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Preface
The Student Handbook provides general information and guidance you may need to help you
make the most of the opportunities on offer at PGI. It also gives you an explanation of the
Institute’s rules, regulations, policies and procedures.
This Handbook applies to the 2020/21 academic year and it is your responsibility to read it,
and sign the Student Declaration Form at the end of the Handbook.
PGI reserves the right to change, amend or replace any part or whole of this document, and
you will be notified of any changes.
If you have any concerns or suggestions for improvement please contact the Student Affairs
Department. We hope that your time as a student at PGI is successful and enjoyable.
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1. Introduction
1.1. Welcome Message from Chancellor

As Chancellor, I welcome you to the Pakistan Global Institute. We offer a vibrant and
diverse community providing you with an opportunity to not only study with outstanding,
international faculty but also a chance for personal growth, which will benefit you not
only during your studies but for your whole life.
PGI is built on a foundation of academic excellence, love, and high moral standards.
This new model of education actively promotes a loving and safe community alongside
excellent teaching, and research opportunities.
PGI is active in partnering with international universities and businesses offering
exchange programs and trips, to broaden your experience, and to provide you with
many opportunities to advance your careers.
Our faculty and staff are highly qualified with international experience and will work
together with you to guide you, and help you achieve your full potential. We aim to
develop leaders who can serve in Pakistan and worldwide, who will have the skills,
character and knowledge to make a real difference wherever they serve.
Our campus is set in beautiful surroundings with extensive facilities to support you in
your studies, as well as a range of extra-curricular activities.
We are committed to serving you, and will accompany you throughout your journey,
taking you one step closer to achieving your dreams for the future. I look forward to
being able to serve you, and as a faculty and staff, I can assure you that we are
committed to ensure that you have the best possible experience.

Welcome to PGI
Chancellor
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1.2. About Us
At PGI we focus on three main areas: Excellence, Globalization and Character
Education, which all contribute towards providing you with an excellent education and
foundation for the future whether you decide to pursue further studies or to start your
career.
Academic Excellence
We offer an international standard education with highly qualified, foreign faculty who
bring not only expertise and knowledge in their specific fields but also a wealth of
international experience and networks. Not only will they conduct lectures and
seminars but they will also be actively involved in mentoring and guiding you.
English
All courses will be conducted in English and an English Institute offers you the
opportunity to develop your English language skills to a high degree, which is a key
skill in the job market, and essential for those wanting to work or study abroad.
Support
In order to support your studies, we also offer a range of extra-curricular activities as
well as a range of learning resources and up-to-date facilities such as library and IT
facilities. We also have a health center and offer counseling and a well-structured
mentoring program.
International Links
As part of our main goals we seek to increase our collaboration/partnerships with
business leaders and universities around the world, in order to offer our graduates
maximum opportunities. During the semester, students will have the opportunity to
travel abroad to countries such as South Korea, USA, and China, through the PGI
vision trip program, where they can experience a wider, global perspective. In addition,
exchange programs are also available.
Specialist Courses
PGI also provides educational courses for international certificates or licenses such
as Microsoft Office Specialist (MOS), which will also help students increase their skills
and knowledge and be a great advantage when applying for jobs.
Career
We know how important your career is and every year PGI will fund and host a Career
Development program and job fair to help graduates find jobs. Also with our international
and local business links we are best placed to help you get started in your new career.
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1.3. Vision and Core Values
Vision
Pakistan Global Institute has a calling to raise up new leaders who are equipped with
skills and character to serve Pakistan and the world. To this end, we aim to establish
a culture where we lead by serving, progressing in academics, honoring discipline,
and developing a community that practices love and holiness.
We educate students to be leaders of integrity, faith, and character, who love people
from Pakistan and the world.
Built on the foundation of professionalism and high moral standards, PGI educates
students to be people of influence who will bring about positive changes in the nation
and community.
We promote accessibility of academia and International cooperation, and offer a new
model of Higher Education through a community culture of love and holiness.

Core Values
Community: we value diversity and all that it contributes to a vibrant learning
environment. PGI envisions a community where faculty, staff and students overcome
racial and religious barriers. We aim to build a welcoming and inclusive community,
where we love and respect one another, and develop an attitude of service where we
seek to love our neighbor as ourselves.
Excellence: we are committed to both academic excellence and personal
development. We seek to promote the highest standards of honesty, fairness, and
ethics, and all of our conduct will be based on love, integrity and mutual respect.
Leadership: we are committed to fully supporting every student and developing
leadership skills and abilities. We will strive to develop and educate students to be
socially responsible citizens, who will be active in serving their countries and
communities to bring about positive change.

1.4. Academic Calendar
An academic year is divided into two semesters namely Spring and Fall, each of 18
weeks’ duration. The Spring semester starts in January and concludes in June. The
Fall semester starts in August and concludes in December.
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Description

Spring
(2020, Feb - Jun)

(2020, Jul - Jan)

New students Hostel check-in
Orientation and Registration of new classes
Start of Classes
Last date of Add/Drop
Mid-term Examination
Last date of Withdrawal
Final Examinations
Vacations
Declaration of Results

27 Jan
27 - 30 Jan
3 Feb
15 Feb
30 Mar – 4 Apr
12 Mar
1 Jun – 6 Jun
8 Jun – 30 Aug
15 Jun

24 Aug
24 – 29 Aug
31 Aug
12 Sep
26 – 31 Oct
10 Oct
28 Dec – 2 Jan
3 Jan – 1 Feb
11 Jan

Fall

Payment Details
Spring 2020

Fall 2020

A fine of Rs.100 per day will be charge after due date.

Public Holidays
Spring 2020
Kashmir Day
Pakistan Day
Labor Day
Eid-ul- fitar**
Christmas/ Quaid-e-azam Day

Fall 2020
5 Feb
23 Mar
1 May
June

Eid-ul-azha**
Independence Day
Ashura**
Eid-ul- fitar**

31 July - 2 Aug
14 Aug
28 - 29 Aug
24 - 27 May

25 Dec

**Subject to the sighting of the moon
*The Institute reserves the right to amend any dates as required.

2. Services and Facilities
2.1. Bookshop
There is a fully stocked bookshop on campus providing stationary items, textbooks
and other resources.

2.2. Cafeteria
The Cafeteria serves a wide variety of food items including international dishes. It
offers snacks, full meals, juices, tea, coffee and cold drinks at reasonable prices.

2.3. Counselling
Professional staff provide free, confidential advice and support to all students. The
service is here to help you deal with any personal, family or emotional problems.
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2.4. Clubs/Societies
Life at PGI is not all about academics and study alone. We know that students need
a respite from their tough study schedules. This is necessary to re-invigorate their
energies and for overall holistic development of the participants. The Student Affairs
department manages a wide range of clubs and societies catering for both co/extracurricular activities. All that students have to do is to choose an area of interest.

2.5. Mercy & Care Center
Highly trained medical staff are available from Monday to Thursday while the Institute
is in session. Details of opening times will be posted on the noticeboard. Students are
welcome to use the facility in emergencies as well as for routine medical tests. Most
services are free of charge. Please check with the person on duty to find out what is
available.
Although the Mercy & Care Center is not primarily a pharmacy some over-the-counter
medicines may be purchased. Some general prescriptions may also be available
when supported by a prescription from the PGI medical doctor on campus. Prescriptions
can also be filled at pharmacies nearby the campus.
Staff are also available to help students with any welfare issues.

2.6. Hostel
PGI has an off-campus dormitory but students may also rent apartments nearby. The
dormitory offers rooms on a shared basis for 4-6 students. There will be separate
hostels for males and females accordingly. Due to limited places, new students from
out of the city, and internationals students will have priority. In case PGI hostels are
full, we are happy to help students find alternative hostels/accommodation nearby.
For more information, contact the Student Affairs department.

2.7. Photocopy and Printing Services
The photocopy center serves faculty, staff and students by providing quality
photocopying and printing services at subsidized rates. Besides copying, it also offers
stapling, binding and other related services.

2.8. Restaurant
The Book Café and Restaurant was formed to provide a great chill-out place with a
relaxing, casual and cozy atmosphere. It is well-equipped with a huge array of
magazines, foreign and local newspapers, and electrical power-points for laptop users.
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2.9. Sports Activities
Many opportunities are available for sports enthusiasts including the chance to
participate in events and competitions. On campus there are state of the art facilities
available for football, cricket, volleyball, table tennis, badminton, and basketball. There
is also a fully equipped indoor gym / fitness center.

2.10. Student Union (SU)
The Student Union helps to promote academic, social and welfare interests of all
students. There will be a Student Union President and Vice-President, who will be
assisted by other elected student union members.

2.11. Transport Facility
There is a bus service available from designated points. For further details and
obtaining a bus pass please contact the Student Affairs department.

3. Library
3.1. Information
We have almost 4,000 books in our library which includes IT, BBA and Liberal Arts
resources and journals.

3.2. Library Fee
The library fee is Rs. 1,000/- which must be paid with the semester fees. In case any
book is damaged or lost a fine will be charged.

3.3. Rules
Students are expected to observe the following rules while using the library facilities.
Any violation may incur disciplinary action:
1. Students are not allowed to bring their personal belongings into the library. All
belongings are required to be left at the entrance of the library.
2. In order to create a suitable environment for study and research, talking,
drinking, eating, moving the furniture and smoking are prohibited.
3. Mobile phones should be on silent mode or switched off within library premises.
4. Underlining, marking, folding and tearing pages of library materials is prohibited.
5. All books should be returned to the shelves in their proper place. Books should not
be left on tables for Library staff to put away.
6. Library Membership is non-transferable. No-one can borrow library material on
someone else's behalf.
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4. Computer Labs / IT Department
4.1. Internet Access Policy
This policy defines what the Institute considers inappropriate usage of the internet and
how access to the internet will be managed and monitored.
1. Firewall – a network security system, either hardware or software-based, that
controls incoming and outgoing network traffic based on a set of rules.
2. Inappropriate material – material which could reasonably be described as
unsuitable or offensive, as determined by the IT team.
3. Objectionable material – material that it is illegal to view or possess, such as
pornography and extreme violence. Accessing such material is an offence
punishable by law with serious penalties, including imprisonment.
4. A reasonable amount of non-work related activity is acceptable; but this must not
interfere with work related activities.
5. If a website containing inappropriate or objectionable material is inadvertently
opened the website must be immediately closed.
Technical mechanisms will be implemented by Information and Technology Services
(ITS) to enforce these restrictions. Restrictions that are implemented by the IT team
will be in accordance with directives from the Institute.
Students, staffs (including adjunct appointments), and visitors are provided with
facilities and equipment to allow them to access the internet for work, study, and
research related activities. The access quota available to each user has been
determined by the Institute to be sufficient for the needs of the user.
Some restrictions will be enforced via the Institute firewall to assist compliance with
this policy. It should be noted that even without this firewall enforcement the
restrictions applying to internet access are still applicable.
Requests to have firewall rules removed, or amended, should be made to the IT team
The scope of the removal or amendment (i.e., for an individual, a group, or the whole
Institute) and the reason must be included in the request. Appropriate documented
approval will also be required.

4.2. Monitoring and Enforcement
The IT team is responsible for monitoring internet usage and the management of the
network in accordance with this policy. This includes tracking usage and identifying
any concerns.
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The Institute may track the usage, and, with the prior approval of the Chancellor,
examine the content, of any computer which has been provided by the Institute, or
which is connected to its networks, at any time, and without prior notice to the staff
member or student using the computer. This includes accessing emails or other
electronic communications, and any data stored on the Institute networks or systems.
The IT team will advise the Chancellor or Vice Chancellor as appropriate, of any
suspected breaches of this policy. Any concerns will be investigated in accordance
with the relevant Institute policies and procedures. Breaches of this policy may be
viewed as serious misconduct which could result in disciplinary action being taken.

4.3. Online Learning System (WISE)
Web Information System for Education (WISE) is a web based, academic system.
The basic management features include:
Course History
Students can see details of past and current courses.
Online Course Registration
During designated periods, students are able to do online course registration.
Grades and Transcripts
Students can see their transcript and check requirements for graduation.
Class Management System (CMS)
Students can download course materials uploaded by professors, submit assignments,
and check exam scores.
Calendar
Students can see all academic schedules, events, course times, assignment/project
deadlines, and exam schedules.
Tuition Fee
Tuition fees, dues, payment history, and the outstanding balance are available.

4.4. Student Portal (File Server System)
Through the File Server system students have off-line access to a wide variety of
software, free of cost, plus other study resources. Access is available through the
Institute server, from any computer/laptop throughout the campus.

4.5. Use of Hardware and Software Policy
Students are strictly advised not to break or damage any hardware or software. It may
result in a heavy fine. No hardware should be taken out of the campus.
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4.6. Web Browsing Policy
Irrelevant web surfing is not allowed and a student must not download movies and
songs and other things using the Institute internet.

5. Academic Rules and Regulations
5.1. Add/Drop/Change Course
A course may be changed (add or drop) within the first two weeks, of the start of the
semester, and must be approved by the relevant professor and Dean of department.
The request must be submitted on the required form to the Director of Academic
Affairs. Courses dropped within two weeks after commencement of classes are
deleted from the record.
The student will receive grade “W” (withdrawn) on their transcript if they apply to drop
a course after Week 2 up to Week 6 of the semester. If a student drops the course
after Week 6 an “F” grade will be mentioned on their transcript.

5.2. Class Attendance
Students are expected to attend all classes, tutorials, practicals or other class
meetings officially required for a particular course. They are also expected to complete
all assignments. A minimum of 80% attendance is required to be eligible to sit in the
final examination.

5.3. Course Load
The required course load for a full-time undergraduate is minimum of 15 credit hours
per semester.

5.4. Course Auditing (AU)
A student may audit a course if there is room on the course. No academic credit is
offered nor is a grade given but it will be mentioned on the transcript as “AU”. However,
the student is required to attend all classes participate in all activities and complete
assignments. The student is exempt from taking quizzes, tests, and exams. The
concerned professor’s approval is required to audit a course. He/she may choose to
accept or refuse auditing students.

5.5. Course Registration
1. Registration for courses shall be made by students (manually and on-line) within
the specified period before the commencement of each semester.
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2. Classes can be cancelled if registration is too low: less than 10 students for General
Electives (GE) and 5 students for Compulsory courses
3. Students who do not register for courses in advance may only register during the
specified period for course changes.
4. Within seven teaching days from the start of the semester the Deans shall forward
all the registration forms to the Academic Affairs department.

5.6. Credit Hours
A credit hour means teaching/theory course for one hour per week throughout the
semester. One credit in laboratory or practical work/project requires lab contact of
three hours per week throughout the semester.

5.7. Dismissal on Academic Grounds
An undergraduate shall be dismissed on academic grounds from the Institute if:
1. GPA/CGPA is less than 2.0 in three consecutive semesters.
2. Completed maximum duration of the program after his/her first registration without
fulfilling the requirement for the award of the degree.

5.8. Degree Requirements
Students should complete all required credits according to the particular departmental
curriculum which varies department by department. Total CGPA should not be less
than 2.00 for graduation.
1. A student has to pass both theory and practical/lab work. Failure in one, theory or
practical/lab work shall result in failure in the course.
2. They have paid all prescribed fees/charges and have been on the rolls of the
campus during that semester.
3. Transferred students should earn a minimum of 60 credit hours at the Institute, out
of a total of 124-140 credit hours.
4. They have registered for the course of study and have attended not less than 80%
of the lectures/seminars delivered in each course, and 80% of the practical/
laboratory work prescribed for the respective courses.

5.9. Duration of Degree
An undergraduate must complete the degree requirement in maximum of 6 years.
However, the normal duration is 4 years.

5.10. Expulsion
The following students shall be expelled from school:
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1. Non-payment of fees by the specified deadline including deadline for paying in
installments.
2. Found guilty of committing a serious offence, which either warrants immediate
expulsion or as a result of a final warning.

5.11. Fees
1. Fees are payable in full before the start of each semester.
2. Registration Fee of Rs 5,000 is payable once at the time of admission. This is
non-refundable.
3. If a student who has been enrolled and paid the semester fee but drops out
before attending classes, fees will be refunded as per HEC policy.
4. Non-payment of fees will result in an automatic fine. If the fees remained unpaid
for 1 month after the due date the student will be automatically dropped from the
Institute. Such students will not be allowed to appear for final examinations.
5.11.1.
Tuition fees will be refunded, as per the following schedule, according to HEC
policy:
During first week of commencement of classes:
During second week of commencement of classes:

100%
50%

After second week of classes:

0%

Note: The registration and library fee are non-refundable.

5.12. Leave / Absence Policy
Students are expected to attend their classes regularly. Absence never exempts a
student from the work required for satisfactory completion of the courses. In case of
excessive absences in any course the following actions will be taken:
1. First warning for absence of 10% of class hours
2. Second warning for absence of 20% of class hours
3. A failing grade in the course for an absence of more than 20% of class hours
4. In this case students will be required to repeat the course next time, as and when
it is offered, and shall not be entitled to appear in the final examination, in the
semester where the attendance is short.
5. Exception to (3) may be made in exceptional cases such serious illness or death
of an immediate family member if approved by the Chancellor or Vice Chancellor.
In such cases, the student will receive a W grade in the course.
6. There shall be no make-up classes in order to make up the shortage of attendance
of any particular student.
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5.12.1. Cancellation of Admission
After the start of the semester, if a student remains absent for four consecutive
weeks without prior approval, admission will be automatically cancelled,
without any notification.

5.13. Pre-Requisite Courses
Student will not be registered in certain advance courses unless they have passed
the pre-requisite courses prescribed by the Institute.

5.14. Probation (Academic Warning)
1. Students who fail to maintain a minimum CGPA of 2.0 are placed on academic
probation.
2. If a student fails to improve their CGPA in the next semester they will be placed
on “last probation”.
3. If there is no improvement in the next semester their registration will be
automatically cancelled.

5.15. Re-Admission Policy
1. Any student who withdraws from, or fails to return to, the Institute while disciplinary
action is pending against him/her will be ineligible for re-admission unless the
charges are dismissed or resolved. The Institute reserves the right to restrict
individuals from the campus while those individuals have unresolved disciplinary
charges pending.
2. In principle, students who have been expelled due to discipline will not be readmitted.
3. Students who have been dismissed on academic grounds following probation may
be re-admitted subject to approval by the concerned committee.
4. If a student withdraws voluntarily, or if they have taken leave without permission
and they wish to be re-admitted they must re-apply as per the admission process.
Applications will be subject to approval by the concerned committee.
5. To re-apply submit an application to the Academic Affairs Department, co-signed
by guardians along with Certificates of Performance.
6. If the number of applicants for re-admission is more than the number of vacancies,
applicants shall be approved for re-admission based on the performance records
for all the years at the time of leave of absence.
7. Re-admitted students shall pay the specified re-admission fees in addition to the
tuition and/or fees.
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5.16. Repeating a Course
1. Course(s) with “F” and “W” grade(s) may be repeated in regular semester(s) as
well as in the summer session if offered, subject to registration by the student
concerned within the given due dates. Students are required to complete the
normal semester activities (class attendance, assignments, quizzes, mid-term
exams, and final examinations. However, an F grade will appear on the transcript.
2. Students may be allowed to repeat a course in which he/she has obtained a grade
below “C”. Both grades will appear on the transcript but only the highest grade will
be used to calculate CGPA.
3. In case of CGPA improvement this will be recorded on the transcript.
4. In case of repeating the course(s), a student must pay full fees for that particular
course.
5. Maximum 15 credit hours (5 courses) can be repeated in an undergraduate
program. However, one course cannot be repeated more than once.

5.17. Semester Freeze
IMPORTANT: Students must submit a written application and obtain approval from
the concerned department before leaving their studies. If a student registers on a
course and leaves without prior approval, it will result in grade F.
1. A student may freeze/leave a semester by submitting a written application with
approval of the Dean of School and Director of Academic Affairs 2 weeks prior to
the start of the semester. Please note freezing in the first semester is not
permitted.
2. During the “freezing period” the student will not be entitled to access facilities like
hostel, medical, transport, library, and computer lab.
3. Freezing the semester is a matter of choice and students will not qualify for any
relaxation in semester maximum credit limit or towards maximum time specified
for completion of the degree.
4. In special cases, applications may be accepted after the semester has begun,
but not later than two weeks after the commencement of classes
5. No charges are payable during semester freeze. Fees paid for a semester will
only be carried forward if the student submits the Semester Freeze application
within the prescribed period of time.
6. Leave is valid for maximum two consecutive semesters (1-year). After two
semesters, a student must rejoin, register for courses, and continue studies,
failing which admission will be cancelled automatically without any prior
information. For resuming study after semester freeze the student must submit
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an application for rejoining to the Academic Department prior to the commencement
of classes to activate her/his status at the Institute.

5.18. Transfer of Credit Hours
1. Credits are transferred on a course to course basis i.e. a person taking course A
at University X is allowed to transfer his/her credits to PGI provided that course A
is equivalent to course B taught at PGI.
2. No credit hour of a course will be transferred if the grade is less than C for
undergraduate and B for graduate.
3. Up to a maximum of 50 credits may be transferred.
4. Credit hours may only be transferred between duly recognized high education
institutes and internationally recognized universities.

5.19. Withdrawing
In order to withdraw from any course a written request must be approved by the Dean
of the relevant department and submitted to the Academic Affairs department no
later than Week 6 of the semester. In such a case the transcript shall record that a
student enrolled in a course and withdrew. Grade W will be awarded to the student,
which will have no impact on the calculation of the CGPA.
A student withdrawing after Week 6 will automatically be awarded F Grade, which
shall count in the GPA and stay on the transcript.

6. Exams and Grading
6.1. Calculation of GPA and CGPA

GPA =

Sum over all courses in a Semester (Course Credit Hours x Grade Point Earned)
Total Semester Credit Hours

Semester Grade Point Average (SGPA) and Cumulative Grade Point Averages
(CGPAs) will be calculated as follows:

CGPA= Sum over all taken courses in all Semesters (Course Credit Hours x Grade Point Earned)
Total Credit Hours taken in all Semester
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6.2. Evaluation (Weightage)
The performance of students is evaluated through a system of continuous testing
spread over the entire period of studies. In addition to the final examination given at
the end of each semester, students are tested through mid-term examinations, a
series of short quizzes, class discussions, written assignments, research reports, etc.
all of which contribute to the final grade. Term examinations are administered twice
in a semester (spring/fall).

Nature of Examination

Weightage

Quizzes

10%

Mid Semester Examination

25%

Assignments/Presentation/Practical

25%

Final Examination

40%

6.3. Exam Rules and Regulations

6.3.1. U
PGI expects its students to meet the highest ethical standards. If any student
is found guilty of any of the following matters, his/her case will be submitted to
the Student Guidance and Discipline Committee.
1. Removes a leaf from his/her answer book, the answer book shall be
cancelled.
2. Submits forged or fake documents in connection with the examination.
3. Commits impersonation in the examination.
4. Copies from any paper, book, or notes.
5. Damages the answer book.
6. Possesses any kind of material, which may be helpful to his/her in the
examination.
7. Does anything that is immoral or illegal in connection with the examination
and which may be helpful to him/her in the examination.
8. Refuses to obey the invigilation staff or refuses to follow the instructions
issued by the Institute in connection with the examination.
9. Misbehaves or creates any kind of disturbance in or around the examination
center.
10. Uses abusive or obscene language in the answer book.
11. Possesses any kind of weapon in or around examination center.
12. Possesses any kind of electronic device, which may be helpful in the
examination.
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6.3.2. Penalties
The Student Guidance and Discipline Committee (SGDC) will decide what
action will be taken if a student is found guilty. The penalty may include, but is
not limited to, any of the following:
1. Cancellation of paper
2. Suspension from program for one semester
3. Fine
4. Expulsion
5. Any other
6.3.3. Appeal against the decision of the SGDC
If a student is not satisfied by the decision of the Committee, he/she can submit
his/her appeal within a week after the decision to the Vice Chancellor
Academics. The Vice Chancellor’s decision is final and cannot be appealed.
6.3.4. Re-checking Answer Books
A student may make an application to have their answer book re-checked
within 10 days of notification of the result. However, re-evaluation of the paper,
shall not be allowed, except for the evaluation of the unmarked answer or a
part thereof.
The candidate or anybody on his behalf has no right to see or examine the
answer books for any purpose.
The Controller of Examinations, or any appointed officer/committee shall see
that:
1. There is no computational mistake in the grand total on the title page of the
answer book.
2. The total of various parts of a question has been correctly added up at the
end of each question.
3. All totals have been correctly brought forward on the title page of the answer
book.
4. No portion of any answer has been left un-marked.
5. Total marks in the answer book tally with the marks sheet.
6. The hand-writing of the candidate tally in the questions/answer book.
Please note that as a result of this process it is also possible for marks to
decrease. In the event of a reduction in marks, the record shall be corrected
accordingly and a revised transcript will be issued.
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6.4. Grades – Withdrawn, Incomplete, Fail (W, I, F)
6.4.1. Withdrawn (W)
‘W’ grade is awarded as an academic penalty to students for dropping a course
up to Week 6. Dropping the course after Week 6 will result in ‘F” grade.
6.4.2. Incomplete (I)
‘I’ grade is awarded in one of the following cases:
1. When a student is barred from taking the final examinations due to short
attendance (less than 80% attendance), provided the internal assessment
is 50% or more.
2. When a student misses the final examination for an unavoidable reason,
they may appeal within one week of missing the exam. In such cases, if the
application/appeal is approved, the internal grades will stand intact and the
final examination will have to be re-taken when subjects are offered. If the
reason for missing the exam is not accepted an ‘F’ grade shall be given.
6.4.3. Fail (F)
‘F’ grade implies that the student has not been able to secure passing marks.
Such a student is given zero grade points in the course, and is required to
repeat the whole course whenever offered.
Note: Students getting ‘I’ or ‘F’ grade due to short attendance will have to
repeat the course. However, this provision (flexibility) will not be applicable to
dismissal cases.

6.5. Grading System
In principle, academic performance shall be evaluated in a relative manner. However,
the absolute evaluation system may be operated, subject to class size. Academic
performance shall be evaluated based on grades or scores; the criteria and method
for evaluation shall be specified in the lecture plans.
Letter Grade
A
AB+
B
BC+
C
CD+
D
F
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Grade Point
3.67 ~ 4.00
3.34 ~ 3.66
3.01 ~ 3.33
2.67 ~ 3.00
2.34 ~ 2.66
2.01 ~ 2.33
1.67 ~ 2.00
1.31 ~ 1.66
1.01 ~ 1.30
0.10 ~ 1.00
0.00
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6.6. Make-up Exams
At the discretion of the Dean/Professor of the concerned department, the make-up of
mid-term examinations may be permissible under special circumstances. However,
make-up of final examinations is not allowed under any circumstances. There will be
no supplementary/special examinations. If a student fails a course he/she is required
to repeat it.

7. Transcripts, Certificates and Official Letters
1. When requested, the Director of Academic Affairs shall issue certificates including:
• Certificate of Attendance
• Certificate of Completion
• Certificate of Expected Graduation (Predicted results)
• Transcripts
• Copy of academic records
• Certificate of payment of educational fees

2. Certificates may be issued in English; the various certificate records shall be managed
separately.
3. A certificate of expected graduation shall be issued when the requirements for graduation
can be determined. A student in the final semester may get his/her certificate of expected
graduation for the purpose of employment or to take a licensed examination. However,
the certificate may be issued only when the number of credits earned plus the credits for
registered courses is the same as or larger than the number of required credits for
graduation.
4. The specified fees shall be paid when submitting the application for the issuance of a
certificate.

8. Scholarships and Financial Aid
8.1. Merit Based Scholarship
In order to encourage academic achievement PGI is keen to reward students through
a number of merit based scholarships
8.1.1. Advance Merit Scholarship (For Entrance-based Toppers)
Top merit position holders in PGI admission merit lists for the respective
schools/departments will be awarded scholarships, as per the following criteria:
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1st Position: 100% tuition fee waiver
2nd Position: 50% tuition fee waiver
This scholarship will be applicable for the 1st semester only.
8.1.2. Mid-term Exam
The top 3 position holders for each respective school will receive the following
tuition fee waivers for the following semester and a Certificate of Achievement:
1st Position: Rs15,000
2nd Position: Rs12,000
3rd Position: Rs10,000
8.1.3. End-term Exam
The top 3 position holders will be eligible for the following tuition fee waivers for
the subsequent semester: (subject to minimum CGPA 3.5)
1st Position: 70% tuition fee waiver
2nd Position: 50% tuition fee waiver
3rd Position: 30% tuition fee waiver

8.2. Scholarships and discounts other than merit
These scholarships are available on a limited basis
8.2.1. Kinship / Siblings
10% tuition fee waiver for the kin of current students (brother, sister, husband,
wife, father, mother, son, and daughter).
8.2.2. Employees children
20% tuition fee waiver for children of employees. Minimum employment
duration applies.
8.2.3. Disabled
Up to 50% tuition fee waiver.
8.2.4. Orphan
Up to 50% tuition fee waiver
8.2.5. Group Discounts for Organizations
10% waiver in tuition fee of each student for organizations nominating minimum
three students.

8.3. Need and merit based financial aid
PGI believes that deserving and academically gifted students should not lose out on
the opportunity to pursue their studies due to lack of finances. Therefore, a designated
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amount of the budget each year is dedicated for students to follow their dreams, and
provide access to high quality education. A strict assessment process is in place
based solely on an equal opportunity basis. Applications will be evaluated and awarded
according to the need and merit of each individual application and subject to availability
of annual funds.
The amount of the scholarship will be dependent on the students’ needs and will range
from 5%-50% tuition fee waiver for qualifying students.
Once granted, scholarships in this category remains available to the students for the
entire degree program provided their performance does not fall below GPA 2.25, or
unless their circumstances change.

8.4. External Scholarships
In addition to the scholarships awarded by the University, we also facilitate our
students in securing funding opportunities through various external sources such as
the government, industry, various clubs, unions, societies, trust, foundations, and other
organizations. The rules and regulations regarding these scholarships are defined by
the specific funding organizations themselves and will be followed accordingly.
Note: If a student receives funding from another source, said amount of fee waiver
and/or scholarship awards given by PGI may be adjusted accordingly.

9. Student Code of Conduct
The Student Code of Conduct is developed to ensure that you are aware of your
responsibilities as a student of PGI, and applies to all students. In enrolling as a student it
is imperative to abide by the Code of Conduct.

9.1. Class Misconduct
All students are expected to arrive at classes on time and conduct themselves in an
appropriate manner during class, laboratory sessions, and field experiences.
Students should be mindful that classes are conducted throughout the day and are
expected to behave in ways that do not disrupt classes that are in session. Loud
conversations or other activities in the corridors or garden areas of the academic
buildings that are disruptive are prohibited and will be subject to disciplinary action.
Students are not allowed to bring any drinks or eatable things inside the classrooms.
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Faculty members are responsible for setting standards regarding appropriate classroom
behavior and have the authority to remove any student whose behavior is deemed
inappropriate or disruptive.

9.2. Destruction of Property
Instances of destruction, defacement, or damage caused to Institute property shall
be severely dealt with. The offender will be expected to pay for damages and, where
appropriate, will be expected to assist in performing necessary repairs or clean up.
The punishment may also include a special fine, community service, suspension
or, if the circumstances so require, expulsion from the Institute.

9.3. Dress Code
Students are expected to dress neatly and modestly keeping in view the local cultural
values. To abide by the student dress code, students should not:
1. Wear tight or see-through clothing
2. Wear shorts, or sleeve-less shirts
3. Wear t-shirts/dresses bearing language or art, which appears to be provocative,
indecent and likely to offend others
4. Wear torn clothing
5. Wear jogging or exercise clothing during classes
6. Put on excessive makeup or wear expensive jewelry
7. Wear unprofessional attire in formal programs

9.4. Drugs / Alcohol / Weapons
Possession, use or sale of alcoholic beverages, hard liquor, or drugs on the college
campus is strictly forbidden. Violation of this policy will result in strict disciplinary
action that may include suspension or expulsion from the Institute.
Possession of weapons of any kind is strictly forbidden and will be severely punished.
Use of a weapon will result in expulsion from the PGI without prejudice to any other
legal action, which the authorities would deem fit to take, in view of the nature of such
an offence.

9.5. Harassment Policy / Threating Behavior
PGI has “zero tolerance” for any form of harassment. Any student found guilty of
such behavior will face strict disciplinary action.
Harassment refers to behaviors that are found to be offensive, threatening or
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disturbing to the recipient. To harass is to persistently annoy, attack, or bother
someone or to interact with others in a manner which has the purpose or effect
of unreasonably interfering with an individual's work performance or academic
performance, or creating an intimidating, hostile, or offensive environment.
Sexual harassment is defined as any unwelcome sexual advance, request for
sexual favors, or other verbal or physical conduct of a sexual nature that is
offensive, embarrassing, intimidating or humiliating. Specific examples include, but
are not limited to:
1. Touching in an inappropriate way.
2. Staring or leering.
3. Requests for sex.
4. Subtle pressure for sexual activity, or sexual innuendoes.
5. Display of sexually explicit pictures.
6. Repeated references to various parts of the body at inappropriate times.
7. Requests for dates when the other person has made it clear that she or he is not
interested.
8. “Hooting”, whistles, or other suggestive noises or gestures, suggestive comments
or jokes.
9. Insults, name-calling or taunts based on a person’s gender.
10. Derogatory graffiti.
11. Sexually explicit e-mails, text messages, etc.
12. Spreading rumors about another person’s sexual behavior.
13. Intrusive questions about a person's private life or body.
14. Any behavior with members of the opposite sex that you would consider to be
inappropriate if directed at a member of your family.
15. Sexual harassment does not refer to compliments or other behaviors that are
considered to be socially appropriate.

9.6. Interaction between Genders
As a co-educational institution, PGI is committed to providing a comfortable and safe
environment for all of our students. The nature of any interaction between males and
females on campus must be in keeping with cultural norms.
1. Males and females may sit together in public places on campus but NOT in
secluded or isolated places. These include parked cars, empty classrooms,
behind buildings or behind bushes or hedges.
2. An appropriate distance should be maintained with no touching.
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9.7. Off Campus Conduct
Conduct occurring off campus should not negatively affect the interest/image of the
Institute.

9.8. Political Activity / Banners / Demonstration
Students should not engage in, assist with or promote any kind of activities of a
disruptive nature. Participation in any political activity is strictly forbidden on campus.
Students shall not organize, or participate in demonstrations, rallies or picketing on
campus.

9.9. Smoking
Smoking within the college premises is strictly prohibited. Students are allowed to
smoke outside the campus or a designated place for smoking within the campus.

9.10. Theft / Bribery
Any student caught stealing or knowingly allowing another person to steal may
be suspended or expelled from the Institute.

9.11. Use of Mobile Phone
Camera phones are not to be used to take pictures of anyone without their
knowledge and permission. Posting of pictures on the Internet without the consent
of everyone in the picture is a serious offence and will be dealt with severely.
Students caught taking these pictures will have their phones confiscated and their
parents called. If this behavior falls into the category of harassment, students will
be dealt with accordingly.
Students are not allowed to use mobile phones inside the classrooms at any time.
They are asked to be courteous if using the phone inside the academic blocks so
as not to disrupt classes being held. Phones should be switched off during class.
Students using phones during class for calls, texting or disrupting class in any way
will be warned and then fined. Repeat offenders may have their mobile phone
confiscated.
Mobile phones will not be allowed into an examination room for any reason. The
Ssupervisor may collect the phones and contact parents to collect them if they are
found in the room.
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10.

General Policies

10.1. Change of Details (Address, Telephone)
1. Any change in the address and circumstances of the guardian shall immediately
be reported.
2. Changes to student’s details shall also be reported and updated on the records, as
necessary.

10.2. Discipline Policy
10.2.1. Disciplinary Offences
Disciplinary action may be taken in any of the following cases but not limited to:
1. Academic misconduct (E.g. Cheating, Plagiarism)
2. Class misconduct
3. Destruction of property
4. Dress code
5. Drugs/alcohol/weapons
6. Harassment/threatening behavior
7. Interaction between genders
8. Off campus conduct
9. Political activity/banners/demonstrations
10. Smoking
11. Theft/bribery
12. Use of mobile phone
10.2.2. Penalties
Upon thorough investigation, if a student is found guilty, a number of penalties
may be issued depending upon the seriousness of the proven act. They may
include, but not limited to, any of the below:
1. Verbal warning
2. Written warning
3. Fine
4. Suspension (definite or indefinite)
5. Expulsion with immediate effect

10.3. Identity Cards (ID Cards)
Students must be in possession of the Institute’s ID card on entering the premises,
and whenever they are on the campus, it must clearly be displayed at all times. A
fine may be issued if a student is not in possession of his/her ID card.
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Students will not be allowed on the campus without a valid ID card. In exceptional
circumstances, if a student does not have his/her ID card on entry, a CNIC may be
allowed, after security receives approval from the concerned head of department,
to ensure a student does not suffer any academic loss.
It is the student’s responsibility to get the ID card during the orientation period or
latest by the end of the first week of the semester. For further details, contact the
Student Affairs department. Loss of card must be reported to the Student Affairs
department immediately, and a new card will be issued at the prescribed cost. The
card is not transferable, and neither shall it be duplicated, or photocopied and used
as a replacement.

10.4. Parking
Cars and motorcycles must have the appropriate stickers to be parked on campus.
Stickers can be obtained from the Student Affairs department. Vehicles without
stickers will not be allowed to enter the main gate. Car stickers are not transferable.
Vehicles should not be left in the parking lots after 5:00 p.m. unless they are
attending an Institute approved event on campus. Students should not remain in
their cars once they have been parked. No dark windows will be allowed. Window
shades can be used but students should not be in the car after they have been
placed in the windows.

10.5. Plagiarism
10.5.1. Definition of Plagiarism
Plagiarism is a very serious academic offence. A student found guilty of such an
offence will face strict disciplinary action.
Plagiarism is defined as “taking and using the thoughts, writings, and inventions
of another person as one’s own” and not giving proper credit to the other person.
Plagiarism can take many forms such as:
1. Using published work without referencing (the most common).
2. Copying course work essays.
3. Collaborating with any other person when the work is supposed to be individual.
4. Taking another person’s computer file/program.
5. Submitting another person’s work as one’s own.
6. The use of unacknowledged material published on the web.
7. Purchase of model assignments from whatever source.
8. Copying another student’s results.
9. Falsifying results.
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10.5.2. Policy
1. PGI is committed to upholding standards of academic integrity. Plagiarism in
any form is unacceptable and will be treated seriously.
2. Students will be advised at the start of every course about the plagiarism
policy and procedures.
3. Faculty will take steps to detect plagiarism, which may include the use of
electronic plagiarism detection software, and other methods to compare work
submitted for assessment against various databases. This may include the
internet, electronic reference materials and other students’ work submitted for
assessment.
4. A faculty member who suspects that plagiarism has occurred must produce
evidence (through identifying the source) to support the allegation and report it
to the Director of Academic Affairs for appropriate action.
5. The Director of Academic Affairs will maintain a plagiarism register. The register
will record warnings and outcomes of all accusations of plagiarism.
6. A student’s involvement in alleged plagiarism will be retained on the
plagiarism register while still enrolled, and faculty will have access to this
information when considering subsequent allegations of plagiarism.
10.5.3. Penalties
If a student is found guilty, a number of penalties may be issued depending on the
severity of the offence, and may include, but not limited to, any of the below:
1. A written warning and a failing grade on the assignment.
2. A failing grade in the course/all courses of that semester.
3. Suspension until the end of the following semester.
4. Expulsion with immediate effect.
All reported instances of plagiarism will be investigated by the Director of
Academic Affairs and Discipline Committee and will be entered in the record
of plagiarism registered and maintained in the Office of the Vice Chancellor.
Upon thorough investigation, any of the above penalties may be recommended
depending upon the seriousness of the proven act of plagiarism.

10.6. Student Grievance Procedure
If a student is not satisfied by the decision of the Student Guidance and Discipline
Committee, he/she can submit his/her appeal within a week after the decision of the
Committee to the Vice Chancellor (Academic). No appeal shall lie against the
decision of the Vice Chancellor (Academics).
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10.7. Transport
The Institute has buses on different routes in Islamabad and Rawalpindi. Students
who wish to use the bus service must get a bus pass, which is available from the
General Affairs. There will be a charge of Rs____ depending on use. Some of the
charges are given below:
PGI to Faizabad

PGI to Karachi

PGI to Blue Area

PGI to T-Chowk

10.8. Visitors/Guests
All visitors will be expected to register with security upon entering campus and
must get a visitor’s pass. It must be displayed as long as they are on campus.
Visitors are welcome on our campus for many different functions. However, in the
interest of the safety and security of our students, we ask that students
accompany their visitors at all times. This means that students should not invite
visitors during times they should be in class or have other commitments.
Students will be held responsible for the behavior of their guests and must make
sure that guests are aware of the expected standards of behavior.
Campus authorities reserve the right to ask a guest not to return to the campus if
their conduct causes disruption to campus activities or compromises the safety of
the campus community in any way. Non-students are not allowed to loiter on
campus. If someone is coming to pick or drop a student, he/she should wait for
that student in the parking area unless signed in as a visitor.

11.

Awards and Honors
Awards are given as recognition of outstanding academic achievement and to further
encourage research and scholarship. They are awarded to every student attaining the
required proficiency. Students also receive certificates. PGI supports academic
achievement and is pleased to recognize and reward students whose academic
performance and development merits special attention.

11.1. Honor Lists
1. Three categories are awarded every semester based on units completed for
credit and letter grade.
2. Chancellor’s Honor List is based on 15 credits – minimum five courses and a
4.00 grade-point average.
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3. Dean’s Honor List is based on 15 credits and a grade-point average of 3.75 - 3.99.
4. Honorable Mention is based on 15 credits and a grade-point average of 3.50 - 3.74.

11.2. Award of Gold Medal
A student with an outstanding performance and with the highest CGPA in each
degree program, but not less than CGPA 3.80 (if the average CGPA of cohort for a
degree program is 3.25 or above) and not less than a CGPA 3.65 (if the average of
cohort of a degree program is less than 3.25).
1. There should be no repeat course and “F” grade in the academic record of the
student.
2. There should be no disciplinary case or warning against him/her in their record.
3. A certificate of distinction/honor will be awarded for the best thesis/project to
students in the final semester.
4. If two students attain the same highest grade point average, then each of them
will receive a Gold Medal.
5. While considering a student for the award of Gold Medal the student’s attendance
and disciplinary record may also be considered.

12.

Where to Find Help
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13.

Student Declaration Form
It is essential that you read the Handbook and complete and return the form below by the
end of the first week of the semester.
"……………………………………………………………………………………………….

Student Declaration Form
To be completed by all students and returned to the Director of Academic Affairs
I have read and understood the contents of the Student Handbook 2019 and undertake to
abide by all the policies, rules and regulations mentioned therein.
Name:

_____________

Program:

___________

Reg. no:
Signature:

Date:
For Office use only:
Received by:

STUDENT HANDBOOK 2020/21

Date:

34

