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INTRODUCTION

The Office of Student Affairs (OSA) contributes to the educational mission of

the university by offering services, programs and opportunities to students that
nurture personal growth and help them towards the fulfillment of their needs and
ambitions.

Above all, the office provides an exemplary living and learning environment that
fosters engagement and innovation, enabling students to have a positive impact
and act as agents of change in their respective communities.

The OSA employs full-time and part-time dedicated people who serve student
needs and support their activities. In addition to honoring the campus values of
knowledge, openness, excellence, collaboration and caring, OSA staff and faculty
members are guided by the following principles:

e Maintaining high standards of ethical behavior and personal integrity
Respecting diversity and serving all students without discrimination
Fostering innovation and leadership

Encouraging teamwork, especially partnership with students

Promoting civic engagement and supporting projects that increase public
awareness

If you have questions or concerns that are not addressed in this handbook, call

or visit the Office of Student Affairs at 06 930 250, ext. 3930, Zakhem Building
(room 118). You may also consult with the coordinator at your respective campus:
e Dekouaneh- Beirut Campus: 01 495 833, ext. 5170

e Beino - Akkar Campus: 06 931 972, ext. 5401

e Souk El Gharb - Aley Campus: 05 272 078, ext. 5597

Working hours are Monday — Friday from 8:00 a.m. to 4:30 p.m. (Fall/Spring
schedule) and Monday — Friday from 8:00 a.m. to 2:00 p.m. (Summer schedule).



STUDENT RIGHTS AND RESPONSIBILITIES
Statement

The University of Balamand (UOB) is a learning community designed to foster
collaboration, open communication, mutual respect, and inclusiveness among
students, faculty, and staff as they engage in the education process. As members
of this community, all students are entitled to certain rights and privileges. To
protect these rights and privileges, there are guidelines for conduct that are
intended to create the environment and educational goals envisioned by the
university and its students, and each student must become familiar with them.

Student Rights include, but are not limited to, the following:

1. The right of respect for personal feelings and individual dignity.

2. The right to participate in student committees, clubs, and societies, following
the university policies and regulations.

3. Theright to an environment free from harassment, discrimination, and
violence.

4. The right of due process in disciplinary procedures following the university
policies and regulations.

Student Responsibilities include, but are not limited to, the following:

1. The responsibility of assuming the consequence of one's actions.

2. The responsibility of adherence and compliance to established university
policies, procedures, and regulations presented in official university
publications.

3. The responsibility of ensuring that the action of each student, committee,
club, or society does not infringe upon the spirit of the university and the
moral imperatives of its community.

4. The responsibility of respecting the rights and privacy of others.

5. The responsibility of settling all payments due to the university. No documents
(i.e., transcripts, diplomas, certificates, copies of any documents, etc.) can be
delivered in case this obligation is not met.



UNIVERSITY POLICIES & PROCEDURES
Jurisdictions of the University

University jurisdiction extends to conduct occurring on university premises, which
adversely affects the UOB community and/or the pursuit of its programs.

Any of the following actions, or the aiding or encouraging of any of the following
actions, constitutes an offense for which a student, a group of students, a student
committee, club or society may be subject to the student judicial process:

e Misuse of Keys: Unauthorized possession or use of any key or key type device
to any university facility or property.

¢ Misuse of Identification: The use of falsified identification documents or
of another's identification card/document, including the use of another's
computer account/password.

¢ False Information: Knowingly making a false oral or written statement to any
office or member of the university faculty, administration, staff or student body.

e Misuse of Materials: Unauthorized reading, removing, duplicating,
photographing, and/or forging, counterfeiting, altering or misusing of any
university material, file document or record, computer records, software, data
files and similar entities owned or maintained by the university.

¢ Response to Notice: Failure to make a timely response to any official
request from a member of the faculty, administration, or staff. The university
requires that each student maintain a university e-mail. Official university
correspondence mailed to that E-mail is deemed sufficient notice to the
student.

¢ Response to Instructions: Failure to comply with authorized oral instructions
from university officials, including student workers and assistants, acting in
accordance with their assigned duties.

¢ Misuse of Property: Destruction, damage, misuse of campus property,
including but not limited to, files, documents, records, research apparatus,
or library materials, including computer systems and networks, owned or
maintained by members of the faculty, administration, staff, or student body.
Unauthorized entry into university buildings and intentional misuse of any
university fire alarm or fire extinguisher or safety equipment is also misuse of
property.



¢ Theft: The unauthorized taking, misappropriation or possession of any real,
personal, or intellectual property owned by the university personnel on campus.

e Gambling: Conducting or organizing any form of gambling which harms or
exploits any member of the university community.

¢ Weapons, Firearms, or Explosive Devices: The unauthorized possession of
a weapon, firearm, or any incendiary, explosive or destructive device, including
fireworks.

¢ Non-Smoking: The University of Balamand recognizes that smoking is harmful
to the health of smokers and that passive smoking poses a health risk to non-
smokers. In order to address these health concerns, the university prohibited
smoking in all hallowed halls e.g. classrooms, hallways, corridors, atriums,
classrooms, cafeterias, lounges, on-campus dormitories, etc. Smoking is only
permitted in designated outdoor areas.

e lllegal Use or Possession of Drugs: The University of Balamand is committed
to providing an orderly and safe environment for all students, faculty members
and staff. To this end, the university advises all community members that it is
unlawful to manufacture, distribute, dispense, possess and/or use drugs on its
premises. Any violation will lead to strict disciplinary action and expulsion from
the university.

¢ Privacy: Failure to respect the right to privacy of any member of the university
community including accessing another's computer files and/or e-mail.

e Student Expression: Students are encouraged to express themselves.
However, any demonstrations or protests must be non-violent in nature,
and must be conducted without endangering the safety, health, or life of
themselves, other students, faculty members, staff and visitors. Students shall
not knowingly damage any university or personal property. No student or
group of students shall obstruct the free movement of other persons within
the campus, interfere with the use of university facilities, or prevent the normal
operation of the university, both inside and outside the classroom setting. Any
violation will lead to strict disciplinary action/suspension from the university.

e Harassment and Discrimination, including sexual harassment and
public indecency: The University of Balamand expects its students to
treat other individuals with respect and human dignity in all interpersonal
relationships. Any behavior that results in the harassment, intimidation or
discrimination of another person will not be tolerated. Harassment and
discrimination are prohibited on all UOB campuses whether on the basis
of citizenship, color, religion, sex, national origin, age, physical disability, or



marital status. Harassment is defined as conduct, which unreasonably interferes
with an instructor, employee or student's status or performance by creating
an intimidating, hostile, or offensive working or educational environment.
Harassment could be of verbal, written or physical nature. One of the most
common forms of harassing behavior is sexual harassment. Sexual Harassment
is considered as serious offense and consists of unwelcome sexual advances,
request for sexual favors, sexually motivated physical contact and other verbal
conducts of a sexual nature. Examples of such conduct are:
e  Physical assault and threatening
e Unwelcome physical contact of someone’s body
e Gestures and noises of sexual nature
e Degrading words, remarks and jokes used to describe an individual
e  Sexually orientated messages, pictures or videos sent via email or posted
on the website and other social networking services
e  Repeated requests for a sexual relationship to an individual who has
previously indicated that such conduct is unwelcome

Students who have experienced or witnessed any type of harassment should
refer immediately to the Director of Student Affairs to report the relevant facts.
The Director of Student Affairs will direct the complaint to the Chairman of the
Administrative Committee of the university in order to initiate the investigation.
If the complaint is substantiated, the Administrative Committee will institute
disciplinary action against the offender by imposing sanction that can range
from issuing a warning to expulsion from the university depending on the
severances of the situation.

In conducting its investigations, the Administrative Committee will strive to
keep the identity of persons making reports as confidential as possible. In

case the offender is an employee of the university, the person in charge of the
offender will be informed and may be involved in the investigations (e.g. the
Director of Human Resources in case the offender is a staff member or the
Dean of the Faculty in case the offender is a faculty member). A copy of the
Statement Policy on Harassment at the University of Balamand is attached in
Appendix A of this document.

Threats of Violence: A threat by word or act to do violence to another
person, and doing an act, which creates a well-founded fear that such violence
is imminent.

Inappropriate Conduct at University-Sponsored Events: Students should
govern their behavior at university-sponsored events and conduct themselves
within the university policies and regulations.

Closing Hours: No student is permitted to enter in any university building after
normal closing hours, unless written approval has been obtained in advance.



e Guests: Students are welcome to bring guests to the campus, but must assume
responsibility for their conduct.

e Driving on Campus: No student is permitted to drive on-campus unless he/she
has a UOB parking permit that is issued for on-campus housing residents only.
This permit is issued by the Office of Student Affairs after presenting a:

1. Valid driving license

2. Valid car registration

3. Valid insurance policy in the name of the student

Students shall park their cars in designated parking areas allocated in front of
the dormitory building in which they reside. Students shall drive orderly, safely
and slowly. Any violation will lead to strict disciplinary action.

e Academic Integrity: As a community committed to intellectual endeavor,
the University of Balamand recognizes honesty as the foundation of the
academic activities of its faculty members and students. Plagiarism, falsifying or
fabricating the results of one’s research, presenting the words, ideas, data, or
work of another as one’s own, or cheating on an examination will lead to any
one or a combination of the following disciplinary actions that may be imposed
by the faculty or the administrative committee:

Failure of the assignment, project or examination.

Failure of the course with the offense documented in the student’s file.

Placement on academic probation.

Suspension from the university for a Definite Period of time.

Dismissal from the university.

vk WwN =

e Copyright: The Lebanese Copyright Law endorsed on April 3, 1999 provides
stiff penalties for offenders who may print, publish, or sell copies of someone’s
original work. That includes books, publications, computer software, video
films and all kind of audio-visual work. Students caught on-campus violating
the copyright law will be subjected to strict disciplinary action. A copy of
the Academic Integrity and Copyright Policy at the University of Balamand is
attached in Appendix B and is available on the website: www.balamand.edu.lb
(Admissions and Registration, Academic Integrity and Copyright Policies).

Publicity and Posting Policy
All public notices or publicity material posted on campus property shall be
stamped by the Office of Student Affairs prior to posting.
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Sanctions

In case of misconduct or inappropriate behavior, any of the following sanctions

may be imposed on a student, a group of students, or a student committee, club

or society through due process:

e Written/Verbal Warning: A written/verbal warning issued to a student by a
faculty/staff member that his/her behavior is inappropriate will be noted in the
student’s file.

¢ Disciplinary Probation: An official notice to a student that his/her behavior is
in serious violation of university policies and regulations. Continued enrollment
depends upon the maintenance of satisfactory behavior during the period
of probation. When probation is imposed as a sanction, the student should
be advised of the consequences of violation of probation, e.g. suspension.
During the probation period, the student is deprived of university privileges e.g.
student work, financial aid, assistantship and others.

e Suspension: Termination of a student's privilege to attend the university for a
period of time specified in an order of suspension. This includes the termination
of campus visiting privileges.

e Expulsion: Permanent termination of a student's privilege to attend the
university. This includes the termination of campus visiting privileges.

Grievances and Appeals

By definition, grievance is an official statement of a complaint over something
believed to be wrong or unfair. The university maintains a Grievance Procedure
by which UOB students may seek redress for what they believe to be unfair,
improper, or discriminatory decisions, actions, or treatment contravening the
established policies and procedures of the university. Grievance at UOB is related,
but not limited to, academic processes, administrative processes and other
human relationships. Grievances should not be confused with petitions related
to academic issues (for more information on petitions, refer to the university
catalogue).



Procedure for Filing a Grievance:
If a student is fronting a grievance, a formal grievance should be filed following
the below procedure:

1.

The student should submit a letter to the Director of Student Affairs
describing in details the issue.

The student shall sign the letter and attach it to it any evidentiary or
supporting materials.

The student should retain copies of the grievance letter and any other
submitted materials.

The Director of Student Affairs will discuss the issue in the presence of the
student and the student direct supervisor, and will try to solve the issue
informally. For academic grievance, the direct supervisor is the chairperson of
the department or director of the program. For non-academic grievances, the
direct supervisor is the Director of Student Affairs.

The Director for Student Affairs will then decide whether to forward or not
to the official grievance to the Administrative Committee (Standing University
Committee that deals with such issues).

The Administrative Committee will meet with the student and concerned
personnel and will render its decision in writing and promptly to the Director
of Student Affairs.

The Director of Student Affairs will then inform the direct supervisor of the
student about the decision of the Administrative Committee and will be
asked to convey the decision to the student.

Needless to say, that informal procedures such as discussing the issue with the
student, the faculty, or the staff member involved and resolving it on the spot are
preferred.

Grievance Appeal:

In case the grievant is not satisfied with the taken decision, and wishes to appeal,
the grievant should submit a petition form within 24 hours after the decision is
received from the direct supervisor. Alternatively, within 48 hours, the petition will
be forwarded to the appropriate division depending on the case. A reply to the
petition has to be made within 5 working days after the petition is filed.

11
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THE OFFICE OF STUDENT AFFAIRS

What We Do

The Office of Student Affairs is administered by the
Director of Student Affairs. The office comprises five
divisions:

Campus Life and Student Development
Counseling Center

International Students Office

On-Campus Housing

Student Newspaper (Highlights)

uhWN =

At the Koura Campus, the Office of Student Affairs

is located in Zakhem Building, room 118. Campus

life coordinators are available at all UOB Campuses.
Working hours are Monday - Friday from 8:00 a.m. to
4:30 p.m. (Fall/Spring schedule) and Monday — Friday
from 8:00 a.m. to 2:00 p.m. (Summer schedule). For
more information, please contact osa@balamand.edu.
Ib or dial 06 930 250

ext. 3930.

Campus Life and Student Development

The Office of Campus Life and Student Development
offers students opportunities to participate in co-
curricular and extra-curricular activities and grow
outside the classroom setting. The office serves

as the administrative liaison to student clubs and
societies and offers an assortment of educational,
recreational and cultural programs for the campus
community. Moreover, the clubs and societies
provide opportunities to meet with others to pursue
common social and cultural interests. The clubs and
societies are managed by students with the assistance
of staff and faculty members. On a yearly basis, a
Club Fair takes place to introduce students to the
available clubs and societies and allows them to join.
To obtain a list of active clubs and societies, check
with the coordinator of Campus Life and Student
Development. The list can also be found on the UOB










website www.balamand.edu.lb

The Office of Campus Life and Student Development
is located in Zakhem building, first floor, room 120
and can be reached by phone at 06 930 250 ext.
3914 or 3935, or by email at clubs@balamand.edu.lb.
The office is open during regular working hours.

Counseling Center
The Counseling Center at the OSA offers personal

counseling to students to help them detect and
address any personal or educational problems or
issues that may seriously affect their quality of life
and well-being. Students seeking to schedule an
appointment should contact the center.

The Counseling Center is located in Zakhem Building,
second floor, room 209 and can be reached by phone
06 930 250 ext. 3939, or by email at counseling@
balamand.edu.lb. The office is open during regular
working hours.

International Students Office
The International Students’ Office (ISO) caters the

needs of students coming from abroad. Officers

are present to offer guidance related to application
requirements, offered programs, tuition fees,
financial aid, health coverage, visa, and residency
renewal. The office also provides information about
orientation, accommodation, adjusting to life in
Lebanon, and helps in resolving problems. Moreover,
the ISO organizes entertaining events and activities,
thus ensuring that the international students are
benefiting from their stay in Lebanon not only on the
academic level, but also on the personal level.

¢ Visas & Residency Cards

International students coming from abroad should
present their official letter of

acceptance from the University of Balamand at the
Lebanese Embassy in their

country in order to obtain an entrance visa. Upon
arrival to Lebanon, they should

apply for residency. Students should insure that they
are holding a valid passport

15
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and that the residency is obtained before expiration of the visitor visa. More
information can be found on the UOB website www.balamand.edu.lb

¢ Equivalency of High-School Credentials
For equivalency of the high-school credentials, international students shall:

1. Certify all necessary documents (high-school diploma, transcripts, etc.) at
the Ministry of Education, the Ministry of Foreign Affairs and the Lebanese
Embassy of the country where the student has completed his high-school
education.

2. Certify all necessary documents (diploma, transcripts, etc.) at the Ministry of
Foreign Affairs in Lebanon.

3. Seek equivalency of the high-school credentials from the Ministry of
Education in Lebanon by presenting the certified documents from (1) and
(2) above, to the Equivalency Committee at the Ministry of Education. For
further information, you may contact the Ministry of Education at 01-
789582, the Office of Student Affairs or Liban Post.

e Health Insurance

Health Insurance is mandatory for all International Students registered on a
fulltime and part-time basis at the University of Balamand. The Office of Student
Affairs will proceed in providing the Health Insurance coverage at a specified fee
which will be added to the student account. Students who are privately insured
should provide a proof of insurance. Health Insurances are issued at the beginning
of each semester and are valid till end of the same academic year.

The International Students Office is located in Zakhem Building, first floor, room
120 and can be reached by phone at 06 930 250 ext. 3930, or by email at
iso@balamand.edu.lb. The office is open during regular working hours.

On-Campus Student Housing

On campus housing is an integral part of the total UOB student experience.
The dormitory buildings are staffed with supervisors and assistants who strive
to promote a safe, secure, and healthy living-learning environment. A student
housing agreement explaining the dormitory policies and regulations should be
signed by all accepted students.

Student Housing is available on campus for both women and men. The on
Campus Dormitory provides laundry facilities, room cleaning, kitchens, a gym,
vending machines, cable TV rooms, air conditioned rooms, wireless internet, and
study rooms. A list of the nearby off-campus dormitories is available at the Office
of Student Affairs.

On-Campus dormitory can be reached by phone at 06 930 250 ext. 5697 or by
email at osa@balamand.edu.lb.
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Student Newspaper (Highlights)
Highlights has been the university newspaper

since 20009. It is the voice of the vibrant student
community. As a part of the vast array of topics it
covers, it sheds light on major events and issues of
concern at the university. The Highlights teams also
manages social media platforms that provide ideal
spaces for videoblogging and interaction with the
community. Highlights is open to all members of the
university community and welcomes submissions at
any time.

Highlights’ office is located in Zakhem Building, first
floor, Room 118 and can be reached by phone at 06
930 250 ext. 3914, or by email at
highlights@balamand.edu.lb. the office is open
during regular working hours.
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OTHER UNIVERSITY SERVICES

1. Office of Athletics, Wellness, and Recreation Program

The Sports program is based on the philosophy of providing a wide range of
sports activities and programs in the main campus as well as in other Campuses
(Soul El Garb, Akkar, Dekwaneh). Sports strive to encourage an active and
positive lifestyle throughout a student’s life. The office of Athletics, wellness, and
Recreation at UOB provides services in concert with the mission of the University
which is best characterized by the goal of accessibility. The athletics activities are
accessible to students of all skills, abilities, and interests. In providing this learning
environment, the program places emphasis on the academic success of Student
Athletes, the fair and equitable treatment of women and men, the principles of
fair play, amateur and semi-professional athletics competition, and the health and
welfare of Student-Athletes.

At the forefront, the mission of the Sports Program is to emphasize, advocate,

and promote the concept of(1) “opportunity to participate for all”(2) to
accommodate student sport and fitness interests,(3) create and maintain an
enjoyable educational sport and fitness atmosphere,(4) foster a sense of spirit,
enthusiasm, and pride in the University and for physical activity as part of a routine
balanced lifestyle, and (5) promote the image and reputation of UOB in Lebanon,
throughout the region, and beyond.

The office seeks to provide a wide range of answers to commonly asked questions
that will support the operation and management of a consistent, efficient, and
well-organized educational sports program and recreation facility, within the
mission of the University through the Student-Athlete Handbook.

RECREATIONAL PROGRAM

The Office of Athletics, Wellness and Recreation believes that recreational activities
are essential for the well-being of students, faculty, and staff. These activities
foster a healthy, active lifestyle and create an environment that promotes social
interaction and integration. The recreational activities will also offer participants
opportunities to learn new skills, increase physical strength and fitness, and
provide a balance in their daily life routines. By introducing and encouraging these
activities, the Office of Athletics, Wellness, and Recreation hopes that students will
develop a life-long interest in health and fitness.



WELLNESS PROGRAM

The Office of Athletics, Wellness, and Recreation strives to impact and develop the
Health and Wellness of UOB students, faculty, and staff as well as the neighboring
community. Our office seeks to develop the well-being of the UOB Community

by empowering them to ensure healthy lifestyle choices in accordance with their
values, morals, ethics, and beliefs. We also aim to create a healthier study and
work environment through the establishment of programs and centers as well as
provide incentives that promote and support healthy lifestyle choices, which helps
students become more successful members of the academic community.

ATHLETIC SCHOLARSHIPS

The University of Balamand offers Athletic Scholarships for students who are
eligible to be varsity team members. The main objective of the Athletic Scholarship
is to provide talented students who play sports the opportunity to study at UOB
and compete in university sports

2. Career Services Center

The Career Services Center offers students and alumni proper career guidance by
providing them with the right type of coaching and mentoring. The center aims
to offer students assistance to develop career management skills and job search
skills that will help them in their academic and career endeavors. In addition to
their Annual Career Fair which hosts various companies where students meet
with company representatives and submit their resumes, the Career Services
Center organizes leadership, public speaking, CV writing, and interview tips
workshops. Moreover, the center organizes the Community Fair which hosts local
and international Non-Governmental Organizations to promote opportunities for
students through service to the community.

3. Identification Card

Students must obtain and carry the UOB identification card while on campus.
The card is primarily used for identification, for verification of UOB status, and
for using university services such as the library, gymnasium, swimming pool and
participating in university sporting and social events, and other related services.
The card may be obtained from the Office of Admissions and Registration during
the first month of the semester. The card is the property of the University of
Balamand and must be returned on request.

Use of the card by anyone other than the person to whom it was issued is
prohibited. The cardholder is subject to disciplinary actions or other penalties
for improper use of the card. The cardholder is responsible for any and all losses
associated with his/her card. In case the card is lost a replacement card may be
issued at a fee.
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4. Insurance

National Social Security Fund (NSSF) Medical Branch

The NSSF fund is only available to Lebanese students. To facilitate enrollment in

the NSSF medical branch (enrollment is mandatory), students shall provide the

following documents:

e A duly completed application form (distributed to all students during
registration)

¢ A photocopy of the identity card and family record

* An NSSF number (if already registered)

Accident Insurance

All students are insured against accidents that that may occur on or off-campus
during any university approved / organized activity. Insurance forms may be
obtained from the University Health Center, Saliba Building, ext. 7777

International students
Private health insurance is mandatory for all no-Lebanese registered students (refer
to International Students Section).

5.IT Services

I. Email and Moodle Access

1. Go to www.balamand.edu.lb

2. Click on Current Students.

3. In resources click on Imail.

4. Access using your Balamand Email.

5. Change the password.

6. You will use this password for WIFI and Lab/Library computer access.
7. Then access the Moodle via https://moodle.balamand.edu.lb/moodle .
8. Click on Imail connect via your UOB Email with the same password.

Il. Student Webex Login Procedure

Students can join the WebEx session either by

1. Clicking on the link sent by the instructor on their emails

2. Going to https:/balamanduni.webex.com or www.webex.com then filling
the meeting number in the section “Join a Meeting”. Kindly note that the
meeting number should be sent by the instructor.



lll. UOB Online Exam Requirements
System Requirements
¢ PC (Laptop / Desktop)
e Internet connection
* \Webcam (tested)
* Microphone (tested)
¢ Windows 7 (with sp1) requires OBS version 19

OBS (Open Broadcaster Software) Requirements
¢ Operating System - Compatible with Windows, Mac (OS 10.13 & above),
and Linux
e Memory on Windows: 2 GB RAM minimum, on Mac: 1 GB RAM

IV. UOB Student Information Systems
1. Navigate to SIS :
a- Go to www.balamand.edu.lb
b- Click on Current Students.
¢- In resources click on “SIS”
2. Enter the username and password received from the registrar by email.
3. Click on the setup button.
4. Select change password.
5. Enter the old password.
6. Enter the new password.
7. Confirm the new password.

V. UOB One Drive and Microsoft Office
1. Click on the square dots on the top left corner.
2. Click on One Drive to store your documents.

UOB students benefit of 1TB of on-line One Drive disk space and free Microsoft

Office.

VI. UOB Wi-Fi

Information and instructions for setting up your wireless internet connection:
e Enable Wi-Fi connection on your device

e Connect your device to the SSID: UOB-Student-WIFI and fill in the necessary
information

According to the procedure in the web link below:
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http://Awww.balamand.edu.lb/Style%20Library/PDFs/CurrentStudents/
ITProcedures.pdf

You can also check your email for information and instructions for setting up
your wireless internet connection.

For more information, please contact su@balamand.edu.lb or dial 06 930 250
ext. 4357.

Vil.Library/Lab Computer access
Username: firsname.lastname (as spelled in your email).
Passwpord: same as email.

VIII. Library Off-Campus Access

1. Navigate to http:/Awww.balamand.edu.lb/Library/Main/Pages/default.aspx
2. Click on Services and then click on Connect Off-Campus.

3. Use your UOB email account username and password to login.

6. University Health Center (Infirmary)

The University Health Center that provides primary health care and first aid
services. The center is located on the Ground Floor of Saliba Building. The staff is
comprised of general practice physicians from the Faculty of Medicine and Medical
Sciences, nurses and assisting licensed students.

Students are insured against injuries that occur on campus. Insurance forms may
be obtained from the center.

7. Mail Service
Mailing services are provided to UOB students as students may use the Office of
Student Affairs as their mailing address: P.O.Box 100 Tripoli, Lebanon.

8. Libraries

The University of Balamand library system consists of:

e Main Library, the Issam Fares Library Learning Center (IFLLC)

e Theology Library, Saint John of Damascus Institute of Theology

e ALBA Librairies, Académie Libanaise des Beaux-Arts — Main Campus and
Dekouaneh/ALBA Campus

e SEG Library, Souk El Ghareb Campus

The university libraries provide students, faculty members, alumni, and visitors
access to more than 87,000 print books, 279,331 eBooks, over 87,000 journals,
and 88 online databases.



In addition to the collections, the libraries offer many services:

e Open stacks and borrowing services

e Interlibrary loan and document delivery services for materials that are not
available in the libraries

¢ Graduate services (theses formatting)

e Printing and photocopying services; (photocopying quota should be purchased
from the Comptroller’s Office, as well as refilling the printing quota upon
expiry)

e Computer labs

e Group study rooms

e Facilities reservation

e Off-campus access to materials

e Citation, plagiarism and other workshops and training sessions

e Research and reference help

And above all, the libraries offer users a pleasant study environment.

Users must abide by the libraries code of conduct when fulfilling their education
and research needs:

¢ Good order and quiet should be maintained in all public reading areas

e Users should respect the sound level policy and abide by the signs available on
each floor

Group work is allowed only in specified areas

Smoking is not allowed at any time or in any area of the library

Food and beverages are not allowed in the library to avoid damage to library
collections. Exception is made for drinks in non-paper spill-proof containers
Books and materials charged to a user's record are the usens responsibility.

It is expected that books will be returned in good condition, unmarked, and
without evidence of damage. Borrowers will be held responsible for materials
returned damaged. If the book to be checked out is already damaged, this
should be brought to the attention of the Circulation Assistant who will make a
note of the damage so that users will not be held responsible

ID cards are not transferable and should not be loaned to other people. Missing
or stolen cards should be reported to the Office of Admissions and Registration.

Library Resources Use:

The usage of any resources and services made available to users by the University

of Balamand Libraries are subject to the following conditions:

e Adhere to the regulations governing the use of any service involved in the
provisions of access to the resources whether these services are controlled by
the Library, the university or any other organization.

e Not to remove or alter the copyright statements on any copy of or output
from resources used by the user.

e Ensure the security and integrity of any copy released to him/her, and commit
to not making any further copies from it.
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e Use the resource only for research and education purposes, and only on
computer systems or network covered by agreement, contract or license.

e Not to reverse, engineer or decompile the software products or attempt to do
so unless this is explicitly permitted within the terms of the agreement for the
use of the resources.

For the above defined purposes, the user shall refer to or use the resource or part
of it in any work produced by him/her, to the extent authorized by law or with the
express permission of the licensor or unless this is permitted under the agreement.

Library Copyright Policy:

Graduate students are required to submit a copy of their original theses/

dissertations to the University of Balamand Libraries for preservation and research

purposes where it will be made available to the public. Students will be required to

sign a non-exclusive copyright release form that gives the university the right to:

e Deposit a copy in the UOB Libraries and in not-for-profit repositories when
required

¢ Make the work openly accessible to the public in any medium for research and
educational purposes only

e Reproduce, copy, and/or translate the work in print or electronic formats
without changing the content for preservation and access purposes.

Any subsequent agreement including publishing agreements should take into
consideration the above mentioned rights and respect the eligibility of the
university to exercise these rights as permitted by the laws.

For more information about the libraries collections, services, and operating hours
please visit the UOB website www.balamand.edu.lb

9. University Committees
The University of Balamand (UOB) is an institution of higher learning that
encourages the intellectual and personal growth of its students. As members
of the University, the students are encouraged to participate in the life of
the university through various means, from serving as members on university
committees to consultations with university officers.
There are two types of committees in which students participate:
e Faculty Committees:

- Curriculum Committee

- Library and Information Technology Committee
e University-Wide Committees:

- Campus Life

- Social and Cultural

- Curriculum

- Library and Information Technology

- Orientation

- Administrative



10. Parking Services

Free of charge parking facilities are available facing the UOB main gate on

the Main Campus (accommodating up to 300 cars) and next to ALBA (Kazan
Building). Parking is also available in the 3 basement floor of the Medicine and
Health Sciences building (accommodating 80 cars distributed on a first-come-first-
served basis) for a specific fee per semester. A copy of the Policies and Regulations
for Students’ Circulation On-Campus at the University of Balamand is attached in
Appendix C of this document.

11. Bus Services

e On-Campus Shuttle Bus
To accommodate students from the On-Campus Housing, the Faculty of
Business and Management, School of Tourism and Hotel Management and the
Maroun Semaan Chemical Engineering Building, two campus shuttles circulate
around campus.

¢ Off-Campus Bus Service
Independent bus providers from nearby areas are available at a designated fee.

¢ Balamand Connect
Transportation services are made available to UOB students to facilitate their
commute to campus and on campus. The University of Balamand, as part of its
social responsibility plan, has joined forces with the local transportation company
to launch BALAMAND CONNECT Transportation Services. This service provides
affordable transportation to the UOB Community; Faculty, Staff and Students;
thus, making available an affordable mode of transportation within the selected
areas.

12. Food Services

Located in Zakhem building, the cafeteria opens during regular working hours,
providing breakfast, snacks and lunch, these including hot meals, soup and
sandwiches, salads and beverages. Other dining services are also available in

the parking building facing the UOB main gate.The cafeteria is operated by

the School of Tourism and Hotel Management. The menu includes a variety of
choices catering to all dietary lifestyles including veganism and vegeteranism. Note
that the cafeteria sources all its supplies from ethical suppliers and relies on the
Agriculture Depatment at the Issam Fares Faculty of Technology for some of its
fruits, vegetables, and dairy products.
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13. Alumni Association

The UOB Alumni Association gives alumni opportunities to build relationships,
receive special benefits and extend a hand to recent UOB graduates. Graduating
students are strongly encouraged to join the Alumni Association.

14. Banking

A branch of the IBL (Intercontinental Bank of Lebanon) is located in the parking
facing the UOB main gate. The Bank offers students the options to open personal
accounts, pay tuition fees, apply for student loans and withdraw money through
an ATM machine.

15. Mini-Market
A Mini Market is conveniently located in the parking building in front of the UOB
main gate.

16. Security and Safety

On-campus security is handled through the Office of the Chief Operating Officer,
located at the main entrance. Security officers are available 24 hours a day and
may be called for emergencies such as personal security, theft, burglary, or assault.
Note that a UOB ID card is required to enter the campus and its facilities.

The Office of Student Affairs makes sure that students and organizers of activities
carry out their events safely. Some activities (especially off campus activities) will
require obtaining insurance in advance of the event and therefore should be
planned ahead of time.

Security and safety measures also ensure handling emergencies involving harmful
materials such as chemicals, radioactive or bio-hazardous material spills, and toxic
gas releases especially in laboratories (detailed safety measures are available in the
Catalogue).
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APPENDIX A

STATEMENT POLICY ON HARASSMENT
AT THE UNIVERSITY OF BALAMAND

Introduction

The University of Balamand (UOB) is an academic institution with a distinguished
intellectual background, as stated in the Mission Statement of the University.

This background is rooted in an environment of dependence and trust, in which
students, faculty and staff from different social groups and from various regions in
Lebanon, the Arab world and foreign countries, are able to meet. The University

is committed to the values of human dignity and equality, offering a climate that
supports its academic mission and moral approach.

The University issues on a continuous basis, policies, regulations and declarations
that define ethical standards and the disciplinary principles that members of the
UOB community are expected to follow in their personal and work relationships.
With its commitment to morality, the University is particularly concerned about the
issue of Harassment and is keen to interpret it in the context of our Eastern culture
that is open to global influence.

Definition

There is no one definition of Harassment but all agree that such behavior creates

an atmosphere of tension among students, faculty and staff members, violating

human rights and the fundamental freedom of the individual. Harassment can be

identified as an abusive act of a moral or physical nature, intended to:

e Obtain a service that does not fall within usual functional responsibilities (such
as personal administrative services).

e Initiate unacceptable behavior (such as sexual Harassment).

e Make a statement or adopt a position that is not related to job responsibilities.

Discrimination on the basis of sex, national origin, citizenship, age, personal status,
religion, health or social status is also considered to be a form of Harassment.
Acts of Harassment may take one of the following forms:

e Verbal abuse: abusing an administrative or educational official by issuing
threats, repetition of undesirable and unjustified requests, swearing, yelling,
vulgar insinuations, comments, jokes of a sexual nature and unwanted requests
for a meeting.

e Non-verbal abuse: suggestive sounds like whistling, offensive gestures, physical
gestures of a violent or sexual nature.

e Physical abuse: bullying, undesired physical contact, assault or other forms of
physical aggression.

e Social Media abuse: emails or postings on the Internet or social networking
sites containing a clear threat of a sexual nature, in the form of writing, pictures



or videos.

¢ Note: These comments do not apply to those participating in courses requiring
physical contact or unusual deportment such as the theater, physical education
or medical treatment.

When the relationship between a student and a staff member or faculty member,

or between a staff member and a faculty member, or between faculty members,

is characterized by any one of the above forms of behavior, it will be considered

Harassment. The University strictly forbids any such form of Harassment in daily

relationships, and in particular:

e When accepting new students at the University, or during registration, or in
classrooms, or during a particular activity.

¢ In grading and evaluating students’ academic performance.

e In the recruitment process (student workers, faculty members, staff members
and workers).

e In the promotion process in Faculties and Administrative Offices.

Filing a Complaint

In all cases of Harassment, the harassed person should discuss the matter with his
direct supervisor. If the harassed person is a student, the direct supervisor is the
Director of Student Affairs; if the harassed person is a staff member, the direct
supervisor is the Director of Human Resources; if the harassed person is a faculty
member, the direct supervisor is the Dean of the Faculty.

Depending on the particular case, the direct supervisor of the harassed person,
after consultation with the direct supervisor of the harassing person, will decide
if the case has to be referred to the University Administrative Committee or if
the direct supervisor can take the appropriate cautionary or punitive measures. If
the case is referred to the Administrative Committee of the University, sanctions
that can be imposed range from a verbal warning, to suspension for a period

of time from the University, to expulsion from the University, depending on the
severity of the case and the extent of its recurrence. In all cases, a detailed report
describing the matter and sanctions imposed should be sent to the President of
the University by the direct supervisor of the harassed person or the Chairman of
the Administrative Committee.

In the case of a student, a staff member or a faculty member being harassed

by a person visiting the University, the direct supervisor of the person who was
harassed should consult with the person hosting the visitor to decide on the action
to be taken. If deemed necessary, the direct supervisor may file a complaint under
the applicable laws.
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APPENDIX B

ACADEMIC INTEGRITY AND COPYRIGHT POLICIES
FOR THE UNIVERSITY OF BALAMAND

REVISED ON MAY 11, 2009
BASED ON AN INITIAL DOCUMENT PREPARED BY:
JONATHAN HALL, RANDA AL-CHIDIAC, AND SUHEILA SALEM

1. Academic Integrity Policy

1.1 Introduction

As a community committed to intellectual endeavors, the University of Balamand
recognizes honesty as the foundation of the academic activities of its faculty
members and students. UOB strives to provide students with the knowledge, skills,
and judgment they need to function in society as educated adults. Falsifying or
fabricating the results of one’s research, presenting the words, ideas, data, or work
of another as one’s own, or cheating on an examination corrupts the essential
process of higher education.

1.2 Guidelines for Academic Integrity

Students assume full responsibility for the content and integrity of the coursework
they submit. The following are guidelines to assist students in observing academic
integrity:

e Students must do their own work and submit only their own work on
examinations, reports, and projects, unless otherwise asked by the instructor.
Students are urged to contact their instructor about appropriate citation
guidelines.

e Students may benefit from working in groups. They may collaborate or
cooperate with other students on graded assignments or examinations if
instructed to do so by the instructor.

e Students must follow all written and/or verbal instructions given by instructors
prior to taking examinations, placement assessments, tests, quizzes, and
evaluations.

e Students are responsible for adhering to course requirements as specified by
the instructor in the course syllabus.



1.3 Forms of Academic Dishonesty
Academic dishonesty includes, but is not necessarily limited to, the following:

a. Plagiarism is intentionally or carelessly passing off another person’s work as

one's own. It is taking and using information, ideas, opinions, theories or another

person’s actual words or source without acknowledging the source, thereby

creating the impression that the work is one’s own.

Plagiarism can occur in the following ways:

e Using text from another source (e. g. books, journals, newspapers, web sites,
etc.) without documenting the source

e Using direct quotation (the exact words or verbatim) from a text without
quotation marks, even if the source has been cited correctly

e Paraphrasing or summarizing the ideas or text of another work without
documenting the source

e Substituting a word or phrase for the original while maintaining the original
sentence structure or intent of the passage with or without citing the source

e Using graphics, visual imagery, video or audio material without permission of
the author (or publisher) or acknowledgment of the source

e Translating text from one language to another without citing the original work

¢ Obtaining packaged information, foreign language translation or a completed
paper from an on-line source and submitting it as one’s own work without
acknowledgment of the source

e Presenting the work of another as one’s own.

b. Cheating is giving or receiving, or attempting to give or receive any
unauthorized aid during an examination to improve a grade or obtain course
credit. Cheating is not limited to examination situations alone, but arises whenever
students attempt to gain an unearned academic advantage.

. Duplicate Use of Written Work is the submission of the same paper, or
substantially similar papers for two different courses without the consent of the
instructors.

1.4 Penalties for Academic Dishonesty

1.4.1 If a student is found guilty of violating academic integrity policies, any

one or a combination of the following penalties may be imposed:

e Failure of the assignment, project, or examination on which the student was
found to be academically dishonest.

e Failure of the course in consultation with the Dean. Such offense will be
documented in the student’s record to note repeat offenders.
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1.4.2 Any case of cheating will automatically result in a grade of zero on the
assignment in question. Repeat offenders must be administratively dropped
from the course, with a grade of 40, and referred to the University Disciplinary
Committee which will consider suspension or expulsion from the university.

1.4.3 The Faculty Dean may also raise the case to the University Disciplinary

Committee where the latter may issue the following disciplinary sanctions after a

hearing, in accordance with the Academic Integrity and Copyright Policies:

e Placement on Academic Probation

e Suspension from the University for a definite period of time ranging from a
semester to a full academic year

e Dismissal from the University.

1.5 Encouraging Responsible Work

Faculty members should encourage students to do responsible work. This is best
accomplished by designing assignments, which require students to draw on their
personal skills and do their own work. Lists of possible assignments duplicated/
little changed from year to year should be avoided.

1.6 Plagiarism Statement for Syllabus

Faculty members are requested to include a statement on plagiarism in the
syllabus of each course and make reference to the UOB Policy on Academic
Integrity and Copyright.

2. Academic Copyright Policy

2.1 Definitions

According to the Oxford English Dictionary, copyright is “the exclusive right given
by law for a certain term of years to an author, composer, designer, etc. (or his
assignee), to print, publish, and sell copies of his original work."”

The Lebanese Copyright Law endorsed on April 1999 ,3, and entered into force
on June 1999 ,6 “has now extended to computer software, video films and all
kinds of audio-visual works. The law now provides stiffer penalties for offenders
and better compensation to the persons whose rights have been infringed. The
manner in which the copyright is breached has also been extended.” (as stated on
the website of the Ministry of Economy and Trade).

The Lebanese Copyright Law makes it illegal to import, make, distribute, sell, or
rent copies of copyrighted materials without authorization from the owner. No
copies except one backup copy are allowed without the specific authorization of
the copyright owner.



2.2 Fair Use

“Fair use”, a concept embedded in the law, recognizes that certain uses of
copyright-protected works do not require permission from the copyright holder
or its agent. These include instances of minimal use that do not interfere with the
copyright holder’s exclusive rights to reproduce and reuse the work.

The Lebanese law does allow the practice of “fair use,” a legal concept that
allows the reproduction of copyrighted material for certain purposes without
obtaining permission and without paying a fee or royalty. Purposes permitting the
application of “fair use” generally include reviewing, news reporting, teaching,
and scholarly research.

Chapter VI of the Lebanese Copyright Law (Exceptions) Iltem 26 & 25 on the
Protection of Literary and Artistic Property (No. 75 of April 1999 ,3) states that
25. “... It shall also be permitted, without the authorization of the author and
without obligation to pay him compensation, to use a limited part of any legally
published work for purposes of criticism, argumentation or citation or for an
educational purpose, provided that the part used does not exceed what is
necessary and customary. However, the name of the author and the source shall
always be indicated, if the name of the author is included in the work.

26. It shall be permitted, without the authorization of the author and without
obligation to pay him compensation, to copy or reproduce articles published in
newspapers and magazines or short excerpts of a work, provided that it is done
solely for educational purposes and within the necessary limits of such purpose.
If the names of the author(s) and the publisher appear on the original work, they
shall be mentioned in each and every use of the copy of the article or work.”

2.3 What Can Be Photocopied?

A single photocopy of a portion of a copyright-protected work, such as:

e A maximum of three (3) chapters from a book (never the entire book);

e An article from a periodical or newspaper;

e A short story, essay, or poem. One work is the norm whether it comes from an
individual work or an anthology;

¢ A chart, graph, diagram, drawing, cartoon or picture from a book, periodical,
or newspaper.

However, in all cases, the name of the author and the source should always be
indicated.
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2.4 What Should Be Avoided?

a. Making multiple copies of different works that could substitute for the purchase
of books, publisher’s reprints, or periodicals

b. Copying the same works from semester to semester

c. Copying the same material for several different courses at the same or different
institutions.

2.5 When Is Permission Required?

e When the material is used for commercial purposes

e When the material is used repeatedly

e When a work longer than 2,500 words is used in its entirety

2.6 What Are The Penalties?

The University of Balamand does not condone nor tolerate the unauthorized
copying of licensed material by staff, faculty, or students. The University shall
adhere to its contractual responsibilities and shall comply with all copyright laws,
and expects all members of the University community to do so as well.

Members of the University community who violate this policy may be subject to
discipline through standard University procedures. It falls on the Dean and faculty
members to report such cases. Subject to the facts and circumstances of each
case, such individuals shall be solely responsible for their defense and any resulting
liability.

2.7 For Further Info

Complete version of the Law on the Protection of Literary and Artistic Property
(No. 75 of April 1999 ,3) can be found at the following website:
http://www.economy.gov.lb/MOET/English/Panel/IPR/Copyright/



APPENDIX C

POLICIES AND REGULATIONS
FOR STUDENTS" CIRCULATION ON-CAMPUS

Statement of Purpose

It is the philosophy of the University Of Balamand (UOB) to provide safety, comfort
and support to students during their enrollment at the University. For this purpose,
Policies and Regulations for Students’ Circulation On-Campus is provided. It is
important that each student become familiar with these policies and regulations,
comply with them and be fully cooperative with concerned University Officials.

Main Gate

UOB has two main gates: entrance and exit main gates. Students should park their
cars in the parking garage and walk into the entrance main gate. Students should
present a valid UOB identification card (UOB ID) upon the request of security
guards at the main gate. In case the student does not have a valid UOB ID, he will
be requested to present other proof of identification and consult immediately with
the Office of Students Affairs. Note that the security guard has the right to keep
the identification card with him until the student obtains his UOB identification
card (UOB ID).

For safety purposes, students are requested to leave the campus through the
entrance gate as the exit gate is for cars only.

Students are entitled to enter to the campus by car if:

e They reside on-campus and have a valid parking permit card signed and sealed
by the Office of Student Affairs (in order to secure the parking permit, students
should fill a Parking Permit Form and present valid car registration, valid car
insurance and, valid driver license and a passport size photo).

e They have a special temporary permit issued by the Office of Student Affairs for
delivering items for extracurricular purposes.

e They have a special temporary permit issued by the Office of Student Affairs for
serious physical injuries or disabilities.

e They obtained a parking permit to access the 3rd basement floor of the
Medicine and Health Sciences Building.

Circulation On-Campus

During working hours a shuttle buses and vehicles are available touring the
campus periodically to provide transportation services on campus to students and
faculty. After operating hours of the buses, security guards are willing to drop
students residing in on-campus dormitories or participating in extracurricular
activities.

Security guards and officials from the University have the right to ask students on-
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campus at any time to present their identification card (UOB ID).

On-Campus University Housing Residents

Students residing on-campus have the right to enter to the campus by car.
However, they should secure a valid parking permit card signed by the Office of
Student Affairs and display it properly so it can be easily seen by the security guard
at the main gate. In order to secure the parking permit, students should present
valid car registration, car insurance, driver license and a passport size photo.
Parking permits are issued per semester and a list of students will be provided to
the Office of Procurement and Campus Services and updated regularly. In case of
misunderstanding, students are requested to park their cars in the parking garage
(off-campus) and refer immediately to the Office of Student Affairs in order to
resolve the issue.

During university administration working hours (Monday to Friday: 8:00 a.m. —
4:30 p.m.), students are requested to park their cars in front of the dormitory
building they reside in, and walk or use the buses in order to circulate on-campus.
After 4:30 p.m., and on weekends and holidays, students can park on-campus in
designated areas.

Students residing in on-campus dormitories are requested to abide by the
University Housing Policies and Regulations. They should present a valid UOB ID
card at the main entrance of the dorm building they reside in upon the request of
the security guard. They should also comply with university housing closing hours
(refer to University On-Campus Housing Policies and Regulations). For legitimate
reasons, they can secure a special permit from the Office of Student Affairs for
entering the on-campus dormitories after closing hours. These students will be
requested to present a valid UOB ID at the main gate of the university.

Visitors to University Housing Residents

Visitors are allowed to enter on-campus dormitories within designated areas

and hours (refer to University On-Campus Housing Policies and Regulations). No
visitors are allowed inside the rooms. The assigned rooms should be strictly used
by the registered students. No guests are allowed to reside in the dormitories. In
case of misbehavior, the security guard has the right to ask the visitor to leave the
dorm. Violation of University On-Campus Housing Policies and Regulations and
verbal assaults on the security guard will lead to strict disciplinary action such as
(but not limited to) dismissal from the dorm. You may refer to Student Handbook
for Jurisdiction of the university.

Students with Physical Injuries or Disabilities
Students sustaining personal injuries that prevent them from walking on-campus



will be allowed to be dropped off by car. For this, the student shall present a
medical report signed and sealed by a medical doctor to the assigned UOB medical
doctor in the infirmary for approval. The person who is dropping the student
on-campus will be allowed to enter the campus for a period of 5 minutes after
presenting proof of identification to the security guard at the main gate.

Students with permanent physical disabilities will be allowed to enter to the
campus by car and park in designated areas after obtaining a special permit from
the Office of Student Affairs.
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Zakhem building, first floor
06 930 250 ext. 3930
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