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Attachment (4)
Academic Advising Regulation

Academic advising is one of the pillars of university education in the Kingdom
which aims to guiding students to obtain the best results and be familiar with the
university environment in order to grab the available opportunities by providing
them with academic skills that raise the level of their educational attainment. Due
to the importance of academic advising in the faculties of the university, it is
necessary to create a specialized unit or a committee responsible for Academic
support and guidance.

Academic advisor duties:

* Be Aware of registration dates and the add/drop deadline announced by the
Deanship of Admission and Registration.

e Realizing the college's study plan and graduation requirements for students and
making sure that the schedule is approved and aligned with the college study plan
for both male or female student.

* Preparing and updating the academic advising record file for each male or
female student. The advisor will make a special file for each student in the group
that includes the recorded materials, the level of the student's grades, the
cumulative average as well as the transcripts Periodic meetings between the
advisor and the student, in addition to any reports or warning letters, through
which the level of the student can be assessed.

e Organizing periodic interviews (at least once at the beginning of each semester)
with each student or one of the students he/she supervises in order to:

- Learn about the students' performance during the last semester.
- persuading male or female students and encouraging them to do their best
and praising them for the distinctive works during their studies.



- Discuss the difficulties, if any, and search for appropriate solutions.
- Discussing the appropriate options for the student in the next semester
(registration or add/drop courses, raising a grade, choosing a major, etc..)

* Providing assistance to the male or female student in case of difficulty in
registering.

e Careful follow-up of the student's academic achievement in the subjects in
which he/she is registered and writing periodic reports and attach them to the
student's file.

e Addressing faculty members if the student's level is low.

e if students are not attending classes regularly or at low achievement level, the
counselor will intensify periodic meetings and discuss with the student in details
about the reasons and trying to find solutions or repot these cases to the
Academic Guidance Committee.

* Find out and develop students' talents.
e Help the students on how to make the most of the college's e-learning website.
e encourage students to participate in academic and extra-curricular activities.

e It is preferable not to change the counsellor for the male or female student
from his/her enrollment until graduation

e The dean or his representative shall not sign a certificate of good conduct and
behavior unless receiving a letter from the academic advisor stating that the
student has met all requirements.

e It is necessary to build and sustain an academic friendly relationship between
the advisor and his/her student to break the ice.

e |t is better for the mentor to act as a social and functional counsellor for the
student to know His or her social circumstances and help in stabilizing them or
the student’s future career and contribute to opening up job prospects for him or
her, and assisting the students to do further higher studies.
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