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   STUDENT RIGHTS

All students have a right to a quality education. Students in good standing have a right to use all the facilities mentioned below provided they observe the relevant rules applicable to their use.

· The CIIM Library

· The CIIM Computer Labs
· Access to the Internet

· All necessary training facilities

· The MEMRB cafeteria

· Parking Area
Also, students have a right to ask for documents that have to do with their student status, such as transcripts and letters of certification. Each student should follow the academic regulations set forth by CIIM.

COMMITTEES

Academic and administrative matters relating to the functioning of the programmes and the governance of the School are dealt with by the following Committees:

1 Academic Committee

The Academic Committee deals with all academic matters relating to CIIM degree programmes not specifically assigned to other persons and committees. Membership consists of the Director of the Institute, who chairs the committee (mandatory by Cyprus law), two Programme Directors, a resident faculty and two student representatives.  The Graduate Course Administrator as an ex-officio member.

2 Student-Faculty Curriculum Committee 

Reviews and assesses feedback relating to CIIM degree programmes and makes recommendations to the Academic Committee on possible changes in curriculum.  Membership consists of the CIIM Director, the Programme Directors and two student representatives, one from the one-year degree programmes and another from amongst the students pursuing the two-year programmes.  The Graduate Course Administrator is an ex-officio member. 

3 Admissions Committee

This Committee reviews annually the requirements for entry into CIIM degree programmes. It operates on a continuous basis due to CIIM’s rolling admissions, evaluating all applications received and determines whether admission should be granted to candidates.  

The Committee members are: the Director, the Programme Directors, and two faculty members.  The Admissions Officer, is an ex-officio member. 

4 Administrative Committee

The Administrative Committee considers and makes recommendations on matters which relate to the smooth and efficient administration of the Institute and to the welfare of staff and students. Membership comprises the Director of the Institute, who chairs the committee (mandatory by Cyprus Law), the MPSM Director, one resident faculty member, the Graduate Course Administrator, the Chief Financial Officer, the Human Resource Manager, one representative of the administrative staff and two student representatives. 

5 Disciplinary Committee

The Disciplinary Committee deals with disciplinary matters relating to CIIM degree programmes. It consists of the Institute Director, who chairs the Committee (mandatory by Cyprus law), three resident faculty (including by established practice two Programme Directors), the Graduate Course Administrator and two student representatives.  The Assistant Graduate Course Administrator attends the meetings as an alternate to the GCA. Other CIIM faculty/staff members may be in attendance as the Director may decide, (for instance, in cases where a complaint is filed against a student by faculty/staff member). 

6 Faculty Selection and Promotions Committee

This Committee decides on promotions relating to CIIM resident faculty as well as on any initial appointment of a new resident faculty member to any position above Assistant Professor. Given CIIM's small number of resident faculty, CIIM must look beyond the resident staff for appointments on the Committee, for advice and judgement.  Membership comprises two members of the Academic Council (one of which must be the Chairman), the Director of CIIM, two Programme Directors and a member of the Non-Resident Faculty.

7 Non-Resident Faculty Advisory Committee

CIIM aims to build a special, long-term relationship with its visiting faculty.  The term "visiting faculty" is, in fact, misleading. In the context of the CIIM, such faculty are not added on, or supplementary to our resident faculty.  They are the main teachers of our programmes.  Many of them have developed strong ties and a long-term relationship with CIIM, returning to teach here on a regular basis (several times a year) for over a decade.  Their advice is regularly solicited on a wide range of academic and business matters and their input integrated with that of the resident faculty.  It is fair to say that “visiting” faculty have been integrated into our programmes much more closely than is usually the case with visiting faculty in other business schools.  

This Committee acts as a sounding board and as an advisory body, feeding back the views of non-resident faculty regarding CIIM curriculum, courses and student performance as well providing a formal channel for their suggestions.  The members of this Committee also actively help CIIM to broaden and deepen its international network of such faculty.  Membership comprises five senior, non-resident faculty members selected by the Academic Committee after consultation with the non-resident faculty. The CIIM Director is an ex-officio member of this Committee.

8 Research Committee

The Research Committee sets the Institute’s research policy, approves the projects to be undertaken by the Institute and decides on the allocation of research funds to faculty, fellows and associates, in co-operation with the CIIM Director and the Faculty Research Co-ordinator.  Members of the Committee are: the CIIM Director, the Programme Directors, the Research Director, who chairs the Committee, and two resident faculty.  The Research Centre Manager is an ex-officio member of the Research Committee.

PROGRAMME SCHEDULES

Academic Year 2009-2010 
Participants can get copies of the course schedules for the Academic year 2009-2010 from the Administration Office or they can download them from the CIIM intranet at www.ciim.ac.cy  (document archives section).

GRADUATION (for students of the previous year(s): November 2009
NOTE
Whenever a public holiday falls on a lecturing day or when there is a course scheduling problem, the lecture may be moved to a Saturday. On some occasions, students might be required to attend class during a public holiday.

                              DURATION OF STUDIES

The MBA and MPSM programmes are normally pursued either on a one-year, full-time or a two-year, part-time basis. 

Part-time students may attend the day schedule, or the evening/weekend schedule of courses. Full-time students are allowed a maximum of one year and three months from the date of enrolment to complete their studies, while part-time students are allowed a maximum of three years.  
The MSc programmes are normally pursued either on a one-year full-time basis, or a two-year part time basis of evening/weekend class attendance. Full-time students will be allowed a maximum of one year to complete their studies, while part-time students will be allowed a maximum of two years from the date of enrolment.

Note: The programme date commences from the day of registration.
TIMETABLE

Weekday Schedule (2, 3 and 5 credit courses)

The teaching schedule is as follows:

08:45 -10:30

classroom time

10:30 -
10:45

coffee break
10:45 -
12:15 

classroom time

12:15 -
13:00

lunch break
13:00 -
15:00

classroom time

15:00 -
15:15

coffee break
15:15 -
17:00

classroom time

Evening/Weekend Schedule (5 credit course)

Saturday                                          Sunday

08:45 – 10:30   classroom time          10:00 – 12:15   classroom time    

10:30 – 10:45   coffee break             12:15 – 13:00   lunch break

10:45 – 12:45   classroom time          13:00 – 15:00   classroom time

12:45 – 13:30   lunch break             15:00 – 15:15   coffee break

13:30 – 15:30   classroom time          15:15 – 17:15   classroom time

15:30 – 15:45   coffee break             17:15 – 17:30   coffee break

15:45 – 18:30    classroom time         17:30 – 19:00   classroom time

Monday, Tuesday, Wednesday, Thursday and Friday Evenings
18:30 – 19:45   classroom time
19:45 – 20:00   coffee break
20:00 – 22:00   classroom time
Weekend Schedule (2 and 3CR course)

Saturday                                          Sunday

+

08:45 – 10:30   classroom time          10:00 – 12:00   classroom time    

10:30 – 10:45   coffee break             12:00 – 12:15   coffee break

10:45 – 12:15   classroom time          12:15 – 13:45   classroom time

12:15 – 13:15   lunch break             13:45 – 14:30   lunch break

13:15 – 15:15    classroom time         14:30 – 16:30   classroom time

15:15 – 15:30   coffee break             16:30 – 16:45   coffee break

15:30 – 17:30    classroom time         16:45 – 18:30   classroom time

NOTE:

Occasionally the hours can be extended to include special seminars in the evening. As a rule participants should strictly adhere to the above schedule.

ACADEMIC REGULATIONS

1. GENERAL

The purpose of this section is to provide information on the regulations that govern the assessment of students, the project work, and the grading system.

1.1 Assessment and Examinations

Responsibility for course assessment lies with the faculty member teaching the course.  The faculty member determines the form of assessment for the course, sets the exam questions, and decides on the evaluation methods to use.  The assessment may be based on one or more of the following:

•
written exam (individual)

•
written group or individual assignment

•
written case study/reports

•
class participation

•
presentations (individual or group)

At least 50% of the final grade for each course is based on an individual examination.  (This may be either a written exam or an individual assignment).  In order to pass a course, a participant must receive a passing mark on his/her individual examination.  Grades given by instructors for participation in class or other course work cannot compensate for a failing mark in the individual examination.  If a student fails the individual examination of a course but passes the class work and/or group assignment for instance, he/she will be assigned an Incomplete (I) grade for the course and be permitted to take a make-up exam or assignment.  The instructor will subsequently average the marks from the first and second individual exam and assign the student a grade for the course.  Should the average of the two exams fall below 55%, the student will receive a grade F and will need to retake the course when it is next offered.   Permission to receive an Incomplete (I) grade will be granted only once. Should a student receive a failing grade in an individual assignment a second time, the rules indicated under the subject heading “Failing and Retaking Courses” will apply.

1.2   Final Project Work (MBA/MPSM programmes)
A panel of CIIM faculty appointed by the Director assesses a student’s final project, worth 20 credits. The project tutor in consultation with the CIIM faculty will assign the final grade. The grade assigned for the project is final.

All CIIM students need to complete a final project as part of the requirements of receiving an MBA and/or an MPSM degree.  The project is in the nature of a research based consultancy report.  It applies lessons learned from subjects studied in class to a real world situation.  When a student has attended at least 60% of the degree programme and the final project workshop and he/she has achieved an overall course average of 65% and above, he/she will be eligible to be assigned a project tutor and start the final project. 
The following regulations are binding for students who registered in January 2007 onwards and those who have not done the Final Project Workshop but registered prior to January 2007:

· MBA students must attend at least 50 course credits before attending the Final Project Workshop including the core courses “Competitive Analysis” and “Market Research”. MPSM students must attend at least 50 course credits before attending the Final Project Workshop including the core courses “Cost-Benefit Analysis” and “Market Research”. 
· Within three months of taking the Final Project Workshop, he/she must obtain an approved proposal and an advisor so he/she can proceed with the project. Approvals must be obtained from the project advisor in the case of a resident faculty member or from the Academic Committee in the case of a visiting faculty member. Students, who fail to get an approved proposal within the 3-month period, will get a Fail for the Final Project Workshop and will be asked to repeat it and pay the relevant fees.
· After approval of the project proposal, the student will then have an additional nine months to complete the final project. A total of twelve months from the date of the Workshop will be allowed for completing the project. 
· If a student needs more than twelve months to complete the project and he/she is within the allowable study period of three years, he/she may request an extension. For each month extension requested, there will be a charge of €100.00. 
· If the 3 years programme duration has expired, the student has to reregister for the programme and pay the registration fees as provided under the rules of section 4.4 in the Handbook. 

Note: Students who registered before January 2007 and have done the Final Project Workshop will follow the rules as stated in the Handbook that they received when they registered.

Students are expected to take the initiative in forwarding a project proposal. 
First Step: ACQUIRING A TUTOR.  E- mail the Graduate Course Administrator a 1-1/2  page project proposal (this will comprise the “First Submission” of your project) along with the names of 3 faculty members (in order of  preference) that you would like as your advisors.

A form containing the title of your project and signed by you and your advisor MUST be given to the Graduate Course Administrator before you start your project.  (the form is available from the document archives section in the intranet)
Please Note: 
Projects with non-resident faculty have to be approved by the curriculum committee.

The student is assigned a Pass for the Final Project Workshop when the final project proposal is approved.
If the student has to change tutor for some reason, he/she has to inform the Registrar’s office and submit a new tutor form.
The project will be developed jointly with the assistance and approval of the tutor.  Once approved, the completed project will be presented to a panel of faculty for assessment.  The project tutor in consultation with the panel will assign a grade to the project.  Alternatively, they may require revisions to be made before a grade can be assigned.  Students should refer to the latest project workshop guidelines for more detailed instructions.  

1.3 Module Credit - Grading System

Minimum Credit Requirements (|MBA/MPSM programmes)
Students must successfully complete a minimum of 105 credits. Courses are worth two to five credits and the final project is worth 20 credits. A participant is required to successfully complete the final project and 85 course credits to complete the MBA or MPSM degree. 

Transfer of Credits 
MBA/MSPM programmes:
The equivalent of up to 20 CIIM credits (out of 105 required for graduation) may be transferred from another school. All such credits must come from an accredited institution. The Director of CIIM, in consultation with the Admissions Committee, will determine how many credits are thus transferable after careful evaluation of the applicant’s transcript. The grades received for transferred credits will not be recorded in CIIM records and will not count toward the student’s grade point average at CIIM.

Within CIIM, students of the CIIM MBA programme will be able to transfer a maximum of 52 credits (out of 105 required for graduation) into the MPSM programme and students on the CIIM MPSM programme will be able to transfer a maximum of 52 credits (out of 105 required for graduation) into the MBA program.

MSc programmes:

The equivalent of up to 15 CIIM credits may be transferred from another school. All such credits must come from an accredited institution. The Director of CIIM, in consultation with the Admissions Committee, will determine how many credits are thus transferable after careful evaluation of the applicant’s transcript. The grades received for transferred credits will not be recorded in CIIM records and will not count toward the student’s grade point average at CIIM.

MSc to MBA/MPSM:
CIIM MSc students can transfer up to 25 credits towards an MBA/MPSM provided that they have achieved:

· a GPA of 80% (B+)

· a minimum of 75% (B) in each individual transferred course

· and have a working experience of at least three years

MBA/MPSM/MSc to MSc (any MSc programme):
CIIM students can transfer up to a total of 20 credits towards a CIIM MSc programme provided they have achieved:

· a GPA 75% (B) and

· a minimum of 75% (B) in each individual transferred course.
Minimum Grade Requirements 
MBA/MPSM
Participants must maintain a minimum grade point average of 70% ("B-") for the total of 105 credits.  The average grade is computed as a weighted average of all course credits taken. The grade received for the final project will be calculated in the grade point average. Failing grades do not count towards the total credits earned.
MSc in Educational Leadership & Management

All participants are required to attend a minimum of 490 hours of teaching and 140 hours of tutoring and project supervision.  A participant requires a minimum of 90 credits to graduate. These must include a minimum of 65 credits of core courses, 5 credits of elective courses and 20 credits of working project (internship) or thesis. Participants must maintain a minimum average of  70% ("B-") for the total of 90-credits.  Only courses in which the participants have received a minimum of C- (55%) will count towards the award of the degree.
MSc in Human Resource Management and Organizational Behaviour 

MSc in Shipping Management  
All participants are required to attend a minimum of 350 hours of teaching and 70 hours of tutoring and project supervision.  A participant requires a minimum of 60 credits to graduate. These must include a minimum of 50 credits of taught core courses and 10 credits from one of the following options
Option A:  Additional taught electives (10 credits)

Option B: A 3 month internship in a related company which culminates a report; or

Option C: An 8,000 – 10,000 word thesis. 
Participants must maintain a minimum average of 70% ("B-") for the total of 60-credits.  Only courses in which the participants have received a minimum of C- (55%) will count towards the award of the degree.
MSc in Finance & Banking

MSc in Marketing Management  

All participants are required to attend a minimum of 350 hours of teaching and 70 hours of tutoring and project supervision.  A participant requires a minimum of 60 credits to graduate. These must include a minimum of 50 credits of taught core courses and 10 credits from one of the following options
Option A:  Additional taught electives (10 credits); or

Option B: An 8,000 – 10,000 word thesis. 
Participants must maintain a minimum average of 70% ("B-") for the total of 60-credits.  Only courses in which the participants have received a minimum of C- (55%) will count towards the award of the degree.

CIIM – Grading Scale
The grading system outlined below will be in effect for all participants attending CIIM courses:

Letter Grade       Numerical Equivalent



Min.

Mid-point

Max.



A+
95

97


100



A
90

92


94
Excellent


A-
85

87


89


B+
80

82


84



B
75

77


79
Good


B-
70

72


74


C+
65

67


69



C
60

62


64
Fair

C-
55

57


59


F
< 55

Fail


I
Incomplete


P
Pass (applies to courses for which no examination grades are given)

      
W
Withdrawal


Au
Audit


TR
Transfer

The passing grades for individual courses are:  "A+", "A", "A-", "B+", "B", "B-", "C+", "C" and "C-".  The failing grade is "F".  The letter designation "I" stands for “Incomplete”, the letter "P" for Pass, the letter "W" for “Withdrawal”, the letter “Au” for “Audit” and “TR“ for “Transfer”.

Note: The mid-point numerical equivalent is used to interpret grades that have only been assigned a letter grade by the professor. The numerical grade 50 will be used for failing (F) grades for which the professor did not give a numerical grade. All failing grades will count towards the GPA unless the course and/or exam have been retaken. The new grade will replace the first grade in calculating the GPA. Failing grades will remain on the transcript but will not count towards the total credits earned.
1.4 Grade Descriptors

In its continuous effort to better inform students of what is expected of them in order to qualify for a particular grade in their chosen course of study, CIIM produced the following grade descriptors. These descriptors are intended as a general indication of the level of achievement associated with each grade. The features described are those characteristic of work falling in the middle of each grade. In addition to providing invaluable guidance to students, these grade descriptors are intended to assist faculty members as well, by providing them with some general guidelines for the marking of scripts. In this regard, it is important to clarify that not all features described below might be applicable for every course. The grade descriptors should be viewed as general guidelines for students and examiners. At their discretion, faculty members can provide additional and more specific descriptors for their courses. 

Graduation “With Distinction”

CIIM students who have demonstrated truly exceptional performance during the course of their studies may receive degrees denoted by the term “with distinction”.  A degree so characterised is awarded only to those graduates who demonstrated superior performance across the range of subjects that comprise the MBA/MPSM/MSc programme.  This requires an overall grade point average of at least an A.

Excellent (Grade A, 85-100): The student answers the question(s) outstandingly well. Demonstrates full understanding of the topic and the issues involved, and shows evidence of exceptional insight and analytical rigour; excellent argumentative structure and expression; detailed, balanced and accurate analysis. The student demonstrates industry, careful research and thorough preparation; may go beyond prescribed reading and apply knowledge acquired through wider reading. In general, work in this category has much strength and very few weaknesses.

Good (Grade B, 70-84): The student answers the question(s) well. Demonstrates sound understanding of the topic and the issues involved, though rarely offering exceptional insight. The work is properly structured and argued, with sufficient detail and evidence and a high degree of factual accuracy. In general, the strengths of work in this category clearly outweigh the weaknesses.

Fair (Grade C, 55-69): The student answers the question(s) satisfactorily. Demonstrates a good basic understanding of the topic and the issues involved; makes the main points explicitly, but the work might be derivative and lacking in discrimination; may exhibit problems of relevance, structure and detail; illustrations and evidence may not fully support conclusions; expression may exhibit deficiencies. In general, work in this category exhibits a balance of strengths and weaknesses.

Fail (Grade F, 0-54): The student fails to answer the question satisfactorily. Wholly general, derivative and superficial; incoherent in argument, structure and expression; relevant material is ignored or misunderstood. In general, work in this category has many weaknesses and very little strength.

Incomplete (I):  An incomplete grade may be assigned to a student when coursework cannot be completed for verifiable and unavoidable reasons, or when a student fails an individual exam/assignment but has passed all other coursework assigned for a course.
Audit (Au): A student may register to "Audit" a course. All those who audit a course attend classes but are not required to take examinations and, therefore, receive no credit.
Withdrawal (W): Students may withdraw from a course without academic penalty with permission from the Programme Director and receive a grade of "W".  

Transfer (TR): A student may receive credit/s for courses taken in other institutions. (for more information see section 1.3 under Transfer of Credits)
1.5 Failing and Retaking Courses / MAKE-UP EXAMS
Any participant receiving a grade below 55% in any course receives a failing grade "F". In such a case, he/she will receive a letter from the CIIM Director or the Programme Director warning him/her of the academic consequences.  The student can request a make-up exam in writing from the Graduate Course Administrator. The GCA will contact the professor teaching the course to request a make-up exam and it will be at his/her discretion to provide one. Make-up exams will only take place on dates when other exams of any subject are scheduled as part of either the day or the evening schedule and can only be requested within three months from the date of the course. Alternatively, the student will have to take the exam the next time the exam of the relevant subject is scheduled. The failing grade is recorded on his/her transcript.  All make-up exams entail a charge of €200 per student. There will be no exceptions for special circumstances (e.g. illness, traveling abroad) and the make-up exam charge has to be paid before the make-up exam is set. If there is a cancellation there will be a charge (€ 100). Anyone unwilling to pay the charge, may sit the exam the next time it is regularly scheduled (day or evening) free of charge. 
If a participant receives a second "F" in a make-up exam, then the Programme Director will examine the following two possibilities:

1. Core course: If the second "F" is in a core course, the participant has to take the core course 

again and pay the relevant fees. 

2. Elective course: If the second "F" is in an elective course, the participant has the following options:

a)  Repeat the same course and pay the relevant fees.

b) Take another elective with no fewer credits than the one failed and pay the relevant fees. 

If a participant receives a second "F" in another course, then the Programme Director will examine the following two possibilities:

1. Core course: If the second "F" is in a core course, the participant has the following options:

a) Take the core course again and pay the relevant fees. 

b) Take a make-up exam and pay the relevant fees.

2. Elective course: If the second "F" is in an elective course, the participant has the following options:

a) Repeat the same course and pay the relevant fees.

b) Take another elective with no fewer credits than the one failed and pay the relevant fees. 

c) Take a make-up exam and pay the relevant fees.

A total of two "Fs" will place the participant on probation. A third "F" will automatically refer the participant to the Academic Committee with a recommendation for expulsion.

Note: All "Fs" received in course examinations, including make-up exams, will count toward the total number of "Fs" permitted.
All students leaving the examination room are required to hand in their examination, regardless of whether they have completed it. Not handing in an examination results in an automatic failing grade “F”. The student in question may also be referred to the Academic and/or Disciplinary Committees for disciplinary action.

1.6 Exam Attendance/Assignment Submission 

It is the responsibility of the students to be present on the date and time specified for examinations as well as to complete all assignments associated with the courses they are taking.  

Students who miss examinations for any reason will be allowed to take the exam the next time it is offered (free of charge) or request a make-up exam and pay the relevant fees. This will be at the student’s own risk. CIIM will take no responsibility if the professor changes or the course material changes when the course is next offered. In case of absence the student has to inform the Administration Office at least 48 hours before the examination, otherwise he/she will get an F for the course. In the meantime, the participant will be assigned an Incomplete (I) grade for the course. If a participant does not complete the required examination or class work within 12 months, the Incomplete (I) will automatically convert to grade F.  The rules indicated under the subject heading Failing and Retaking Courses will then apply. Students will be allowed a maximum of 2 Incompletes (I’s) at any time during their studies but they are strongly encouraged to take the exam the first time it is offered. 

All assignments should be submitted on time. See also section 3.1(late submissions of assignments)

1.7 Appeal Procedure

In case a participant disagrees with his/her course grade the following procedure is followed:

a) The participant may contact the lecturer responsible for the grade but should notify the Graduate Course Administrator as well. 

b) If the participant is not satisfied with the response from the lecturer, he/she can appeal to the Director of CIIM outlining in writing the facts and reasons for disagreement as he/she sees them.

c) The Director will refer the matter to the academic committee.

d) The Academic Committee will consider the circumstances and may decide to request the examining lecturer to reconsider the grade.

e) The decision of the examining lecturer is final.

Note: The participant may contact the lecturer to appeal for his/her mark within a period of 30 days from the submission of the course grades. Appeals received after this period will not be accepted.
A participant may apply to the Academic Committee for a re-examination if he/she can provide evidence that due to exceptional circumstances, e.g. a death in the family, he/she was not in a fit psychological state at the time of the examination in question. The Academic Committee will examine the circumstances and may decide to ask the examining lecturer to re-examine the participant.  In such cases, the official grade will be that of the latest examination.

1.8 improvement of examination grades

Students are allowed to retake an examination in order to improve their grade. This is allowed only once for each course and for only regularly scheduled exams. The student is charged €136 for each retake requested. The new grade received will replace the first grade provided it’s higher than the first grade.
1.9 Cheating in exams 

Cheating during exams is not only a serious violation of CIIM policy but is also upsetting to other students in the exam.  A student charged with cheating during an examination will automatically be given a grade F for the course and receive a written disciplinary warning.  If the student is charged with cheating a second time, he/she will automatically be referred to the Disciplinary Committee that will review the circumstances of the alleged violation.  If the committee confirms that cheating took place, the participant will automatically be expelled from the programme. 

2.0  Plagiarism 

Plagiarism is a serious academic offence and may result in a student being expelled from the programme.  
Plagiarism is a form of dishonesty that occurs when a person passes off someone else's work as his or her own.  This can range from failing to cite an author for ideas incorporated into a student's paper to handing in a paper downloaded from the Internet.

Material taken from the work of others must be identified by quotation marks or by appropriate indentation and must be properly cited in the text or in a footnote. Acknowledgement is required when material from another source stored in print, electronic or other medium is paraphrased or summarized in whole or in part in one's own words.  For more information on how to reference your work correctly please see the Final Project Workshop Guidelines or 
" 

http://www.allenandunwin.com/estudy/referencing.asp.


If you use a quotation from another author this must:

a. be limited to one or two paragraphs. (any more than this should be placed in the appendix)

b. the quotation should be placed in quotation marks.

c. the quotation should be clearly referenced. Simply listing a number of sources at the back of the report is NOT acceptable. The quotation should be followed by a quotation (a number or an asterisk) which indicates to the reader the reference which relates to that quotation.
If someone simply alters a few words in a quotation, it will still be treated as a quotation.

If a student is found to have plagiarized the work of others, he/she will receive a written warning and subsequently an F for the course.  If the offence is repeated for a second time, the student will automatically be referred to the Disciplinary Committee.  If the Committee confirms that plagiarism has taken place, the participant will be expelled from the programme.
Reproducing one’s own work from one course and passing it off as original work for another is not permitted unless the student clearly references the prior work in which the copied material originally appeared.  Students who have been found to have plagiarized will not be permitted to take a make-up exam or just the regular exam of the course in question. They have to re-attend the entire course and complete all necessary requirements to pass the course.
2.1 Conditional Acceptance

A participant who receives a conditional acceptance will be considered to be on probation for the first 20 credits of courses of the programme. The participant will be expected to maintain an average of at least 70% during this period in order to be accepted as a regular student. Those failing to achieve such marks will be referred to the Academic Committee, which will decide whether they can continue with the programme.

2.2 Expulsion of participants 

A participant can be expelled for scholastic deficiency, cheating in exams, plagiarising, or violating the Institute's administrative rules and regulations.

A participant is considered to be scholastically deficient if he/she does not maintain a minimum average grade of 70% (C+) during the duration of his/her studies. Anyone falling below an average of 70% (C+) will be put on probation. This means that they must obtain a grade of over 70% (C+) for the following module. Failure to do so will result in referral of their case to the Disciplinary Committee with a view to determining whether, and under what conditions, the participant will be allowed to continue the programme.
A student charged with cheating during an examination, or plagiarizing the work of others will automatically be given a grade of “F” for the course and receive a written disciplinary warning. If the student is charged with cheating in exams or plagiarizing for a second time, (see paragraph on cheating in exams/plagiarism) will automatically be referred to the Disciplinary Committee that will review the circumstances of the alleged violation. If the Committee confirms that cheating or plagiarizing took place, the participant will automatically be expelled from the programme.

 A participant may also be expelled if the Disciplinary Committee finds him/her guilty of violating the Institute’s administrative regulations and rules. Expelled participants may not be re-admitted to the Institute.
2.3 Appeal Procedure for expulsion

In case a participant disagrees with the decision for his/her expulsion, the following procedure is followed:

1. The participant can appeal to the Director of CIIM outlining in writing the facts and reasons for disagreement as he/she sees them.

2. The Director will refer the matter to the Academic Committee.

3. The Academic Committee will consider the circumstances and make a decision.

2.4 STUDENT BEHAVIOUR

CIIM expects all students to behave in a professional manner. Students who behave in a non-professional manner, including persistent lateness (also disruptive behaviour or non participation in class) will receive a warning. If there is a continuation of this behaviour the matter will be referred to the Academic Committee with a recommendation that they be suspended from attending classes for one month. If such behaviour continues there will be further requests to the Academic Committee for longer suspensions from classes. 

2.5 SCHOLARSHIP WITHDRAWAL

Scholarships awarded carry with them certain responsibilities and expectations. CIIM scholars are expected to be exemplary students in both their behaviour and their performance in the classroom, at all times.  Also, they are expected to actively participate in class discussion and to contribute positively to the learning environment at CIIM.  In addition to the above, they are expected to maintain a GPA above 80% and to receive no grade lower than 70%.  For each course they receive a grade less than 70% they will automatically lose 10 percent of the original amount of their scholarship. It is therefore important that scholars plan their schedule of courses and exams carefully in consultation with their advisor and to devote the required level of effort to ensure an above average performance.  Violation of the scholarship conditions will refer the participant to the academic committee with a recommendation to withdraw his/her scholarship.

2.6 Course Attendance

Punctual attendance at all lecture sessions is mandatory.  Students are advised to always arrive ten minutes ahead of the scheduled class starting time. The Ministry of Education requires students to sign the attendance sheet normally available at the reception before entering the class. Missing over 20% of the class may result in a failing grade or being dropped from the course with payment of the relevant fee, depending on the situation. Absences and late arrivals are permitted only in extenuating circumstances and with the approval of the Programme Director.  Students with excessive absences will receive a written warning and be referred to the Programme Director.

2.7 COURSE WITHDRAWAL POLICY

Students are permitted to attend the first 20% of any course without commitment.  However, further attendance commits the student to complete the course and all relevant examinations and course work associated with it.  Withdrawal from a course, which the student has attended beyond the first 20%, requires permission from the Programme Director.  Where permission is granted, the course will be recorded on the student’s transcript with a W (Withdrawal).  In cases where permission is not granted, the student will receive an “F” for the course and the rules indicated under the subject heading Failing and Retaking Courses will then apply.

2.8 Audit Policy 

Participants may register for courses on an Audit (Au) basis by notifying in writing, in advance, the Graduate Course Administrator. Participants may audit courses with the understanding that they will not receive a grade or credit for the course.  However, attendance in audited courses is compulsory and students must participate in all relevant activities.  Audited courses will be charged with the relevant tuition fees.  The audited course will be indicated on the student transcript with the letters ‘Au’.  Students may not request to take a course on an audit basis once the course has begun.

2.9 Incomplete Policy 

Incomplete (I) grades are granted only under exceptional circumstances and with permission from the Graduate Course Administrator and/or Programme Director.  Incomplete grades must be formally requested by the student and must demonstrate that coursework cannot be completed for reasons beyond the control of the student.  (See sections on Assessments and Examinations and Exam Attendance/Assignment Submission).

3.0 Withdrawal from the Institute 

A participant desiring to withdraw officially from the MBA/MPSM/MSc programme should notify the Institute in writing of his/her desire, giving a three-month notice, at the end of which he/she will pay tuition fees due and meet any other outstanding obligations with the Institute.  A participant who leaves the Institute without following this procedure may jeopardize his/her chances for re-admission to CIIM.
3.1 Late Submissions of Assignments

All assignment deadlines must be met. However, students are allowed a maximum of three extensions to be applied at their discretion.  Each extension is worth three days and must be requested in advance by notifying in writing the Graduate Course Administrator. Extensions will not be granted once the deadline for the assignment has passed. Once the three extensions have been exhausted, students who submit the assignments late will lose three percentage points from their grade for each day that they are late. Loss of points could result in a failing grade for the course. The rules in section 1.5 will then apply. 

All assignments must be typed double-line spaced, and submitted to the Graduate Course Administrator in two copies. Single copies will not be accepted.

3.2 Announcements

Due to the unique nature of the programmes at CIIM, it is unavoidable that changes may occur occasionally during the course of your studies, although every effort is made to keep changes to a minimum.  Therefore, it is very important that students remain updated and aware of any changes made. Please note that it is the students’ responsibility to keep apprised of current academic regulations, updates in the timetables, deadlines of assignments, dates of examinations and any other information relevant to their studies at CIIM.  All this information will be available on the CIIM website through the ciim online system www.ciim.ac.cy/ciimonline. and all students are responsible to check for updates daily. Announcements and updates in the timetables will also be displayed on the notice board on CIIM premises.

3.3 Course Materials
CIIM provides most of the course materials to the participants during the course with a fixed charge of €300 split over four instalments. Some courses may require pre-reading material, which is available to the student one to two weeks before the course begins. It is the students’ responsibility to find out whether there is pre-reading material and students must pick up their copy from the Library one week before the course begins. Students can check the intranet section on the CIIM website for announcements regarding pre-reading material.

3.4 Registration 

Students should consult with their assigned academic advisor (indicated on the student’s online record) regarding their registration to courses. The academic advisor will advise the student about courses, concentrations and other academic matters and will sign the student’s registration form (to be obtained from the Graduate Course Administrator Office or the intranet). Concentrations must be declared at registration time. The completed forms should be returned to the Administration Office. 

Students, whose names do not appear on the class attendance sheet on the first day of a course, must obtain permission from the Graduate Course Administrator before entering the classroom.

MBA/MPSM students will be allowed to attend up to a maximum of 90 course credits with no extra fees. Courses that exceed 90 credits must be paid per credit with the relevant fees. MSc students will also be allowed 5 extra credits with no extra fees. Any extra credits will be paid per credit with the relevant fees. The 5 extra credits may be taken on an Audit basis but this has to be requested in advance. (in writing)
Please note that students who do not register for courses in advance might not be able to attend the course since some courses may be oversubscribed. Registration for each course is on a first-come first-served basis. Once the class limit is reached, late registrants will be referred to the next time the course is offered in the day or evening schedule. Students register for courses through the online registration system www.ciim.ac.cy/ciimonline. It is the responsibility of students to obtain their username and password for this purpose. (This can be obtained from the Administration Office). Students will also be given an e-mail account to use while studying at CIIM. This is accessible through the webmail section of the ciim website.

3.5 Late registration and cancellation fees 

Registering for courses must be carried out no later than 30 days before the first day of a course. If a student wishes to reschedule and/or cancel his/her registration this must be done 30 days prior to the commencement of the course for elective courses and 7 days for core courses.
The accounts office imposes a late course registration fee of €15.00 and a late course cancellation fee of €85.00 for elective courses and €35.00 for core courses. These charges are imposed within a period of 30 days prior to the beginning of each course except for the cancellation of the core subjects for which the period of 7 days is applied. The drop-out fee (non-attendance fee) is enforced in the case where a student does not attend a course for which he/she is registered, or where a student terminates his/her attendance after the first day. The drop-out fee (non-attendance fee) for core courses is €35.00 and for elective courses is €85.00.
If unforeseen circumstances prevent a student from attending a course, students must notify the Graduate Course Administrator (GCA) in advance with the necessary documentation. The GCA will then cancel the student’s registration.
Students who pay the late enrolment fees within a week of receiving the invoice will receive a 25% discount.

3.6 OVERLAP OF COURSES

Students are not permitted to register for courses that overlap or run concurrently whether in the evening or day schedule. If a student is found attending overlapping courses, he /she will receive credit for only one of the courses and will be charged additionally for the class that carries the most credits. In very exceptional circumstances the Academic Committee will consider a case for overlapping courses. In such cases, only students with an average of B+ and above and with the approval of the Academic Committee will be eligible for possible exemption from the “no overlap” rule. 

3.7 Transcripts/Letters of Certification

All students are allowed one official transcript at the end of their studies for free. For any additional transcripts, students will be charged €5,00 per transcript.
Also, students who request transcripts, letters of certification or confirmation letters for the army/National Guard, have to notify the Administration Office in writing at least 3 days in advance. Letters will be charged at €5,00 each. Students must receive the requested certification within 7 days from the date of request. If the certification is not picked up, it will be sent by post with the relevant invoice.
Students with an outstanding balance will not be issued confirmation letters, transcripts or degrees.

3.8 Change of Status

Students may change their status from full-time to part-time and vice versa by filling in a “change of status” form available from the Graduate Course Administrator’s Office and acquiring approval from the Graduate Course Administrator.

3.9 INDUCTION Courses 

New students who lack the background for basic core courses are requested to take certain induction courses as a condition of their admission into the programmes.  These students will not be able to register for the related courses until they complete the induction courses assigned to them. 

The Induction courses below are normally offered twice during each academic year. 

· Statistics Induction

· Finance Induction

· Accounting Induction

· Economics Induction

· Business Case Study Induction

Note: Each Induction course costs 136 Euros per student.
4.0 PAYMENT OF TUITION FEES
Students that do not follow the payment schedules as mentioned in Appendix I and do not make alternative arrangements with the accounts department will be charged a late payment fee. The penalty charge for late payments is 9% on the balance outstanding until settlement.
4.1 EXCHANGE PROGRAMMES

Students who wish to participate in CIIM approved modules in partner universities abroad must register with the Graduate Course Administrator prior to departure. Upon completion of the course requirements, a certificate of attendance should be submitted to the Registrar’s office in order to obtain credit.

4.2 ISSUING OF DEGREES 

Degrees will be issued every three months. This will apply for students who have completed all requirements for graduation and have been approved by the Academic Committee. 

4.3 TRANSFER FROM ADVANCED DIPLOMAS 

Within CIIM students who have obtained the CIIM Advanced Diploma will be able to transfer into the MBA or MPSM programme under the following conditions:

1. Their GPA must 80% or higher

2. Academic Committee approval.

Students with expired study time are allowed to receive an Advanced Diploma automatically provided that they have successfully completed all programme requirements except the final project.

Students that received approval to transfer into the MBA or MPSM programme, have to follow the conditions that apply under “Transfer of Credits” from one programme to the other.

(maximum of 52 credits are transferred out of the 105 required for graduation)

ADBA (Advanced Diploma in Business Administration) students who transfer credits towards the MPSM programme must take 33 additional credits including all MPSM core courses. ADPS (Advanced Diploma in Public Sector Management) students who transfer credits towards the MBA programme must take 33 additional credits including all core MBA courses that they have not taken already.

Also, students must complete a final project and pay the relevant fees. 

Note: The policy on resumption of studies by students with expired time frame (section 4.4 in the Handbook) will also apply for Advanced Diploma holders.

4.4 EXPIRED TIME FOR COMPLETION

POLICY ON RESUMPTION OF STUDIES BY STUDENTS WITH EXPIRED

 TIME FRAME. (MBA/MPSM PROGRAMMES)
Students who do not complete the MBA or MPSM programme within the allowable study period of three years – may be permitted to continue their studies towards an MBA or MPSM degree under the following conditions:

(a)
They apply to the Academic Committee to obtain its permission to re-register.  It is noted that each case will be considered and examined by the Committee on its own merit.   


They re-register and pay the registration fee.

(b)
10 credits are lost for each year of delay in the completion of the programme beyond the allowable period, up to a maximum of 50% of the credits already earned, even when a month has passed since the expiration time.

Nobody will be permitted to resume his/her studies ten years after his/her initial registration.

(c)
Tuition fees are paid at the rate applicable at the time of registration, currently as follows: 


-   Registration fee: €850.00 
· Course fees divided by the total number of course credits times the remaining course credits to completion


     (currently €13.660,00 over 85 credits = €160.00 per credit)

· €1.708,00 for the final project

(d)
Students, who have completed their courses but not their project within the allowable period, may also apply to the Academic Committee for permission to re-register.  Their petition should be accompanied by the re-submission of a new project proposal, which should carry the prior approval of the faculty member who will be supervising their project work.  

They will also be expected to pay the appropriate fee for re-registering (currently €850,00), as well as the course fees as described under (c) above.  They also lose 10 course credits per year of delay.  

After receiving permission, the maximum period allowed for the completion of the project is six months and no applications for extension will be entertained.  Where classes remain to be taken the student will be allowed a maximum of one year. In their petition to the Academic Committee, it is, therefore, essential for students to provide a time schedule and assurance that they will be in a position to complete their project within this period.  

POLICY ON RESUMPTION OF STUDIES BY STUDENTS WITH EXPIRED

 TIME FRAME. (MSc PROGRAMMES)
Students who do not complete the MSc programme within the allowable study period of two years – may be permitted to continue their studies towards an MSc degree under the following conditions:

(a)
They apply to the Academic Committee to obtain its permission to re-register.  It is noted that each case will be considered and examined by the Committee on its own merit.   


They re-register and pay the registration fee.

(b)
10 credits are lost for each year of delay in the completion of the programme beyond the allowable period, up to a maximum of 50% of the credits already earned, even when a month has passed since the expiration time.


Nobody will be permitted to resume his/her studies seven years after his/her initial registration.
(c)
Tuition fees are paid at the rate applicable at the time of registration, currently as follows: 


-   Registration fee: €850.00 
· Course fees divided by the total number of course credits times the remaining course credits to completion

4.5 INDEPENDENT STUDY 

This is an elective 2-5 credit course that can be taken in special cases by students, after the consent of their academic tutor and the approval of the Academic Committee, depending on the following special circumstances/conditions:

1. The student is missing 1-5 elective course credits to graduate. 

2. When a course is cancelled due to low registration (under 20) and the student cannot take it when it is next offered. In that case, he/she can take the individual study with the same credits and title of the course missed. (e.g. Independent Study: Organizational Structures: 2 credits) If the professor teaching the relevant course agrees, he/she will provide the student with special reading materials and assignments/examinations that the student has to complete and consequently receive grade for.

3. When a new course is introduced and has low registration (under 20).

4. When the student wants to do an in-depth study on a topic of his/her interest (this applies to students who have taken already 50% of their credits and average B+ or higher)
Notes:

1. The study will finish in a maximum period of 2 months.

2. The student has to pay for the Independent Study the relevant fees per credit. However, when the request is due to a change in programme and the specific course will not be offered within the next 6 months then the Independent Study is free of charge.
3. When the request for an Independent Study is for an elective course then the student is advised to choose another elective.
4.6 PROGRAMME FREEZE 

The students must complete the programme within the time specified according to their registration date. However, if the student has to postpone the program for reasons beyond his/her control, he/she may freeze the programme for a certain time (maximum two years) with the permission of the Academic Committee. Programme freeze may be allowed provided that all pending exams and assignments are completed.
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EXAMINATION DATES

Examinations are ordinarily given at CIIM's premises.  Exam schedules are posted on the Institute's notice board and the intranet section of the ciim website (www.ciim.ac.cy)

EXAMINATION PROCEDURES

During written examinations the following rules will be followed:

1.
No participant is allowed to enter the examination room 30 minutes after the start of the examination.
2.
No participant is allowed to leave the examination room until at least 30 

minutes have passed from the start of the examination. If a student wants to

 leave the examination room after the 30 minutes have passed, the exam has to

 be handed in to the invigilator and will be graded.
3.
Participants attempting to receive help or to offer help to others will automatically receive a grade "F" for the examination and will be asked to leave the examination room.

4.
Participants are not allowed to use personal notes or computers during the examination unless permission is given by the instructor.
5.
No smoking, drinking, or food is allowed during an examination.

6.
All personal items including books, dictionaries, magazines, notes must be kept away from participants' desks during an examination, unless otherwise specified.

7. At the end of the examination, participants must always hand in the exam questions sheet to the invigilator together with their examination book.

8. Mobile phones are prohibited from use and must be switched off during the examination.

9. 
The invigilator determines seating and all other arrangements related to 


participant behaviour and the administration of the examination. He or 


she may request a participant to leave the exam room if there is a question of violating 
               these procedures.

CIIM LIBRARY & INFORMATION SERVICES

CIIM Library: Linking You to Ideas
The Library’s Mission is to provide high quality and innovative information services which support CIIM's present and future learning, teaching and research.

The Library’s term-time opening hours are:
Monday to Friday:
08:00 – 20:00*

Saturday:

09.00 – 14.00*
* The Library is also open when there are, evening or weekend classes

* In July and August, the Library’s opening hours are Monday to Friday, 08:00-17:00 

All Students are automatically enrolled as members of the Library and the Library’s Staff will be pleased to help you find the books and information that you need for your course.

Books

The Library has a focused collection of business and management books, covering areas such as strategic management, marketing, environment, international trade, education, shipping management and human resources. Books in the Library are classified according to the Dewey Decimal classification system. The library houses a collection of over 5,000 books on management and related topics, which is continually being updated and expanded. You can search for books via the Library’s online catalogue (http://library.ciim.ac.cy) UNDER CONSTRUCTION!!!
Student can borrow up to 5 books, and most books can be borrowed for 1 week. Book in very high demand are available on overnight loan. Fines are charged if books are returned after the due date.
You will need to provide your Student ID Card at the Library Counter when you borrow a book.
Please note: 
Although the Library will provide most of the books that you need for your course, you will need to buy some key textbooks during your time at CIIM: 
*** The Library does not provide individual copies of textbooks for students ***
Journals and newspapers

The Library subscribes to a number of printed journals, and to an extensive collection of online journals. The library also has an extensive archive of management journals. The library subscribes to Cypriot and foreign newspapers and keeps past-editions for 12 months.

Limassol Library Collection
CIIM’s offices in Limassol contain a book collection covering the core MBA courses, and books on shipping management. Books can also be borrowed from this collection, and these books have the suffix “LIM” on the Library Catalogue.
CIIM E-Library: Knowledge at Your Fingertips
CIIM’s E-Library provides 24-Hour remote access to a wide range of full-text journals, books, and other sources of information. It provides access to statistical, financial and management sources and to millions of journal articles, company, country and market reports, news etc.
Pre-Reading Materials

Pre-Reading Material will be assigned for most courses, and this material can be collected from the Library. Messages are posted on the Student Intranet to announce when material is available.

Photocopying

A photocopier is available outside the Library and copy cards can be purchased from the Library.
Library Staff
David Crozier, the Library & Information Services Manager, previously worked in several UK universities and college libraries. He is a Chartered Member of the UK Chartered Institute of Library & Information Professionals (CILIP), and has an International Diploma in Management from the University of Cambridge.

The Library is staffed at evenings and weekends by Student Library Assistants.

Library Contact Details:

library@ciim.ac.cy 

00357 2246 2219

CIIM COMPUTING SERVICES

The following equipment is available at CIIM for students:

Student PCs

Nicosia

Main Lab
The Main Lab has 12 working computers for student use, which are all connected to the internet. Opening hours: 08:00-17:00 (Also open during evening and weekend courses)

24 hour Lab 

There are 4 working computers for student use, which are all connected to the internet. Always open. Students are required to obtain an access card for entry into this Lab. The forms can be collected from the IT office.

Library
The library has 2 computers available for student use.

Limassol

There are 5 student PC’s in Limassol, as well as printing services and wireless access. 

Computer Software

· Microsoft Windows 2000/XP Professional

· Microsoft Office 2003

· Microsoft Internet Explorer

· Microsoft Project 2003 - Project Management Tool

· SPSS 11.5 - Statistical Package

Wireless

Wireless facilities are available throughout the Nicosia and Limassol offices.

Printing
Printers are available in the Labs, as well as outside the Library. Pages may be purchased at anytime for €2.00 per 40 pages. Further instructions on printing will be provided on request from the IT office.
For further information or assistance you can contact the IT office:

Alex Vrahimis

IT Administrator

alex@ciim.ac.cy
-------------------------------------------------------------------------------------------------------

IMPORTANT NOTE

The statements set forth in this Handbook are for informational purposes only and should not be construed as the basis of a contract between a participant and CIIM.

CIIM reserves the right to change any provision listed in this Handbook, without prior notice to individual participants. It is important to note that it is the individual participant's responsibility to keep apprised of current academic regulations. 
APPENDIX I
	Fees
	Amount
	Payment Period

	Registration Fees
All Programmes (non-refundable)
	€850,00

	Upon registration to the programme 

	Tuition Fees

MBA/MPSM 
	€15.000,00*

	Four equal installments

	Tuition Fees

MSc Educational Leadership & Management
	€8.600,00*
	Four equal installments

	Tuition Fees

MSc Human Resource Management and Organizational Behaviour
	€7.700,00*

	Four equal installments

	Tuition Fees

MSc Shipping Management
	€7.700,00*


	Four equal installments

	Tuition Fees

MSc Finance & Banking
	€7.700,00*


	Four equal installments

	Tuition Fees

MSc Marketing Management
	€7.700,00*


	Four equal installments

	Late registration fees (core and elective courses)
	€15,00


	Fees are charged 30 days prior to the course (section 3.5)

	Late cancellation fees Core Courses
	€35,00


	Fees are charged 7 days prior to the course

(section 3.5)

	Late cancellation fees Elective Courses
	€85,00


	Fees are charged 30 days prior to the course (section 3.5)

	Non-attendance fees-Core Courses
	€35,00


	Upon start of the course

	Non-attendance fees-Elective Courses
	€85,00


	Upon start of the course

	Issue of a transcript
	€5,00

	Upon receipt

	Issue of a confirmation letter
	€5,00

	Upon receipt

	Re-registration fees
	€850,00


	Upon re-registration

	Re-printing of course-materials 
(per course)
	€50,00

	Upon Request

	Improvement of examination grade
	€136,00
	Upon Request

	Make-up exam fee
	€200,00


	Upon Request

	Make-up exam cancellation fee
	€100,00


	Upon cancellation

	Course materials fees
	€300,00
	Split over 4 installments


*The above fees apply for students who registered from 1 November 2009 onwards.
(850+15000+5+5+300)*(100%-25%) = 12120
Schedules of Payment of Tuition Fees

The tuition fees should be paid in four equal installments as per the student’s intake.
MBA/MPSM Programmes

September Intake:

Full time students:

· Registration Fees 


Registration day

· 1st Installment



By September 30th 

· 2nd Installment



By December 31st 

· 3rd Installment



By March 31st 

· 4th Installment



By June 30th 

Part time students (Day and Evening hours)

· Registration Fees 


Registration day

· 1st Installment



By September 30th 

· 2nd Installment



By January 31st 

· 3rd Installment



By June 30th 

· 4th Installment



By January 31st 

January Intake:
Full time students

· Registration Fees 


Registration day

· 1st Installment



By January 31st
· 2nd Installment



By April 30th
· 3rd Installment



By July 31st
· 4th Installment



By October 31st
Part time students (Day and Evening hours)

· Registration Fees 


Registration day

· 1st Installment



By January 31st

· 2nd Installment



By July 31st

· 3rd Installment



By January 31st

· 4th Installment



By July 31st
April Intake:
Full time students

· Registration Fees 


Registration day

· 1st Installment



By April 30th
· 2nd Installment



By August 31st 
· 3rd Installment



By November 30th
· 4th Installment



By February 28th
Part time students (Day and Evening hours)

· Registration Fees 


Registration day

· 1st Installment



By April 30th
· 2nd Installment



By October 31st
· 3rd Installment



By April 30th
· 4th Installment



By October 31st
Students with scholarships should pay the first installment in full and the scholarship amount will be subsequently deducted in equal portions from the three last payments respectively. If the scholarship is equal of more than 50% the remaining fees are divided into four equal installments.

Students of the MSc programmes should pay their fees on a part-time basis (same payment dates as in the MBA/MPSM programmes shown above). The registration fees of €850,00  should be paid at the time of registration and the rest of the fees should be paid in four equal installments. Please note that students who complete the required core course credits prior to 18 months, have to settle their fees upon completion of these credits.
Students that fail to settle their accounts as per the above schedule will not be permitted to attend classes or use any other C.I.I.M. facilities. This will be strictly enforced by the institute.
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