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PREFACE

KIGS 2023 Student Handbook is a guide to the policies, procedures and requirements of the
college including other useful information related to KIGS students. They need to declare that
they understand and accept the rules and regulations of the Kolej by signing and submitting
the form to the Registrar at the end of the Handbook. The Handbook contains information on

faculties, curricula and the role of the students in KIGS.

For additional information or clarification, students should consult with respective faculty
lecturers or other KIGS personnel who are available for assistance. The material in this edition
of the Handbook is based on current policies, procedures, and requirements for the

graduation of all students in KIGS.

This edition of the Student Handbook is available on KIGS's web site
at http://www.Kkolejigs.edu.bn/ or the Registrar’s office.
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MESSAGE FROM THE CHIEF EXECUTIVE OFFICER

I would like to congratulate new students for being accepted to study
at Kolej International Graduate Studies (KIGS). We hope that students
will find the support given by KIGS staff helpful in the pursuit of their
educational achievement and the activities lined up for them
rewarding in enriching their personal experience. We also hope that
the students will take their learning seriously as without that kind of
attitude the acquisition of knowledge and skills will be greatly affected.
They should take advantage of their presence at the college to interact
with lecturers, industry representatives and their colleagues to get as
| much learning experience as possible so that KIGS plays its part by
contributing to the nation’s highly educated and skilful people as aspired by the Wawasan 2035.

Since its inception in 2004, KIGS has made a significant improvement in programme offering from
merely running a few certificates level programmes awarded locally by the Brunei Darussalam
National Accreditation Council to degree level programmes awarded by foreign institutions and
recognised by Brunei such as Limkokwing University of Technology and the University of Malaysia
Sabah (UMS). We are thankful to the previous CEO for bringing KIGS’s level of achievementto a
standard that is much to be proud off and certainly it has provided a strong foundation for KIGS to
move ahead to the next level of achievement.

The academic year 2023/24 will see some changes in the emphasis given to institutional
development activities to build the capacity of the institution to move forward in pursuit of excellence
in the provision of educational services to the public. Internal quality assurance, staff development,
industry collaboration and student’s centric services are among the areas which will be given more
focus in the coming years. The idea is to improve the employability of students by enhancing
programme relevance as well as the development of ‘values and characters’ in our students.
Extra efforts will be made to nurture students to be self-disciplined, to respect and care for
others, to take up responsibilities and to internalise learning to learn through enrichment
programmes and involvement in community service.

We wish all students to have a good and enjoying time with us and hope that they will be more than
willing to take up the various challenges presented to them by the KIGS management for their
personal and academic development. You are more than welcome to see us should you have any
issues or problems needing our attention.

Dr. Haji Azaharaini Haji Mohd. Jamil

Chief Executive Officer
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LIST OF PROGRAMMES in KOLEJ IGS

UNIVERSITI SABAH MALAYSIA PROGRAMMES

Programme Name Duration Credit Hour
1 Certificate in Electronic Media Production 1 year 60
2 Certificate in Arts and Design (2 semesters)

LIMKOKWING UNIVERSITY OF CREATIVE TECHNOLOGY PROGRAMMES
Programme Name Duration Credit Hour

Foundation Programmes

1 | Foundation in Business
1 year

2 | Foundation in Information Technology (3 semesters)

70

3 | Foundation in Design

ee Programmes

‘
D
{1}
=

1 | Bachelor of Business Administration (Hons)

2 | Bachelor of Business (Hons) in Accounting

3 years
3 [ Bachelor of Science (Hons) in Information Technology (6 semesters)
Bachelor of Science (Hons) in Software Engineering
4 | with Multimedia el 120
per year
5 Bachelor of Information Technology (Hons) in
Technopreneurship 14 weeks per
6 | Bachelor of Communications in Digital Media semester
7 Bachelor of Design (Hons) in Professional Design

(Visual Communication)

Diploma Programmes

1 | Diploma in Animation and Multimedia Design 3 years
(6 semesters)

2 | Diploma in Interactive and Multimedia Design
2 semesters

3 | Diploma in Graphic Design Technology per year 90
4 | Diploma in Multimedia Advertising and Broadcasting 14 weeks per
semester

UNIVERSITI TEKNOLOGI BRUNEI

Programme Name Duration Weeks

1 | BriBUS - UTB Foundation Programme in Business 3 Months 14
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IBTE PROGRAMMES

Programme Name Duration Credit Value
1 Higher National Technical Education Certificate (HNtec) 135
in Business (Business Management)
5 Higher National Technical Education Certificate (HNtec)
in Information Technology
Higher National Technical Education Certificate (HNtec) 150
3 in Computer Networking
2 years
4 Higher National Technical Education Certificate (4 semesters) 135
(HNTEC) in Construction & Draughting (Dual Tvet)
5 National Technical Education Certificate (Ntec) in
Business Management
120
6 National Technical Education Certificate (Ntec) in
Information Technology
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LIST OF PROGRAMMES in KOLEJ ACADEMIC FACULTY DIRECTORY

FACULTY OF INFORMATION TECHNOLOGY (FIT)

NO LECTURER EMAIL
1 (Sl_ilt;: ;3’?:93;:;; ity an siti.n@igsbrunei.edu.bn
. FI-{ch;Vaadr%:V Iv?gfalzgeehmsgz: ind Information System) sawardwlEstruneledy.on
% :dHiZQda g;rghgﬁfyu;\:sau?glr?cr;) idiana.ar@igsbrunei.edu.bn
4 (Igf:giﬁgér Marketing Team) hendro.ang@igsbrunei.edu.bn
5 ?CT;LZ?“;:ELTSS ?LGOT) 2L azimah.s@igsbrunei.edu.bn
Muhammad Zaini Matondang
6 | (Learning Technologies and International zaini.m@igsbrunei.edu.bn
Development)
7 | Rita Lajau rita.|@igsbrunei.edu.bn
8 | Jose Marie De Luna jomar.d@igsbrunei.edu.bn
9 | San Lynn Aung san.lynn@igsbrunei.edu.bn
FACULTY OF BUSINESS (FOB)
NO LECTURER EMAIL
1 IHaZQE%TthggltZ?rid tasneem.f@igsbrunei.edu.bn
“ (SI-T:;ZIﬁfulgiggﬂrzah;izr%velopment) RUEEIY S e ESOFLINED, BN, O
3 ?ﬁézg g;i?ximn‘;ﬁii?h laliglfacl hjh.azimah@igsbrunei.edu.bn
4 :Szgzegfn:cg:jﬁgi) jacqueline@igsbrunei.edu.bn
5 gi’; dl\ilr?;:g:igf alggil-]j;?r;’gdin norhafidah.jafaradin@igsbrunei.edu.bn
6 | Gwendoline William gwen.w@igsbrunei.edu.bn
7 | Mohd Haminuddin bin Haji Hamdan haminudin.hamdan®@igsbrunei.edu.bn
8 | Ummi Nazzimah Binti Abd Latif ummi_nazzimah.a@igsbrunei.edu.bn
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No LECTURER EMAIL
Md Adi Zulfadhli Bin Abd Rahman - e .
1 (Head of Faculty & ECA) adi_zulfadhli@igsbrunei.edu.bn
Muhammad Nazahar Shah Bin Zakaria
2 | (Co-ordinator of Health, Safety, Security and m.nazahar@igsbrunei.edu.bn
Environment HSSE)
3 | Nordin bin Ajmain nordin.a@igsbrunei.edu.bn
4 | Saiful Adilin Bin Mohammed saiful.adilin@igsbrunei.edu.bn
5 | Mohammad Syakirin Bin Suhaimi syakirin.s@igsbrunei.edu.bn
6 | Siti Nur Atigah Binti Haji Matnoor nur_atigah.m@igsbrunei.edu.bn
7 Hana Maisarah Binti Hj Johari hana@igsbrunei.edu.bn
(Head of Student Affairs Department) registrar@igsbrunei.edu.bn

FACULTY OF MULTIMEDIA & BROADCASTING (FMB)

NO LECTURER EMAIL

Abdul Basyir Bin Haji Abdul Rahman

(Head of Faculty)

Haji Nor Hasnul bin Haji Mohd Hamdani
(Public Relations and Publications)

Siti Seri Leila Imelda Farrah Zohre binti Haji
3 | Abdullah Imelda.a@igsbrunei.edu.bn
(Co-ordinator of Social Media)
Fatmah binti Haji Sulaiman

basyir.h@igsbrunei.edu.bn

hasnulhamdani@igsbrunei.edu.bn

4 (Co-ordinator of Archiving) fatmah.s@igsbrunei.edu.bn
5 | Mohd Airul Arif bin Awang Damit airul_arif.damit@igsbrunei.edu.bn
6 | Diki Kurniawan diki.k@igsbrunei.edu.bn

7 | Mohammad Nig’'matul Ghizalif bin Md Jinin nigq’matul_ghizalif@igsbrunei.edu.bn

Page 8

KOLEJ
‘[Gg © ALL RIGHTS RESERVED. STUDENT HANDBOOK | 12" EDITION | 2023




FACULTY OF ARTS & HUMANITIES (FAH)

No LECTURER EMAIL
Norhafilah Amin binti Haji Amin . A .

1 (Head of Faculty) norhafilah_amin@igsbrunei.edu.bn
Siti Kamilah binti Haji Mohd Azrae . . .

2 (Coordinator of Student Council) kamilah.azrae@igsbrunei.edu.bn

3 | Iffa Nadzirah Binti Haji Abdul Rahman Iffa.r@igsbrunei.edu.bn

4 Dayangku 'Hafyatul Nazhirah binti Pengiran Haji nazhirah.r@igsbrunei.edu.bn
Mohd Rahimin

5 | Abdul Hadi Bin Roseli hadi.roseli@igsbrunei.edu.bn

6 | Muhammad Saifullah Al-Wa’ie bin Mat Jinin saifullah.j@igsbrunei.edu.bn

7 | Bazilah binti Haji Asli bazilah.hjasli@igsbrunei.edu.bn

8 | ljjojji Bin Nordin jjojji.n@igsbrunei.edu.bn
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FACILITIES

ALI b AN

: /;" 1 building with twenty (20) rooms available for

KIGS is located at the heart of the
commercial area of Kiulap, Brunei
Darussalam. It is easily accessed and is
surrounded by amenities such as
restaurants, banks, computer shops, a

shopping mall, hotels and supermarkets.

- KIGS is housed in a large, two (2) storey

lectures and other academic activities. The Lecture Theatre, situated on the ground floor, can

accommodate up to two hundred fifty (250) people. It is equipped with modern audio and video

equipment and offers ideal facilities for public lectures, seminars and workshops.

Besides the Lecture Theatre, Tutorial Rooms

are also made available for lecture sessions

. and each has up to twenty-five (25) tables
. and chairs, equipped with a projector and a

whiteboard. The rooms are fully air-

conditioned with proper lighting to ensure a

conducive learning environment.

The lobby is also used as a general meeting

. place for students and lecturers to discuss

academic matters outside the classroom.
Students can use the facilities to do
assignments and revisions in a lively
environment. It is also used for exhibitions,
expos or other indoor activities and can
accommodate up to eight hundred (800)

seats.
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Computer Labs, Media Studio, and Broadcasting Room are provided to ensure hands-on

learning.

Art studios and an Exhibition Gallery have recently been added to cater to students undergoing

one of our 6 creative programmes.
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The Surau is available for both males
and females where both muslim
students and staff can perform their
daily prayers in comfort. Surau is

located at The Lobby for easy access.
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LIBRARY GUIDELINES, FACILITIES & SERVICES
) .

——

The main function of the KIGS Library is to supportteachingnd learning activities by providing reliable

resources and information needed to develop students'skills and support their research. We also provide

facilities and spaces for workshops, group discussions and presentations.

Opening Hours
Monday, Thursday & Saturday 8am - 4.45 pm
Break time 12pm - 1.30pm
Friday, Sunday & Public Holidays Closed

Library Collection
KIGS Library’s book collections encompass materials related to the courses offered. Amongthem are
textbooks, magazines, journals, theses (IT students’ Major Projects), newspapers, Brunei Collections
and references (encyclopaedia & dictionaries).

Book Arrangement

Books are arranged according to the Library of Congress’ classification scheme consisting of 21 broad
categories, (labelled A - Z). Alphabets |, O, W, X, Y are NOT used. Broad categories are further divided
by adding one or two additional alphabets and a set of numbers. The shelf ends are clearly marked to

help guide you through the sequence.
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Registration
All staff and students are entitled to register. As a student you will be registered during your enrolment.

Your student ID card is also your library card and is used to enter the library and to borrow books.

Library Services
1. Lending services
KIGS Library lending services, located at the library counter, comprise of activities such as
transaction of library materials, payment of fines/lost items and registration for membership. The

loan period and books limit are:

Users categories Entitle Duration
SCT/DIF/HND and |2 books Sweeks
Foundation

Dl!g]’&& 4 hooks Zweekes
Lecturers/staff 5 bookxs Zweaks

All borrowing renewal and book returning must be done at the library counter. Borrowed books

must be returned on or before the return date. Books that are not on reserve for another user

not on reserve for another user may be renewed for up to two weeks but can be applied once.

**NOTE: Student ID card are required for checking out books.
i Late fees

The rate for overdue books is $0.50 per day/book. Users failed to return the books on time
will be restricted from borrowing books until all books owed have been returned and fines
paid in full. If a user fails to return the borrowed book in the next two weeks, the book will

be considered lost and will be charged twice the price of the lost book.

ii. Damaged or Lost items
Library users are responsible to keep the condition of the book intact. Any damages or
changes the value/quality of the books, the users shall be fined double the price of each
lost/damaged book. All categories of borrowers are subjected to library fines.
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2. Printing services Ink type Paper | Price
There are two printers available for use SAEE ;:;]'
and provided with internet access to Black and Ad $0.10
download and print materials from online Ll

Black and A3 $1.50
resources. Charges for printing are: white
=olour A4 $1.00
print below
**Colour A3 $3.00
print below

*Subject to the content of the paper
3. Photocopying services
KIGS Library has 3 photocopying machines that produce Black and white A4 (cost $0.05) copies,

with reduction and enlargement facilities. Coloured A4 and A3 copies cost the same as printing.

**Payment for printing and photocopy should be made at the library counter.

4. Computers and Internet

There are 4 computers connected to the internet provided in the library and are intended for
educational purposes. In no event that the available facilities (plugs, Ethernet cable etc) are used
for personal laptops or other devices without prior permission. The library computers or
components are allowed to be removed for any reason without permission. Anyone caught taking
these items will incur a harsh penalty, including but not limited to expulsion form the library for a

given time, and/or expulsion from Kolej IGS.

5. Laptop access to wireless
Students are now able to configure their own laptops and other compatible portable devices to
access the Internet and other IT services via the wireless network. If advice or assistance is

needed for configuration equipment to this service, please consult the librarian in charge.
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6.

References & Information services
If you are looking for more information, the KIGS library staff can point you in the right

direction.

Binding services

The library also provides binding services for the e
ELYLIA AL LR LA LA

MRl

convenience of the students. Stationaries such as

binding rings, transparency, CD-R and folder files can be

purchased at the library counter.

Electronic resources and collection
The library strives to diversify the reading materials by obtaining e-resources such as e-books,
e-journal and CDs. All the moments, E-materials can be accessed on KIGS Learning

Management System (LMS). Simply log-in to your account and search for KIGSeLibrary.

Study spaces
Group study rooms and individual study carrels are also available in the library. Usage

is on a first come, first serve basis.
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10. Borrower responsibilities
e Borrowers agree to abide by the rules and regulations of KIGS Library.
e Borrowers are required to present a valid student ID card for checkout material.
* Borrowers should note the time and date that material is due. Overdue notices are
sent as a courtesy. Failure to receive notification does not relieve the borrower of

the obligation to return materials when they are due or justify a reduction in fines.

DO & DON'TS
Mobile phones are allowed in the library if they are on silent mode.

No food, drinks, gum or smoking are allowed in the library.

All items such as bags, files, laptop cases are not allowed into the library. They

should be stored at the provided storage area.

All library users are always expected to be silent. This is to allow students who
need a quiet environment to do their projects, homework, assignments etc.

Please respect these student’s need to concentrate on their studies and revision.

Exceptions will be applied if they are in a group, doing school works or projects.
In this case, a discussion will be allowed but they are expected to keep their voice

low.

Please ensure that all your personal belonging is taken care in the library. The
library will not be responsible for any items that are lost or damaged by the library

user’s negligence.
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OUTLINE OF THE LIBRARY OF CONGRESS CLASSIFICATION SYSTEM

GENERAL WORKS
Encyclopedias (General)
Dicticnaries (General)
Indexes

Museums

Periodicals (General)
Almanacs, Directories

B PHILOSOPHY AND RELIGION

BC
BD
BF

BH
BI

BL
BM
BP

BQ
BR
BS

BT
BY
BX

Logic

Metaphysics. Cosmology
Paychology. Occult
Aesthetics

Ethics. Etiguette

Mythology. History of religions
Judaism

Islam. Bahaism. Other beliefs
Buddhizm

Christianity
The Bible

Doctnnal theology

Practical theology

Christian denominations

C AUXILIARY SCIENCES OF

HISTORY

CB  History of civilization
CC Archaeology

CE Calendar

Cl Numismatics

CR  Heraldry

C5 Genealogy

CT Biography

D HISTORY (excepl America)

DA Great Britain

DB  Austna-Hungary

DC  France

DD Germany

DE Mediterranean. Greoo-Roman
world

DF Greece

DG Italy

DH Metherlands (Low Countries)
DI Netherlands {Holland)

DK RussiaSoviet Union. Poland
DL Scandinavia

DPF Spain and Portugal

DQ Switzerland

DR Turkey and the Balkan States
DS Asia. Arab countries, Israel
DT Africa

DU Auwstraha. South Sea islands

E HISTORY - AMERICA
Indians of North America
United States (incl. ethnic groups)

F HISTORY - AMERICA
U. 5. local history. Canada. Mexico.
Central America. South America

G GEOGRAPHY AND MAPS

GA  Cartography

GB  Physical  geography

GC  Oceanography

GE Environmental sClences
GF Human coology

OM  Anthropology

GR  Folklore. Manners & customs
GV Recreation. Sports. Games.
Dancing

H SOCIAL SCIENCES

HA  Statistics

HE Ecomomics

HC Economic  history

HE Transportation. Communications
HF  Commerce. Business
administration.

HG  Finance

HM  Sociology

HN  Social problems and reform
HQ  Family. Marriage. Women

HS  Associations. Societies. Clubs
HT  Communities. Classes. Races
HV  Socal welfare. Craminal justice
HX  Secabsm. Communism

J POLITICAL SCIENCE

JC  Political theory. Nationalism

JF  Constitutional gov. Political parties
JEK Unated States

JL  Other Americas

N Europe

IQ  Asia. Africa. Australia. Oceania
IS Local government

IV Emigration and immigration

IX International law

1z International relations
K LAW

KD United Kingdom

KE Canada

KF  Uruted States

KG Latin America
KH South America
K1  Europe
KZ Law of nations

L EDUCATION

LA  History of education

LB Teaching

LC Types of education

LD} Colleges and universities

LI  Student fraternities & societies
LT Textbooks

M MUSIC
ML Literature of music
MT Instruction and study

N FINE ARTS
NA  Architecture
NB  Sculpture

NC  Drawing

ND  Painting

NE  Print media
NK  Decorative arls

P LANGUAGE AND LITERATURE
PA  Classical language & literature
PE  Modemn languages. Celtic

PC  Romance languages

PD  Germanic languages

PE  English language

PG Slavic
PH  Basque. Finnish
Pl Onental

PK  Indo-Tranian

PL  East Asia. Africa. Oceania

PM  American Indian

PN Literary history. Poetry. Drama.
Journalism.

PQ  Romance literatures

PR British literature

PS5 American hiterature
PT  Germanic literatures

(4] SCIENCE
QA Mathematics. Computer science
OB Astronomy

QC  Physics
QD  Chemisiry
QE Geology

OH  Biology. Natural history
QK Botany

QL Eoology

oM Human anatomy

Qp Physiology

QR Microbology

R MEDICINE
REA  Public health

RB  Pathology
RC  Internal medicine. Psychiatry
R  Surgery

RE  Ophthalmology

RF  Otorhinolaryngology

RG  Gynecology. Obstetrics
RI Pediatrics

RK  Dentstry

RL  Demmatology

BM  Therapeutics. Pharmacology
RS Pharmacy

RT  Mursing

REX  Homeopathy

RZ  Other systems of medicine

5 AGRICULTURE
5B Plant culiure

5D Forestry

SF Animal culture
SH Aguaculture

SK  Hunting

T TECHNOLOGY

TA Engineering

TD  Environmental technology
TE  Highways

TF Ralroads

TG  Brdges
TH  Buildings
T Mechmanical engineering

TK  Electrical engineering, Atomic
power. Telecommunication

TL  Motor vehicles. Aeronautics
TH  Mining

TP Chemical engineering

TR Photography

TS  Manufactunng

T Handicrafts

TX Home economics

u MILITARY SCIENCE

UA  Anmes
UB  Military administration
UF  Artllery

UG Military engineering. Air forces

v NAVAL SCIENCE
VE Marines

VK Navigation

VM Shipbuilding

L GENERAL BIBELIOGRAPHY AND
LIBRARY SCIENCE
ZA Information resources
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