course lecturer/ Student Affairs. Sick leaves and official letters from the Wali (e.g.
re: death of first degree relatives) are accepted. In case you miss a quiz/exam, you must submit your
excuse so that you could sit for a make-up test/exam.
h. Can I sit for the exam without a student card?
i. You can't. The lecturers invigilating the tests may not be your lecturer, so you must bring your ID
card.
i.

Can I ask to re-check my exam paper?
i. Yes, you can but it is only for the final exam. You need to fill in an Appeal Form in the GFP's secretary
office.

j.

Can I appeal for readmission if I’m dismissed?
i. Yes, you can. Go to the Student Affairs office in the Center to fill in an Appeal Form.

k. Can I attend the lesson if I am late?
i. Yes, you can. If you are late, you can attend the lesson, but you will be marked as late. For every 3
late lessons, you will be considered as one hour absent. If you are late for more than 20 minutes, then
you will be marked absent for 1 hour but allowed to attend the lesson.
l.

What happens if I don’t show up for classes?
i. If you don’t show up for classes for 10 days (i.e. 2 consecutive weeks) without a valid excuse, you
will be dismissed. Group no-show is absolutely banned. If a whole group doesn’t show up for class,
all students will be penalized.

m. What does it mean to be “debarred”?
i. It means you are not allowed to write the Level Exit Exam. However, you must continue to attend
classes till the end. As a result, for not writing the exit exam, you should repeat the same level you
are in.
n. What does “academic advising” mean?
i. Two hours are scheduled for academic advising during which you could consult your course tutor if
you have any queries or problems.
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University Web site for facilities available in the university:
http://www.sct.edu.om/
GFP link in the university web site for more details about the English Language Programs:
http://www.sct.edu.om/centers/english-language-center
Instagram account of the college:
https://www.instagram.com/sct_official
Twitter account of the university:
https://twitter.com/utas_sll
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