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1. PURPOSE 

 
The purpose of this policy is to maintain online curriculum and standards which help to maintain 

the quality of learning and teaching to its students and faculty. 

 

2. APPLICABILITY 

 

This policy applies to all COD Faculty members, students, and others who have access on learning 

management system.  

 

3 DEFINITIONS 

 

KSAU-HS     King Saud bin Abdulaziz University for Health Sciences 

COD     College of Dentistry  

EDUTECH   Corporate Educational Technology Services  

ITS     KSAU-HS - Information Technology Services 

COD-IT    COD - Information Technology  

UMB    University of Maryland Baltimore 

USERS     Students, Faculty, Staff, and Approved Guests   

LMS     Learning Management System  
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4 POLICY  
 

4.1 Access to COD courses is limited for those users who are involved in teaching, managing 

or taking courses at COD.   

4.2 To access LMS, all users must use their KSAU-HS username and password. It is 

prohibited to share KSAU-HS account with any user. 

4.3 It is prohibited to use LMS for any other purposes other than University-affiliated 

activities. 

4.4 COD-IT department managing user’s enrollment including adding new users or 

removing users. 

4.5 Academic Affairs department is required to submit to COD-IT department the list of new 

students, Faculty members one (1) month prior to start of each Academic Year.  

4.6 Faculty members need to submit their lecture in PowerPoint presentation two weeks 

prior; to their department administrative assistants in a standard template  

4.7 Administrative assistant of course must submit the presentation to COD-IT department 

for uploading in LMS. Direct submission of the lectures from Faculty members will not 

be accepted by COD-IT department.    

4.8 Faculty members are allowed to upload learning materials on LMS (e.g. discussion 

board, videos and assignment etc.). 

4.9 Faculty members are required to create at least two interactive sessions per course in 

every academic semester (e.g. discussion board, blogs and assignment etc.).  

4.10 Any KSAU-HS / UMB content cannot be reproduced, republished, distributed or re-

posted without a prior approval from KSAU-HS, COD 

4.11 Faculty members must not provide lecture presentations to the students through any other 

sources (Online or USB).  

4.12 Courses in the LMS will be made available to students one week prior to the start of the 

semester. 

4.13 Courses will be unavailable at the end of the academic year and all faculty members and 

assigned staff will be removed from the course one month after the end of each Academic 

Year, except in case for need of re-sit/make-up exams.  

4.14 LMS training material (e-learning) is available on COD website. If departments may 

need LMS training a memorandum to be send two weeks prior to the actual training date 

to COD-IT department. 

  



 

 

 

3 

 

 

5.    PROCEDURE 

5.1 New user need to access LMS is required to fill the form given in APPENDIX-A.  

5.2 New Faculty and staff, those who want to access online curriculum are required to fill the 

form given in APPENDIX-B.   
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APPENDIX – A  

 
Download Link: http://edutech.ksau-hs.edu.sa/uploads/File/pdf/A%20-%2023%20NewUserEquipRequestForm-%20V8.1.pdf 
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APPENDIX – B  

 

Download link: http://edutech.ksau-hs.edu.sa/uploads/File/pdf/A-10-OnlineCurriculumAccessAgreement4.0.pdf 
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