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Speech of His Excellency the University Rector,
Prof. Dr. Khalil bin Ibrahim Al-Ibrahim

Praise be to God, Lord of the worlds, and blessings and peace be upon the
faithful Prophet, his family and his companions as a whole ......... and yet,,,,

Although the University of Hail is newly established, it is taking great and qualitative steps
towards excellence and achieving leadership, translating the directives of the wise leadership of
this country represented in the Custodian of the two Holy Mosques issuing his supreme decision
to establish the University of Hail; in order to serve the Hail region through knowledge, the
university took rapid and pioneering steps in this way, realizing the aspirations of the rulers, and
heading towards its goals precisely.

The university has major responsibilities: educational, research, and societal, and one of its most
important responsibilities is what it provides to its students in terms of academic, psychological
and preventive guidance, given that students are the true nucleus of building a bright future, and
that the university's faculty members and academic advisors help students in solving their
problems, and provide assistance to them, until they satisfy the employers in the market.

In order to take care of academic advising, the university established a department for academic
advising that includes all programs in the colleges and departments of the university, and is doing
to follow up on the extension of guidance process.

And for the completion of the academic advising process for the faculty members, and their
insight on how to assist students in registering, adding and deleting, and knowing their rights and
duties, the committee in charge of the university prepared this guide so that it would be a light for
the members of the teaching staff to be able to benefit students well and solve the problems they
face throughout their stay at the university.

This guide came out in an integrated manner and included everything that is useful for the faculty
members at the university in the advising process, and we hope that they will benefit from it and
activate what is in it, so that they can achieve the desired goal towards their students.

And, | ask Allah that our colleagues, members of the faculty at the university, be successful in
their academic life. I also ask Him, Glory be to Him, to help our students their various scientific
stages, and to be a bright picture in their practical life.

University Rector

Prof. Khalil bin Ibrahim Al Ibrahim
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The speech of the Vice Rector for Academic Affairs,

Dr. Rashid bin Mohammed Al-Homily

.

We appreciate the efforts of the Deanship of Admission and Registration
in preparing this guide; to assist them in knowing their rights and duties
in academic advising during their studies at the university, and to help them in their academic
achievement, and to save their time and effort if they abide by the rules and standards that came in
it.

It also aims to provide advising services by academic advisors in colleges and departments to

solve student problems, and to remove obstacles that prevent them from excelling in university
studies.

This guide, which was prepared by the committee in charge of the university, includes the terms
of academic advising, the effectiveness of advising, its philosophy, and services provided by the
advising, its mechanisms, the advising skills, the advisor's tasks, the procedures for providing
guidance, the types of advising, its objectives, the principles of advising, the rules of the advising
process, how to use the banner in the advising process, the advising channels and its tools).

In conclusion, | can only extend my sincere thanks and appreciation to His Excellency the Rector
of the University, Prof. Dr. Khalil bin Ibrahim Al Ibrahim, for his continuous support for the
University in general and for the Deanship of Admission and Registration in particular.

We also thank the Dean of Admission and Registration, Dr. Al-Adham Al-Lewish, for his
support to the Academic Advising Administration, and his keenness to establish it on scientific
and educational pillars.

Thanks are extended to my colleagues, members of the committee who contributed to preparing
this guide, and I ask God to help us and to guide us to what is good to this country.

University Vice Rector for Academic Affairs,

Dr. Rashid Mohammed Al-Homily
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The speech of the Dean of Admission and Registration

Dr. Adham bin Khalifa Al-Lewish

Dear Colleagues:

| am pleased to present to you this guide that helps you to provide the best

services for our students during their presence at the university, and in response to the requests of
His Excellency the Rector of the University regarding the necessity of caring for the student; and
providing assistance to him; being the main building block in the university, the Deanship of
Admission and Registration was keen to provide everything that serves the students, so the
Deanship of Admission and Registration, with the approval of His Excellency the Rector of the
University, established a department for Academic Advising in the Deanship of Admission and
Registration, and units for academic guidance in colleges, and this department aims to follow up
the process of academic advising in programs of the academic faculties of the university and its
branches through that unit, and in order to continue providing guidance services to students, a
committee was formed from the members of the teaching staff to prepare a guide for the teaching
staff that contains everything that should be known by the academic advisors in the academic
advising. The formed committee has worked to do this Mission, and work was done as it should,

then this guide in your hands now.

Dean of Admission and Registration,

Dr. Adham bin Khalifa Al-Lewish
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This manual has been prepared with approval of
His Excellency the University Vice Rector for Academic Affairs

With approval No. 64337/13/36 dated 28/12/1436 H.

Preparation Committee was set up from
Dr. Bashir bin Ali Al-Lewish

Head of the Department of Social Sciences - University of Hail

Professor Dr. Ahmed Ahmed Shtewi Dr. Omar Hassan Al-Amir
Associate Professor Assistant Professor
University of Hail / proofreader University of Hail

Revised by
Dr. Hani Rizk Abdel-Gawad Al-Alfi Dr. Jamal Said Khalifa
Assistant Professor at University of Hail Assistant Professor at University of Hail

Under the supervision, follow-up and coordination of its axes

Dr. Ahmed Abdel-Magsoud Mohamed Ahmed Dr. / Al-Adham bin Khalifa Al-Lewish

Director of Quality and Development Department Dean of Admission and Registration
Admission and Registration Deanship Deanship
University of Hail University of Hail
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INTRODUCTION

Academic advising is one of the important services that help the student to grow cognitively,
academically, psychologically, and professionally, and the university student needs an academic advising
process; since he is in a different environment from the previous stage, this process helps him to adapt, and
provide him with the information and skills that enable him to improve his educational attainment and give
him the ability to advance.

There is no doubt that the process of academic advising in the credit hour system plays an important role
in the educational process by overcoming the difficulties for students, and this is achieved by the presence
of academic advisors who are fully aware of the academic advising process, so that they can provide
assistance to students.

Academic advising helps students to formulate their goals and make appropriate decisions related to
their academic and professional future by making the most of all the available capabilities and alternatives,
and this goal is achieved by providing students with various academic skills that increase their academic
achievement, discussing their academic ambitions, and it also includes student's awareness raising on
regulations, rules and laws of the university, all through various advising services; Such as: individual
academic advising, advising programs and various consultations.

Academic advising aims to involve the student himself in identifying the dimensions of his problem and
how to face it, and to acquire the skill of facing life pressures at the university and outside it, and this is
achieved with good follow-up from the counselor as he works to help him on a permanent basis.

Academic advising helps students to complete their studies efficiently, and also supports universities'
efforts to graduate students who are able to face the changes in the labor market.

The role of academic advising is not restricted to the academic side, and to follow up on the student in
implementing his study plan only, but it goes beyond it, to include follow-up on psychological, social and
life matters; Therefore, the success of the academic advising process requires the availability of many
elements, including: the competent advisor, the committed student, and the information by which advising
is provided, which helps them to achieve educational goals, overcome obstacles, and the absence of
academic advising may expose the student to pitfalls that may lead him to leave Study and university, then
he becomes vulnerable to the whims and pitfalls of bad people, instead of being an active element in society.

The Advising includes three main axes:

- The first: General information about advising,
| The second: Guiding information,
1 The third: Academic advising procedures.

We hope that this guide will provide a rich scientific material that will be useful to academic advisors
and students.

And God is behind the intent and he guides the path.
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Important Terms' Definition
The academic year: It consists of two main regular studying semesters and a summer semester if any.

The academic semester: It is a fifteen-week study-period excluding registration and final examination
periods.

The summer semester: It is an intensive eight weeks study period excluding registration and final
examination periods, in which course studying duration is doubled.

The academic level: It indicates the study level according to the approved study plan.

The study plan: It is a collection of general, core, compulsory, elective, internship, training, and
preparatory courses whose total credit hours form the graduation requirements, that must be completed to
obtain a scientific degree in a specified major.

The course: It is a subject of study within a certain academic level of the approved study plan in each
major/ program. Each course has a number, code, title and a detailed description of its contents which
distinguishes it from the other courses. A special file of each course is kept in the corresponding
department for follow up, evaluation and updating purposes. Some of the courses may have pre-requisite
or co-requisite requirement(s).

The credit hour: It is a weekly theoretical lecture with a duration of not less than fifty minutes, or
clinical session of not less than fifty minutes, or field, laboratory or practical lesson of not less than a
hundred minutes.

The academic load: It is the total credit hours that the student is allowed to register per semester. The
minimum and maximum study load is determined by implementation rules of the University.

Academic probation: It is a notification given to the students with a cumulative GPA below the
minimum acceptable limit mentioned in the University regulations (1.00 out of 4.00).

Class work score: It is the score which reflects the student’s standing during a semester according to his
performance in the examinations, research and other activities related to a particular course.

Final exam: It is a scheduled examination given once at the end of every semester.
Final exam score: It is the result of the final exam of each course at the end of each semester.

Final score: It is the result of semester activities plus the result of the final exam for each course out of
one hundred. This sum is shown in terms of letter grades only.

The course grade: It is the expressed result in percentage or letter grade of the final grade in any course.

Incomplete grade: It is a provisional grade assigned to each course in which a student fails to complete
his requirements by the required date. This is indicated in the academic record by the letter grade "IC".
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In progress grade: It is a provisional grade assigned to each course which requires more than one
semester to complete. The letter grade "IP" is assigned in this case.

Semester GPA! It is the total quality points the student has achieved, divided by the credit-hours
assigned for all the courses the student has taken in any semester. The quality points are calculated by
multiplying the credit hours by the grade earned in each course.

Cumulative GPA: It is the total quality points the student has achieved in all courses he has taken since
his enrollment at the University, divided by the total number of credit- hours assigned for these courses.

Graduation ranking: It is the assessment of the student's scholastic achievement during his study at the
University.

Promotion from Prep-Year Courses: It based upon successfully passing all or some of the Prep-Year
courses in accordance with the rules set by the University for Acceptance in a certain program.

The academic program: It is a collection of integrated courses that prepare students cognitively,
skillfully and personally within a specified period of years to obtain a degree in a specified major.

University requirements: Compulsory courses should be studied by all university undergraduate
students.

College requirements: Compulsory courses should be studied by all college undergraduate students.

Program (Major) requirements: Compulsory courses should be studied by all students in a specified
major.

Elective courses: They are a set of an optional courses students choose from, what is required to achieve
a number of allocated credit hours in the academic program.

Assistant courses: Compulsory courses of specified program taught by another department or program
and considered within the compulsory courses for the program.

Academic advisor: A faculty member who is in charge to guide certain number of students in all matters
related to their academic, social and health care affairs since their admission to the department.

(List for university study and examinations and executive rules, University of Hail 1431)

10
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First part: General information about the academic advising

First: The concept of academic advising and related terminology.

Academic advising is: the work performed by a faculty member in university educational
institutions; to familiarize students with those institutions and their study systems, and to help them
choose the majors that suit their scientific abilities, psychological inclinations, and personal
desires, as well as what is suitable for the labor market, and to conduct their studies in the best
possible way, and to overcome any obstacles they encounter.

The academic advising process is based on two main components: the academic advisor and the
student, working together in a dynamic way that is based on a close relationship between them in
order to achieve a lofty goal that is continuous until it reaches the desired goal.

Academic advising is one of the pillars of university education, as it aims to direct students to
obtain the best results, adapt to the university environment, and seize the opportunities available
to them by providing them with academic skills that raise their level of educational attainment.

Academic advising is a humanitarian, parenting, and educational process that help the students
to understand themselves, developing their capabilities; so that they can solve the problems they
face in their academic life, and be able to interact with the environment in which they live easily
and smoothly.

Advising also helps students to develop themselves and make them aware of what will benefit
them and their country of goodness, benefit and progress.

Second: Functions of Academic Advising:

The advising provides the necessary support for the student during his academic career in order
to achieve the flow of the educational plan, the educational material, the academic period and,
finalizing the requirements of the study plan within the available time period and building the
future self-confidence of the student in accordance with the goals of the program in which the
student studies by providing an academic advisor to help him complete the requirements for
obtaining the degree in which he is studying, and achieve the required skills, providing advice and
assistance, then the student can solve the problems on his own, with the guide's follow-up to him.

11
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Third: Aims of Academic Advising:

Provide students with academic information and instructions, which increases their awareness
of the university's goals and the curriculum system, identifying the problems and obstacles that
hinder their educational path and weaken their ability to obtain education, and counseling provides
students with academic and personal skills that enable them to understand themselves, their
abilities and tendencies, exercising a positive role in the educational process, and increasing
students' awareness of their academic programs.

It is divided into three sections as follows:

First: The general objectives of advising: They are to facilitate the process of changing
behavior, increase confrontation skills, deal with different situations and life pressures, improve
the process of appropriate decision-making in a timely manner, improve personal relationships,
and help the energies of the guided.

Second: Objectives directed to the advisor himself: It is concerned with the use of appropriate
therapeutic methods, personally or realistically, and his possession of the means of motivation, the
use of measurement, the presentation of positive models compared to the negative models, and the
help of the advisor in solving his problems by himself as possible.

Third: Solving the guided problems, evaluating the guidance work and measuring the extent
of his success or failure.

The goals of academic advising are:

1. Helping the student to complete his studies efficiently, and supporting the university’s
efforts to graduate students who are able to face the changes in the labor market.

2. Providing students with the scientific expertise and opinion on organizing their time, and
making good use of it to obtain the best methods of studying and achieving good achievement.

3. Discovering high achievers and encouraging them to continue to excel.

4. Helping students to make good use of what the university facilitates for them in terms of
methods that help them in their educational achievement.

5. Helping to revitalize the cultural and social life inside the university with scientific
methods that help to develop the spirit of belonging and loyalty to the university and society.

12
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6- Contribute to devising some methods to develop university life in light of results of
studies and researches conducted by the Academic Advising Unit or other concerned
departments and units.

7. Preparing students to get acquainted with and adapt to university life.

8. Providing students with correct information about the college, educational policies, study
resources and programs.

9. Enhancing students' academic achievement, raising their capabilities and overcoming
obstacles that encounter them during their educational achievement.

10. Reducing the chances of academic faltering (preventive guidance).
11. Providing advice and assistance to students with academic problems.

12. Taking care of students with poor and stuttering academic achievement, taking care of
them, and following them up to raise their academic level.

13. Taking care of and assisting students socially, financially, healthily, psychologically and
professionally, if necessary.

14. Taking care of the excellent and talented students and providing what would enhance
their capabilities and support their creativity.

Fourth: Services of Academic Advising:

Academic advising is based on a number of goals that achieve its goal from providing students
with the knowledge and skills that help them increase their academic achievement, make them
aware of university regulations and laws, and provide various counseling services, such as
individual and group counseling, and the goals of academic advising are as follows:

1- Providing counseling services for all students of the college.

2- Improving the academic advising processes in the college in line with the quality
requirements.

3- Qualifying academic advisors and developing their performance.

4- Developing the spirit of excellence among students in the college.

5- Training students in methods of solving academic and social problems.
6- Removing the faltering problems that encounter some college students.

7- Taking care of outstanding students so that they can continue to excel.

13
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8- Helping the student to complete his studies efficiently, and supporting the university’s efforts
to graduate students who are able to face the changes in the labor market.

9- Providing students with experience and scientific opinion on organizing their time, and
making good use of it to obtain the best methods of studying and achieving good achievement.

10- Helping students to make good use of what the university facilitates for them in terms of
methods that help them in their educational achievement.

11- Helping to revitalize the cultural and social life within the university in scientific ways that
help develop the spirit of belonging and loyalty to the university and society.

12- Contributing to devising some methods to develop university life in light of the results of
studies and scientific research conducted by the Academic Advising Unit or other departments and
other concerned units.

13- Students gain insight into the specializations needed by the labor market.

14- Activating the cultural and social life inside the university in scientific methods that will
help them in developing the spirit of belonging and loyalty to the university and society.

15- Helping students to complete their studies efficiently, as well as supporting the university’s
efforts to graduate students who are able to compete in the labor market, and to follow up on its
changes and needs.

16- Providing students with university rules and regulations and the facilities provided to him.

17- Screening students and determining their educational level, encouraging excellence to continue
doing so, and providing advising services for faltering to overcome obstacles easily.

18- Facilitating administrative procedures related to the student, and providing the best services in
the shortest possible time according to the gquality system at the university.

19- Helping students to become familiar with the scientific disciplines that suit their intellectual,
mental and temporal readiness.

20- Providing the student with basic information about the university, its faculties, its facilities,
and the services and facilities it provides.

21- Providing students with the scientific experience and opinion on organizing their time and
making good use of it to obtain the best methods of studying and achieving good achievement.

22- Discovering high achievers and encouraging them to continue to excel.

23- Providing service and advice to associate students.

14
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Fifth: Importance and Effectiveness of Academic Advising:

Academic advising is important for assisting students in the success of their educational careers,
setting their career goals, and pursuing the study of obstacles that hinder or weaken his academic
achievement, and work to remove them as much as possible.

The importance of advising is due to the fact that it plays the active role in changing the situation
in which the guided is given through what he provides from services such as the ability to solve
his problems on his own, and to put forward innovative solutions in front of him that are consistent
with his needs, such as encouraging the use of time in memorization through the methods of the
importance of time and good management, ways to invest oneself, working through the team, and .
acquiring the skills of listening to others, and the ability to understand them , Sympathy with them,
and the art of apologizing when wrong ...etc.

Advising performs a number of actions that aim to change the intellectual, social and
psychological map of students, and among these actions that academic counseling performs:

1- Providing counseling services for students at the university.

2- Helping the student in solving his academic problems, and the obstacles he encounters
that will be a stumbling block in his educational journey.

3- Building a parental or fraternal relationship between the mentor and the student, as well
as the educational and emotional relationship that helps the advising process to succeed
significantly.

4- Providing a rich educational material that helps the counselor on how to face the problem
and help the student in solving it.

5- Overcoming and solving the problems that the student faces, and achieving compatibility
between the student and the environment in which he lives.

6- Measuring the extent of student’s change of status through the skills he acquired from
the counselor, based on the information, ideas, and mechanisms that he acquired from his
advisor that helped him solve his educational problems.

15
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Sixth: Types of Academic Advising:

Multiple types of counseling; Counseling includes all stages of a person’s life, and the various
stages of his development, and follows him throughout his life. Among these types:

1- Educational Advising:

It is: the process of helping students to go about their studies well, and encouraging them
to make the necessary efforts; to achieve academic excellence and university adaptation,
depending on their capabilities, preparations, ambitions, and assistance of students in
overcoming academic difficulties that they encounter in their school life; to achieve
harmony with himself and with others in the family, school, and society to achieve the best
possible academic level (Mashagba, 2014, 181).

Obijectives of educational advsing:

1- Creating the appropriate educational atmosphere for the educational process.

2- Analyzing information about the student to whom is interested, from teachers
and parents.

3- Helping the educational staff to become familiar with the various characteristics
of growth that directly affect the educational aspects.

4- Enlighten the university's society about the problems that negatively affect the
academic situation in general.

5- Providing care to students at their various levels (excelling - faltering - frequently
failing-Late students - expatriates).

6- Discovering excellent and talented students, taking care of them, and providing
their own programs.

2- Psychological Advising:

Is: the process of helping the student to identify the problems that affect him (especially
the emotional ones) and that cause him has an internal conflict with himself or an external
conflict with those around him, which puts him in crises that affect his psychological
compatibility and societal, and as a result, he is deprived of psychological, educational
and social stability.

16
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Obijectives of psychological advising:

1- The advisor study the students with special cases, and adapt this study to contribute to
helping them achieve proper educational compatibility and adjustment.

2- Enlighten the advisors to understand their role in assuming responsibility, and be aware
of their strengths and weaknesses.
3- Educating students about the implications of rapid social change, and the conflicts and
obstacles that accompany it for the emergence of different forms of disorders such as:
e Personality problems and disorders, such as, isolation, introversion, and a
pessimistic view of life.
e Behavioral problems: they take many forms of different deviations.
e Emotional problems, such as anxiety, anger, and emotional instability.

4- Enlightening students with problems about the characteristics of those problems, and
encouraging them to activate their abilities and capabilities to take appropriate decisions
that contribute to their overcoming these problems, until the stage of (proper
accommodation) in terms of psychological, social and educational aspects.

5- Not to neglect the ordinary students, by urging them to activate the energies and skills
they have in order to bring them to an advanced stage of mental health, which results in
achieving happiness in life in general.

3- Social Advising:

Is: the guiding process that deals with the student's social environment in order to help him
achieve the desired psychological and social harmony.

Goals of social Advising:

1. Attempting to control the social environment in the school in particular and on the
scale of the student community in general.

2. Dealing with the family environment as it is the student's primary social environment.

3. Adopting what is in the environment at the local community level (customs - traditions
- values) to instruct students to behave appropriately.

4. Intervention to modify the social conditions (affecting the student), and this is an
important requirement of the student's service if necessary.

5. Recalling the appropriate preparation for the university environment as it is the
environment that follows the family environment in the most important way, based on
ensure the provision of care to students.

6. Providing students with adequate information about etiquette, etiquette for dealing
with others, and enhancing group spirit; in order to instill in them feelings of desire to
share with society its dreams, hopes and pain.

17
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Helping students to adapt to environmental conditions, and enlightening them on
optimal ways to face new situations.

4- Preventive Academic Advising:

An instructive process that aims to achieve a smooth educational climate, which contributes to
helping students interact and develop positively. This process also contributes to preventing
students from falling into problems of all kinds and forms (academic - psychological - social -
health - behavioral). From this standpoint, this guiding aspect is concerned with the work to
prevent the problem before it occurs, in line with the saying (prevention is better than treatment).

Obijectives of preventive Advising:

1.

Educating the student and preventing him from falling into some problems, whether
they are educational, health, psychological or social, which have some negative
practices.

Protecting students from falling into psychological and behavioral problems and
disorders, and working to remove their causes.

Informing students of the various problems with an explanation of their causes, in
order to distance themselves from the course of their paths.

Immunizing students in a way that prevents them from slipping into the cycle of
problems whose danger is greatest at the present time, such as: drugs and deviant
behaviors of various forms, which modern means of communication contribute to their
smooth and easy passage.

Training the student and developing his self-conviction, and preserving his religious,
moral and personal foundations.

Taking care of and encouraging aspects of normal psychological and social
development, by creating an appropriate educational atmosphere, and activating
services for that care.

Expanding student‘s knowledge and perceptions about diseases in general and
communicable diseases in particular, and teaching them ways to prevent it.

5- Educational and Professional Advising:

It is: the process of helping students choose the study that is compatible with abilities,
preparations, and inclinations, by providing the necessary information about the fields of study,
both educational and professional, in order for the student to prepare himself for his professional
future and set out to determine that fate, taking into consideration the necessity of balancing the
student between his ambitions and abilities until he can adapt to a future profession.
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Seventh: The philosophy and procedures of the academic advising process:

The philosophy of academic advising is based on several foundations: social, economic, cultural,
human and cognitive, aiming to achieve some of the characteristics associated with the advising
science, such as flexibility, the ability to adapt and choose, and meet individual needs. Helping
him choose the best alternatives in every semester according to the study plan and according to the
academic position, and his academic progress so that the student reconciles his academic and
environmental needs and his personal circumstances (The University message 11/21/2015).

Eighth: The relationship between academic advising and student guidance:

There is a close relationship between academic advising and student guidance, both of them fall
in the same way, which is the student, and seek to solve the problems that he faces in his
educational career, including the absence of a full awareness of the student’s duties towards the
institution to which he belongs. Here, the need for a sincere guidance emerges. Students have a
number of different psychological and social problems that negatively affect their academic career
and weaken its effectiveness, or stop study or withdraw from the university.

Therefore, the student needs care, and the provision of various advising services for him in an
organized manner according to foundations and principles studied and regulated.

The relationship between academic advising and student guidance is confirmed by the problems
they face that can be solved together, and to achieve academic harmony by helping the student
overcome the academic crises and problems he is exposed to, and .choosing the most appropriate
specializations and academic materials in light of his abilities and inclinations, and helping him to
exert maximum efforts. An effort that can help him to achieve success in his studies, to study the
aptitudes, abilities and capacities of the student, to know his inclinations and needs and to create
appropriate opportunities to acquire the highest possible achievement, then benefit from the
educational experiences of the mentor, and to guide students in order to learn about the skills of
organizing time, and the best ways to memorize, teaching them some personal and social skills to
deal with the new environment, how to face different problems with appropriate methods and
solutions, and provide psychological assistance to solve personal emotional problems through the
techniques of self-affirmation, and work on how to satisfy needs, emotional participation, and how
the student cooperates with the mentor until it his problems are resolved under the supervision of
the competent team.
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There is a close relationship between academic advising and student guidance, and it is clear
from the following table, the differences between the two terms:

Student Guidance

Academic advising
Done by a professional guide who create a file
for the student, and provide advisory and
academic information to him, follow him in the

implementation of the study plan, and

supervise deletion and addition process.

It is concerned with the theoretical side, as it is

based on giving information, and the
development of a sense of responsibility, as
well as educational guidance to students and
psychologically, and the removal of obstacles
that hinder his educational career.

Has a special place set up for this matter

He works in different places (lecture hall -
library)

Deals with an individual in an individual
advising, or small group in group advising.

He works in the individual and the group in the
hall or outside it.

Advising comes in the second stage after

It precedes and prepares for advising.

guidance.

Ninth: Mechanisms of Academic advising (steps, procedures and development):
Academic advising is based on a number of mechanisms that can be measured, including:

1- Pre-preparation of academic advisors for the advising process through a set of courses and
workshops at the beginning of the academic year for introducing all kinds of academic
guidance and the role of the advisor, as well as through permanent guidance to all faculty
members regarding how to deal with students from the social, psychological and academic
point of view. Familiarizing all members with the mechanisms of academic, psychological
and social counseling for students.

2- Determining the students who are late in studies, and directing them by the academic
advisors to raise their academic level.

3- Activating the role of the academic advisor, through the direct meeting with students to
investigate and diagnose the advisory situation, and to know of students ’academic, social
and psychological problems, and work to remove obstacles that hinder their superiority and
continue their studies, whether by directing faculty members with the help of students or by
directing the student to the best way to continue studying, and how to make a decision
regarding the choice of study, addition, and deletion materials, and proper study methods,
and defining future aspirations in the field of education and the profession, and develop self-
capabilities.

4- Pay special attention and advance (at the beginning of the semester and after the first
semester) in advising students with disabilities, the low level or those with more warnings
than the normal level, or students who failed to study (three or more), in order to help them
raise their educational level and overcome academic obstacles.
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5- Pay special attention and advance (at the beginning of the semester and after the first
semester) to guide students who are about to graduate; to help them obtain a high GPA that
allows them to get a suitable job opportunity after their graduation.

6- Raise some recommendations regarding the academic advising process for those with
authority in decision-making to assist the student or present it to the competent authorities,
especially if the student needs psychological or social advising.
Preparing and designing a set of models for academic advising that are compatible with all
requirements for documenting the academic advising process, as these forms contain all data
related to the advising process: student data, the topic that was discussed with the student,
discussion results, the academic advisor’s recommendation, as well as determining the level
of the student in terms of excellence or low academic level.
Achieving the permanent presence of the teaching staff in the Academic Advising
Department at the Deanship of Admission and Registration at the university and the
academic advising units in the colleges to implement the advising process on an ongoing
basis, by preparing a schedule for academic advising divided into instructional periods, and
dividing the department’s members according to those periods, to achieve permanent
advising of the unit’s members, this is to ensure the continuity of the advising process for
students.

Documenting all the work of the Academic Advising Department at the Deanship of

Admission and Registration at the university and the academic advising units in the faculties,

through the work of the records and reports on the work of that unit, and keeping a copy of

those minutes and reports, as well as the guidance forms after they are signed by the student
and the advisor, and after the unit head reviews them.

10- Raise all works of the Academic Advising Unit to the head of the Department, and then raise
them to the Vice Dean for Academic Affairs and the Director of the Academic Advising
Unit at the College.

11- Submitting monthly reports on the academic advising work in the Academic Advising Unit
of each college to the director of the Academic Advising Department at the Deanship of
Admission and Registration at the university to do what each college requires and approve
that by the Dean of Admission and Registration.

~
1

[00)
1

©
1

Models used in implementing academic advising: -

Models of academic advising varied, as it is evident as follows:

1. A form to know the student’s status in terms of scientific and attendance
excellence and faltering.

A brief advising form for a student.

An advising form for a student.

A monthly report form for a student status.

An advisory recommendation form for a student status.

AN
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6. A form inviting a student to meet with his advisor.
7. Student data form.
8. Report of absence from the work of the counseling unit.

Tenth: Problems of Academic Advising:

The problems that students face during their scientific career are varied, and can be divided into
five sections as follows:

A- Problems related to the academic advisor:

1. The student's academic advisor did not assist the student in setting a timetable for
graduation requirements.

2. The academic advisor has large number of students to counsel them, so it is difficult
for him to follow them well.

3. The absence of much information about the academic advising process for the
academic advisor.

4. The continuous change of the academic advisor for students, and it is better for the
advisor to follow a certain number of students until completion their educational
career.

5. The absence of careful consideration of the student’s file and its up-to-date follow-
up by the academic advisor.

6. The advisor's failure to determine the appropriate study load for the student.

7. The academic advisor did not rely on recent documents and records related to the
student’s status during the counseling process academic.

8. The academic advisor did not assist the student in setting a timetable for graduation
requirements.

9. The academic advisor’s lack of follow-up on the student’s GPA.

10. Not appointing a permanent advisor to every student due to the constant change of
the academic advisor.

11. Lack of coordination between the academic advisor, the department, and the
admission and registration department.

12. Some academic advisors are signing the registration cards instead of their colleagues.

13. The large number of students are assigned to the academic advisor.

14. The academic advisor did not have sufficient and clear information about the
counseling.

B- Problems related to the counseling relationship between the academic advisor and the
student:

1. The academic advisor’s lack of knowledge of the student’s academic problems.
2. The academic advisor's signature on the student card without a thorough review.
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3. The lack of a friendly and informative atmosphere between the academic advisor and

the student.

The student forges the signature of the academic advisor on the registration card.

The student's ignorance of the academic advising mechanism and its rules.

The student’s lack of confidence in the academic advisor.

The student does not abide by the dates of the academic advising.

Failure of the student to abide by the advices and directives of the academic advisor.

The student’s lack of credibility in giving information to the academic advisor at times.

10. The academic advisor forces the student to study courses that the student is not
convinced of.

11. Lack of knowledge of the two parties (the student and the academic advisor) of the
philosophy of the credit hour system.

©ooNo A

C- Problems related to the study plan and study schedule:

1.

©ooNo bk owd

The inconsistency in the dates of some subjects, especially when some are offered only in
one of the two semesters.

Not submitting the previous requirement in a timely manner.

The names of the professors are not mentioned for many subjects on the academic schedule.
Not taking students ’opinions into consideration when submitting materials.

Not to introduce some subjects despite their presence in the study plan.

The inclusion of some subjects in the academic schedule only once per academic year.

The student does not adhere to a specific study plan, hoping to transfer to another major.
The student does not know the exact meaning of the term prerequisites for specific subjects.
The lack of clarity of the student’s study plan in terms of the previous requirements and the
suitability of the subjects for the academic level.

10. The student did not obtain a study plan for his major.
11. Frequent changes and modifications in the study plan.

D- Problems related to registration procedures:

1. The student’s fear and confusion about the closure or cancellation of some classes
during the registration process.

2. Some sections close quickly, forcing the student to register subjects he does not
wish to study or not timely convenience.

3. The unavailability of the appropriate number of registration personnel for each
specialty.

4. An increase in the number of students in some subjects beyond the prescribed limit.

5. Cancellation of some subjects after the completion of the registration period despite
the students 'need for them.

6. Changing the course professor after completing the registration process.
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7. Not to open sections of some of the most popular subjects during the registration
period.

8. The student registers courses that are not compatible with his academic level.

9. Lack of clarity of the purpose of the students’ additions and deletions.

10. The student does the adding and deleting processes without consulting or referring
to the academic advisor.

11. The student’s failure to comply with the instructions related to the deletion and
addition process.

12. The registrar conducts the registration process for the student without presence of
the academic advisor's signature on the registration card.

E- Problems related to academic failure and how to confront it by the academic advisor:

Reasons that lead to academic faltering in general:

1. The absence of good academic advising for the student.

2. The absence of enthusiasm or motivation for learning among students.

3. Frustration that the student feels about the lack of available jobs in the labor market.

4. There are many distractions (TV, friends, the internet, ), which keeps the student
from focusing on studying and caring which leads to his stumbling and failure in
the study.

5. Failure of students to adhere to the study plan set for them and the desire of some
students to choose the courses that they can get high market easily.

To overcome the problems of academic advising, performance indicators have been
developed (Key performance indicators -kPlIs-).

Two performance indicators are designed to measure the extent of application and
effectiveness of academic advising as follows:

Performance Goal of the indicator
indicator
KPI 1 Measuring the extent of the academic advisors' commitment to applying the
mechanism
KPI 2 Measuring the extent of the impact and effectiveness of the mechanism in dealing
with academic default cases
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The following is a presentation of these two indicators and how to implement them with

examples:
Performance Goal of the indicator How to implement it Remarks
Indicator

KPI 1 Measuring the extent of the | Directing the student to This indicator is based on
academic advisors' | choose the appropriate conducting a statistical
commitment to applying the | courses in case he fails to | study after the completion
mechanism study. It is for the of the registration

academic advisor to processes and the

direct the academically subsequent withdrawal and
struggling student to re- addition period available to
register the courses in the student during the first
which the student had week of each semester.
previously failed and in

which he obtained an F

grade while reducing the

academic burden as much

as possible.

KPI 2 Measuring the extent of the | This indicator is based on | A statistical study can be
impact and effectiveness of the | conducting a study after | conducted of the number of
mechanism in dealing with | the final results of the | students whose academic
academic default cases; That | decisions appeared to | performance has improved
is, treating the cases of | enymerate the cases of | on a semester or yearly
stuttering students and those | fajtering students who | basis, according to the
under academic probation 10 | \yere aple to improve their | decision of the relevant
improve  their  academic | -oqemic  performance | authorities. (Attached is a
fﬁgfg?;ﬁzt?\?edrﬁgss IMPIOVE | and left a case under | form for presenting

' academic probation. defaulters' cases).

How to display defaulters' cases statistically:

Case Number %
Students whose cumulative grades improved and were out of academic
probation during one summer semester
Students whose cumulative GPA improved and were out of academic
probation within one semester
Students whose GPA improved and went out of academic probation
during one semester and one summer
Students whose cumulative grades improved and were out of academic
probation within one academic semester.
Students whose GPA improved and were out of academic probation
during three semesters.
Students whose cumulative grades improved and were out of academic
probation during three semesters and one semester.
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Second Part: Informative Information:
First: Who is the Academic Advisor?

He is a member of the faculty staff in the college who has full knowledge about the study plan,
academic systems and regulations, he is determined by the department, and he is the first
responsible for supervising and guiding the student during his educational career at the university,
and its mission is to guide and direct the student in choosing the appropriate academic courses
according to the academic plan set for successfully obtaining the academic degree, and to help him
overcome the obstacles encountered in his studies, and provide advice in matters that affects his
teaching path.

Second: Process of Academic Advising:

It is the guiding services that the university professor provides to students through choosing the
major, and its requirements, provide assistance and advice to him; to adapt to the university
environment, to overcome the difficulties facing him, to make him aware of his capabilities, and
to enable him to achieve himself in order to make appropriate decisions related to his academic
and personal needs, and these tasks are limited to the academic advisor, or a faculty member in
charge  (Arab  Education  Office for the Arab  Gulf  States, 1997).

Third: Features of an Academic Advisor:

A successful counselor is able to communicate effectively with his students, is able to define
their needs, and is good at listening to them, understand them, care for them, work with them,
involve them in planning their studies, invest their experiences, and trust their abilities. Then, he
is able to take their hands and deal with the obstacles that stand in their way during their studies,
and from here we can define some of the tasks that the academic advisor must perform in order to
contribute to the achievement of the goals set for him.

Fourth: Duties and responsibilities of the academic advisor:

The task of academic advising is to solve the problems related to the student's academic career,
it may be exacerbated when the student needs a solution to it and does not find it, which causes
his anxiety, and his educational career may be hampered because of that, at the same time, this
requires a student who is committed to his academic plan, registering courses according to their
semester levels and at the dates of their offering, and reducing the deletions & addition processes,
and seriousness in raising academic warnings, and expediting his graduation in the specified
period, all of which require correct decisions from the academic advisor as the first official
responsible for directing the student, and the tasks vary as follows: -
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1- Technical tasks: -

1- Preparing a special file for each student who has been entrusted with the task of
supervising them, and the file contains the following: -

e Student data form (attached the procedures for carrying out academic advising).

e A list of the academic specialization courses leading to the student’s graduation (from the
department).

e Registration forms (attached the procedures for carrying out academic advising).

e An updated copy of the academic record (transcript).

e Other administrative documents (such as addition and deletion form).

e Directing the student to those who can answer his inquiries and discuss the following
topics:
-Course registration process: The academic advisor studies the student’s file and his
specialization, and fill out the student’s registration form before the date of his registration.
-Selecting the course: The advisor should use the list of specialization courses while
assisting students in choosing their courses, and he must make sure of the following: -
-The student's success with grade (d) in all the required courses and the previous
requirements for studying each course, as the student will not be allowed to register a
course that did not succeed in the previous requirement.
-Knowing the minimum and maximum number of credit hours that the student is allowed
to register in his current position (the student’s academic load).

2- Academic schedule:

The advisor must make sure that students know the place and time at which lectures start, and that
there is no conflict in the student’s academic schedule.

3- Explanation of the graduation requirements:

The student must successfully pass the credit hours of his academic program in order to obtain the
bachelor’s degree distributed as follows:

e Successfully complete the university's mandatory requirements.
e Successful complete the college's mandatory requirements.
e Successful completion of all the specialized courses in the academic program.

The academic advisor should assist the student in preparing a schedule and a plan to complete the
graduation requirements within the maximum number of years permitted (Six years).
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4- Average grade points (semester and cumulative):

The student’s semester and cumulative performance is measured by calculating the average of the
semester and cumulative grade points. Each of them is calculated using the following
mathematical equation:

An example of calculating the semester and GPA

First Semester

Course Units Grade Grade Weight
Symbol

201 SLM 2 85 4.50 3.50 9
224 KIM 3 70 C 3.00 2.00 9 6
225 RID 3 92 A 4.75 3.75 14.25 11.25
312 FIZ 4 80 B 4.00 3.00 16 12

Sum 12 48.25 36.25

1%t Semester Sum of points Sum of points

grade = (48.25) = 4.02 Or (36.25) = 3.02
Sum of units (12) Sum of units (12)

5- Grading and grade points for each course:

Second Semister

Course Units Grade Weight Points
104 SLM 2 96 A+ 5.00 4.00 10 8
227 KIM 3 82 B 4.00 3.00 12 9
214 RID 4 71 C 2.00 2.00 12 8
226 FIZ 3 81 B 4.00 3.00 12 9
Sum 12 46 34
Sum of points Sum of points (34)
2nd Semester (46) = 383 Or = 283
grade = Sum of units (12) Sum of units (12)
GPA. = Sum of points Sum of points
(48.25+46) = 392 Or (36.25+34) = 293
Sum of units Sum of units
(12+12) (12+12)
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English Grade . .
Symbol symbol Limits Arabic English
I+ A+ 95- 100 5.00 4.00 adi » Jliee | Exceptional
| A 90- <95 4.75 3.75 Jlies Excellent
-t B+ 85- <90 4.50 3.50 &8 e Jaa 2 Superior
< B 80- <85 4.00 3.00 Jas 2 Very good
z+ C+ 75- <80 3.50 2.50 o XPRIRTEN Above
average
z C 70- <75 3.00 2.00 2> Good
o+ D+ 65- <70 2.50 1.50 & ye J gia High-Pass
3 D 60- <65 2.00 1.00 Jsie Pass
° F <60 1.00 sl ) Fail
a IP - - POV In-Progress
J IC - - & e | In-Complete
z DN - 1.00 pI Denial
i NP 60 & up - O gl No grade-
Ax 0 Pass
a NF <60 - O Gl ) No grade-
ZEN Fail
a w - - D3 i | With drown

6- Performance evaluation:

The academic advisor should help students to bear their academic load according to their
semester and cumulative grades, so that the student whose cumulative GPA is under academic
probation can raise his GPA to remove this situation.

The academic advisor must make it clear to the student that the academic observation is not a
punishment or a discipline but rather it enables the student to continue studying with the minimum
load of hours allowed for registration, (2) credit hour to help him improve his performance, and
that ending the major at an acceptable and reasonable level is more important than the speedy
termination of the program with low performance.

2- Administrative tasks: -

1- Change of major: The student is allowed to change his major at the end of the semester,
provided that the student’s cumulative average is not less than (3.50 for male students and 4 for
female students) at least, and the student is transferred from one major to another after the
approval of the Dean of the College on the transfer in light of rules set by the College Board.
And it shall be confirmed in the academic record of the student who is transferred from one
major to another, the subjects he previously studied, this includes grades, academic and
cumulative grades throughout his undergraduate studies.
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It is usual for students who face academic problems to feel fear and seek transfer, and sometimes
such students just need reassurance and assistance by providing them with learning skills.

2-Deleting and adding courses: The advisor must distribute the form prepared for deletion or
addition to students who wish to make amendments to their original registration during the first
week of the semester.

3- Withdrawal from a course: the advisor must sign the form for students wishing to withdraw
from a course and obtain a mark (withdrawn) in their academic record during the period from
the third week until the end of the eighth week, provided that the number of credit hours is not
less than (12) hours, and that this form is approved by the College Administration.

4- Absence of the student: Absence is counted from the first day of study, as the general policy
of the college includes sending first warning to the student in case he is absent at 5% of course's
approved teaching hours, and sending a second warning to him in case he is absent at 10% of
the course's approved teaching hours, and preventing the student from attending the final exam
of the course if he is absent 25% of the number of approved hours for the course. A student who
was denied entry to the exam due to absence has failed the course.

5- Postponement and suspension from study: It is a temporary withdrawal for a specified period
of time (for two or three consecutive academic semesters as a maximum) according to which the
student may submit a request to postpone the study before the end of the first week of study, by
submitting the study deferment form to the Student Affairs Unit of the College.

6 - Withdrawal from the university: Withdrawal means permanent departure from the college
without the possibility of returning, except in rare and special cases estimated by the college,
and the evacuation form from the college is obtained from the Deanship of Admission and
Registration.

3- Organizational tasks: -

1- Problem Solving: The academic advisor can assist students in facing difficulties related to their
specializations, by identifying the causes of the problem and proposing appropriate solutions to
them.

2- Course management: Which part of the course requires the most attention? How do | spend
the time studying the course? How do you assign them to the teacher? Do they organize revision
of their lessons?

3- Time management: Are students aware of the time required for studying? Are they wasting
their time? What are their priorities? How do they distribute the equivalent times for their
courses?
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4- The relationship between faculty members and students: Do students face difficulties with
the subject or the teacher?

5- Study skills and habits: Do they study? How and when? Where? With proposals to improve
their study.

6- Exam-specific skills: Do students suffer from exam anxiety? How do they deal with that? Do
they have the basic skills to prepare for and take the exams?

7 - The need for an additional level of capacity (teaching): Encouraging students to make the
necessary arrangements to increase their capabilities that qualify them to continue in a course,
to be aware of this situation, and to provide them with additional assistance.

8- Deleting a specific course: It is preferable to take steps to delete the course before the specified
final date, in the following cases: -

- When increasing the student’s academic load and to obtain a passing grade.
- To obtain better performance in the remaining courses.

- Alleviating some physical and psychological pressures such as (pregnancy for female students,
medical treatment, and some special problems)

Course registration process: -

The academic advisor studies the student's file and specialization, and the registration form for
each student is filled out before the time of registration, where the student comes seeking advice
in choosing courses, and knowing the next steps before final signing of the guide, where the student
is then directed to the Student Affairs and Graduate Studies departments to register the courses.

Course Selection: -

The advisor should use the list of specialization courses while assisting students in choosing
their courses.

Study schedule:-

The advisor must ensure that the students know the place and time at which the lectures begin,
and that there is no conflict in the student’s academic schedule.

Explanation of subject's estimates and cumulative estimate: -

The academic advisor should know the minimum and maximum limits for the grades (weak -
very weak - acceptable - good - very good - excellent (as well as how to calculate the cumulative
grade for the four years, and it is also necessary for the academic advisor to inform the students
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the division of the grades of the academic subjects (practical - oral — continuous assessment -
theoretical -Final).

Fifth: The tasks of academic advising units in colleges:

1. Preparing and updating the academic advisory record for each student, including the recorded
subjects and the students *grades level in them, as well as the GPA, as well as the minutes of the
periodic meetings he had with the students who supervise them, in addition to any reports or
warnings directed from the course coordinator, through which students level can be evaluated.

2. Contribute to solving students' psychological, financial, social and functional problems.

3. Knowing the performance of students in the previous semester and studying the obstacles that
caused the achievement of the educational level through their advisor.

4. Encouraging students to use more diligence and praising them if they are distinguished in some
courses.

5. Discussing difficulties, if any, and searching for appropriate solutions.

6. Discussing the appropriate options for students in the next semester (registering or deleting
courses, raising the GPA, choosing a major, etc.).

7. Providing assistance to students in the event that there is difficulty in recording or conflicts with
some subjects.

8. Close follow-up of students' academic achievement in the subjects in which they are registered,
writing periodic reports and attaching them to the file for each student.

9. Intensifying and discussing carefully the causes of problems and trying to solve them or refer
them to the Academic Advising Committee.

10. Discovering students ’talents and developing them.
11. Helping students on how to make the most of the e-learning site in the college.
12. Urging students to participate in academic and extracurricular activities.

13. Building an academic relationship of friendship with the students to dissolve the differences
between them.

14. Familiarize students with the office hours of the academic advisors so that students can meet
with them.
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15. Familiarizing students with the goals and mission of the college, its educational programs, its
scientific departments, and the aspects of the care and services provided to the students, and its
guidance to choose the appropriate specializations that suit their abilities and positions.

16. Submit a periodic report on students *performance to the Academic Advising Department at
the Deanship of Admission and Registration (before the end of the semester). The report includes
basic data on the program, the number of students as a whole, the percentage of students who
have academic adversaries, the academic performance of each student, and the procedures that
have been taken to address the worst performance.

17. Encouraging students to make use of the library and to effectively manage time.
18. Encourage students to study in groups and benefit from their peers.

19. Develop a plan for academic supervision in the college.

20. Supervising the implementation of the academic supervision plan.

21. Spread awareness among students about what the unit is, its importance, and how to benefit
from its services, through meetings, bulletins, and the college’s website.

22. Distributing the new students to the academic supervisors and publishing the lists on the notice
boards and the college’s website, with the beginning of each year.

23. Study the cases that are referred to it by the college administration and prepare reports on them
for submission to the competent authorities.

24. Considering students "academic problems raised by the counselors and seeking to solve them
with the college’s administration.

25. Consider students' complaints of an academic nature, and devise solutions that suit them or
raise them to the college administration if necessary.

26. Examining students ’complaints about any course, and finding solutions and raising this to the
college administration.

27. Awareness of the importance of academic advising and the importance of communicating with
the academic advisor by publishing brochures and leaflets and using the college website for this
purpose.

28- Familiarity with the registration, deletion and addition dates announced by the Deanship of
Admission and Registration.

29. Knowing the college’s study plan and the students ’graduation requirements, and making sure
that the student’s schedule is in agreement with the college’s study plan.
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30. Intensifying periodic meetings when the absence increased or the student’s lack of interaction
with the educational process appears, and discuss with the students accurately the reasons and
try to solve them or submit it to the Academic Advising Committee.

Sixth: Academic Advising Skills:

The skills that an academic advisor must possess are beyond that, so that he can make proper
decisions, and the ability to solve problems, listening to students' points of view and talking to
them to identify the problems they face, so that they learn from him how to define the problem,
develop proposals to solve it, and help them make the proper decisions to solve problems.

1- The skill of group counseling: -

This skill is concerned with dealing with a group of students who share an issue, such as
ignorance of the system, or academic delay, or absence ... and we want to deal with that in group
to shorten the time. In order to achieve other goals, including engaging students in solving their
problems, reaching results, and making correct and appropriate decisions, the way to do that is to
bring them together and divide them into groups so that they identify the problem, debate its
causes, and the consequences of it, and then develop solutions to deal with it and take appropriate
decisions to remedy it.

2- Time management and investment skill: -

It is an important skill that includes scheduling and coordinating work, determining the time
plan for the work of the advisor, which includes registration dates, scheduling and organizing
office hours through which students can meet with the advisor.

3- Leadership skill:

It means forming a positive relationship with students, to influence them and help them move
towards the achievement of the set goals.

4- The skill of empathy:

It means sharing with students their feelings and emotions in order to understand them, and
forming a good relationship with them that helps in their acceptance of guidance, advice and
direction.

5- Planning skill:

This skill refers to the ability of the academic advisor - represented in helping the student - to
define goals and convert them into achievable procedures, for example: helping the student to
choose the appropriate specialization to achieve distant goals related to his academic and career
future, or to help him prepare a plan to raise his GPA.
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6- Organizational skill:

It means the ability of the academic advisor to organize and arrange counseling work in a manner
that achieves maximum benefit from it, and this applies to organizing student files, registration
and deletion processes, and other activities of the academic advisor.

7- Listening skill:

The academic advisor should be a good listener of his students, recognizing their opinions, ideas,
and suggestions, and the problems facing them, which enhances their self-confidence and
strengthens the relationship between the guide and them, and thus enables him to extend help to
them.

8- The skill of making decisions and solving problems:

It means that the academic advisor listens to the students ’points of view and talks to them to
identify the problems they face, so that they learn from him how to define the problem and develop
assumptions to solve it, and this helps them to make the correct decisions necessary to solve the
problem.

Ways to develop the skills of the academic advisor:

There are many means of developing the skills of the academic advisor, as follows:
1- The skill of setting a role model.

2- The skill of discussion and dialogue.

3- Organizational skill and time investment.

4- The skill of persuasion.

5- The skill of decision-making and problem-solving.

6- The skill of listening and empathy.

7- Developing the student’s skills in recognizing the university’s regulations and requirements, the
deletion and addition system, and ways of dealing with the systems easily.

8- Urging the student to discipline, respect of deadlines, and estimate time.
9- Developing the student’s abilities to deal with tests, and to academic excellence.

10 Motivating the student to participate collectively, which helps to activate the academic
programs.

11- Activate the student's self-monitoring.

12- Activating the skill of the student's self-identification and development.
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Seventh: The guiding relationship between the student and the academic advisor:

For the success of the academic advising process, there must be a guiding relationship between
the student and the academic advisor, in the fence of the human relationship. The fraternal
relationship and emotional participation between the advisor and the student depend on the success
of the advisory process, and this relationship is represented in the following axes:

1. The Student:

The student is the focus of the academic process, and in the absence of organized and directed
academic guidance, it is the responsibility of the student to become familiar with the university
systems and regulations upon his admission to the university, so he needs academic guidance.

It clarifies the rules and regulations to the student; in view of the individual differences among
students, there are those who reach knowledge of the systems and regulations and work to adapt
themselves with them, and on the other hand there are those who are ignorant of many of those
systems and regulations, which leads them to many academic problems, such as low grades, failure
and class ....... in addition to other problems that he is responsible for due to ignorance of the
systems and the ineffectiveness of the academic advising system.

2. The educational institution, which is:

A- Academic advisor: The role of the academic advisor (faculty members and their assistants)
is to help the student make the proper decisions that will help him in his academic career
successfully and effectively.

B- The deanship of admission and registration: Its role is to register the student’s academic
courses according to the academic advisor’s signature on the registration forms, and to follow up
on the monitoring of the grades and the student’s academic record, and the unit applies the
university’s rules and regulations according to the student's specialization.

C- The College: It is the authority that issues the study plans for each major, and appoints the
academic advisor after counting the number of accepted students and faculty members in the
college.
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Eighth: the components of dealing with the student:

Counseling contains three cognitive components that include the information, ideas and beliefs
that the student has acquired, Sentimental expresses the emotional impact of the student, and
behavioral impact of the student represented by the student’s behavior based on what ideas and
opinions he has when dealing with the counselor.

Ninth: Mechanisms for assessing the performance of academic advisors:

The level of services provided by the academic advisor is evaluated through a questionnaire that
the academic advisor encourages students to answer when they visit the academic advisor’s office,
and from here the student will be able to evaluate the performance of the academic advisor.

An example of a questionnaire to measure student satisfaction with the academic advising
process

Phrase e often S.o me rarely | Never
always times

' | The academic advisor creates a study schedule for
the student that fits with his capabilities

2 | Monitor student progress according to this schedule
and monitor his academic progress and follow up

3 | The academic advisor cooperates to solve students'
problems that confront them and takes into account
the human dimension

4 | Contributes to preparing students who are expected
to graduate, so that they can succeed in working life
in the future.

> | It contributes to preparing new students who are
expected to be admitted to the university so that they
can start from the right start

6 |Is present during allotted office hours, accepting
students' inquiries with patience

7 | Create a positive relationship with students to
influence them and help them achieve the set goals

8 | Students share their feelings and emotions and help
them accept advice and guidance.

9 | Knowledge of academic regulations and systems,
their developments, university resources, and
Services.
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10| Facilitates communication between the student and
the various bodies related to his needs within the
university

" | Has the ability to familiarize students with the
academic systems that organize the educational
process.

12| Monitor the relationship between faculty members
and students, and whether students face difficulties
in the subject or the one who teaches it

13 | He follows the exams, and do students suffer from
exam anxiety? How do they deal with that? Do they
have basic skills?

4 | Encouraging students to participate in student
activities at its various levels

15| Providing all administrative and advisory services to
support the student’s scientific career, and help him
overcome the obstacles he encounters or is likely to
meet during his studies

16| The student participates in thinking about the career
opportunities available to college graduates, in
coordination with the relevant authorities

7| Encouraging outstanding students to complete their
higher studies

18 | He is keen to reinforce the positive behavior of
students and urges them to adhere to good morals
and to display the characteristics of the student of
knowledge.

19 | Introduce the student to the administrative and
academic structure of the college, its committees,
tasks, program goals and outputs, and the basis for
the evaluation.

20 | Continuously reviewing the university’s instructions
for the student and informing the student about it

21 | Providing the student with the forms he needs and
helping him fill them out if needed

22 | Establishing orientation programs to help students
with special needs, to achieve the highest levels of
academic achievement, according to their abilities,
and to study their problems and work to solve them.

23| Providing students with various academic skills that
raise their academic achievement and discussing
their academic aspirations.
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24 | Works to facilitate procedures in order to provide the
best and quality services to the student in a standard
time according to quality standards

%5 | Helps students to formulate their goals and make
appropriate decisions related to their academic and
professional future by making the most of all the
possibilities and alternatives available

26 | Has a good knowledge of the mission and goals of
the college and its affiliated university

27| Be punctual and manage time efficiently

28 | Assisting students in choosing the appropriate major
that is consistent with their abilities and tendencies,
whenever possible, and the available opportunities.

29 | His patience with the students, the possibility of their
questions and inquiries, his good listening to them,
and giving them sufficient opportunities to raise their
problems

30 | Students are assigned to bear their academic load
according to their averages, so that the student whose
GPA is under academic probation can raise his GPA
to eliminate this situation

31 11t is made clear to the student that the academic
observation is not a punishment, but rather that it
enables the student to continue studying with the
minimum burden of hours allowed for registration,
in order to assist him in improving his performance.

32| Ensure that students know the place and time at
which lectures start, and that there is no conflict in
the dates of the student’s academic schedule or exam
schedule.

33 | Paying attention to cases of academic delay, and
working on studying the causes of this delay, and
providing curative and preventive assistance

34 | Receives and welcomes new students on the first day
of study and explains to them the college and
university system and the university environment

3 | It provides workshops to students that include
introducing them to the concept of academic
advising and the services it provides, and how to
benefit from it and its importance in overcoming
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obstacles and improving their knowledge and
scientific achievement.

36 | He explains the study plan and its vocabulary,
follows up the student’s progress in the study plan
and solves his academic problems

37 | Insights into all consequences of failing to perform
academic duties

The questionnaires can be collected or sent to the Academic Advising Department, and analyzed
to extract results and measure the effectiveness of academic advising at the university.

Tenth: Academic Advising Tools:

In order for the counseling to achieve the desired goal, the student must prepare the following:
1- List of study and tests.

2- The study plan of the program.

3- The student’s academic schedule.

4- Periodic and final academic record.

5- The student's university email.

6- Matching the study plan and comparing it with the academic record.

7- The last courses recorded by the student.

8- Knowing the dates of registration, deletion and addition announced by the Deanship of
Admission and Registration.

9-Knowing the college’s study plan and graduation requirements for students, and ensuring that
the student’s schedule is in agreement with the college’s study plan.
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Eleventh: Stages of Academic Advising:

The first stages of university counseling begin during the preparatory year, and it is an important
stage that takes the student to new horizons in dealing with university life.

As for the second stage, it starts from the beginning of the student's entry into the specialized
university colleges, and it is a pivotal stage in the student’s integration into the academic
departments, and his ability to benefit from his university studies and specialization in the field he
desires or which he thinks is the appropriate specialty for him.

Hence, the role of the academic advisor in cooperation with the college and departments is very
important, and may have a great impact on the lives of many students, especially those who do not
know a lot about the nature of the different disciplines and the potential job market for each major,
and what are the basic requirements for each department or specialization.

Twelfth: Indicators of Academic Advising Success:

A successful counselor is able to communicate effectively with his students, is able to define
their needs, and is good at listening. He also works with them and participates with them in
planning their studies, and invests their experiences and trusts their abilities. Then the students are
ready to take their hands towards excellence, and to deal with obstacles in their way during their
studies. The skills that must be available to the academic advisor in order to contribute to the
achievement of the goals set for him, and these skills include:

1- The presence of an efficient counselor, the committed student, and the information according
to which the counseling is provided.

2- Measuring the extent to which the educational goals are achieved, and overcoming obstacles
among students, and therefore, the advising process is a continuous process, and student
assistance is not a seasonal work.

3- The academic advising process requires its practitioners to have patience with follow-up,
examination and auditing, as well as experience, competence and knowledge of plans,
regulations and procedures.

4- The student’s conviction in the counseling process, and this depends on the extent of the
advisor’s skills in the counseling process, as he clarifies to the student that the counseling process
Is not secondary as some students think, as he chooses models from students who were interested
in the counseling process and measuring their progress, unlike students who were not interested
in this.
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5- Reviewing student's needs for academic guidance and providing advice as the advisor is
expected to be supportive of the student’s educational journey in order to achieve the best form
of benefit from his university, and help them develop his educational personality and relieve his
suffering, and improve each of his abilities and psychological compatibility with this system.
Which is different from that he used to be a student in the foundation and secondary stages.

6- Fully aware of the problems students suffer from, and the extent of their need for academic
guidance to help them face them and achieve harmony with their new educational reality.

7- Going beyond the student’s follow-up phase in implementing his study plan. Rather, it goes
beyond his follow-up in psychological, social, and life matters.

Thirteenth: The Use of Electronic Systems in Academic Advising (Blackboard System)
1- The concept of electronic advising:

It is a process of communication between the advisor and the student that works to ensure the
continuity of communication between them using the blackboard system - available on the
university's website.

The student bears full responsibility equal to that of the institution, the deanship and the
academic advisor in research, communication and obtaining the information that will benefit him
during his academic and social career Interactive academic counseling: technological dimensions
and a proposed visualization for the Majmaah University.

In order to implement this concept in practice, the educational institution's tasks increase in
facilitating the provision of information, improving the mechanisms of academic advising, moving
from paper and electronic counseling to an interactive, interactive electronic guidance and creating
electronic guidance systems similar to e-learning systems.

And the electronic guidance systems need to be managed similar to e-learning management
systems in terms of features, classification and components. These systems provide the
infrastructure platform through which the content of the advising is communicated and managed.
It provides a set of software tools that perform various tasks related to network extension
management and performance management.

In order to achieve the goal of controlling the advising process in terms of content and updates,
the electronic guidance management systems must be twinned with the instructional content
management systems, as is the case for managing educational content for electronic platforms.
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2- The advantages of using (the blackboard) in the academic advising process:
There are many advantages of using academic advising that can be summarized as follows:

1- Continuous communication between the advisor and the student through the academic advising
platform.

2- The existence of a clear picture of the student through the electronic information available about
him in the data base, which facilitates decision-making in advising the student, especially with
regard to choosing a major and registering courses.

3- Abolishing the psychological barrier between the counselor and the student in order to find out
the social and psychological problems facing the student by including the platform a direct social
communication program or through correspondence.

4- Ease of linking between department and college students and mentors to exchange information
and conduct programs and motivational initiatives at the department level and at the college
level.

5- Students benefit from each other’s experiences by reviewing the information available on the
site.

3- Features of using the (blackboard) system in academic advising:

There is no doubt that the use of the (blackboard) system in academic advising is a kind of
keeping up with the developments of the times and employing them in communication between
the student and their mentor. We summarize the most important features in using this system as
follows:

e Easy to install and use the system.

e Provide an interactive environment and various tasks directed at the mentor and the student.

e Itallows dealing with a wide range of electronic and multimedia guides.

e Ease of downloading files and their interconnection with assistive software that works with
Internet networks.

e The presence of pre-prepared templates for use and a variety of scientific and cognitive
form.

e Providing the correct software infrastructure to display electronic extension models in
multiple and different models.
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4- Electronic Guidance Platforms:

There is no doubt that the existence of guiding platforms with specific and independent
specifications in which everything related to academic guidance and guidance is available and
where the guiding elements of inputs and outputs are available has become an urgent necessity for
institutions, especially those emerging from them, to accelerate the installation, management,
activation and use of such platforms to become the guiding process Diverse, fun and highly
efficient that saves time and effort and reduces instructional errors that may negatively affect the
student’s academic and professional life in the future. The online platform must have many
characteristics that help implement the concept of electronic guidance, the most important of which
are:

1- Ease and flexibility in entering and processing information.
2- It contains the most important elements necessary for integrated electronic guidance

3- Subject to development, programming, and formation according to the need and the nature of
the institution.

4- Providing an integrated electronic management system linked to it for information and data

5- Compatibility so that it can be installed on most networks operating in educational institutions
of all kinds

6- The presence of an excellent safety factor to save, store and copy data, and prevent its loss or
theft.

5- Ways to activate electronic guidance:

Electronic counseling can be activated to ensure that students are dealt with within one standard,
and to present as many problems and solutions as possible to deal with the largest possible number
of students.

The University of Hail seeks to create a webpage on its website and through the Deanship of
Admission and Registration called the "Electronic Advising and Orientation Program™, which
helps students to facilitate the mentoring process in an efficient and effective manner.

This will be through an electronic platform for academic advising that contains the following
elements:

1- Electronic study plans with their components as compulsory and optional courses, pre-requisites
and accompanying requirements.
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2- The student's academic achievement information contains information about his GPA, the
courses that have been passed and the courses that have not been passed, and their conformity
with the student’s study plan and to know the extent of the student’s achievement of training,
completion of graduation projects, as well as knowing the number of hours to be registered and
the remaining hours for graduation This is done by linking the student’s data at the Deanship of
Admission and Registration with the online guidance platform.

3- Mechanisms to improve student’s educational attainment through setting up an integrated
electronic indicative program.

4- The possibility of interaction between the counselor and the student by providing an electronic
communication program to solve social and psychological problems that may hinder the student
during his studies.

5- Providing all instructions, controls and instructions for the guide and the student through an
electronic database that can be browsed and dealt with easily and easily.

6- The existence of programs, questionnaires and initiatives at the counselor, department, college
and institution levels that help students positively interact with the university environment, and
provide feedback to the institution to find out the problems facing students and find appropriate
solutions to them.

7- Offering a number of courses and workshops for academic guidance targeting faculty members
and male and female students.

Fourteenth: Planning the Academic Advising Process:

Planning for the academic advising process is prepared by distributing the counseling process
over the specified semester weeks according to the academic calendar: -

Time to
carry out Tasks and Activities
activities
1. A reception program for students who are new to the preparatory year.
2. An awareness program for academic advisors on all academic programs at the
university.
3. An educational workshop on academic advising for students who are new to the
15t week [PTEPATRLOY year. . —
1. Division of male / female students according to the academic advisors and
academic advisors.
2. Creating a file for each student at the university.
3. Distributing brochures and booklets for students, an introductory guide to the
academic regulations, and an academic advisory guide.
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4. Distributing the contact card for the academic advisor and students.

5. Distributing the student's academic advising guide.

2nd week

6. A group meeting with the academic advisors.

7. Complete the deletion and addition operations.

8. The first guidance meeting.

9. Complete the students’ files.

10- Start entering the absence in the online portal, and updating the student list
periodically.

3rd week

1. Receive a list of the names of the academic advising students for each academic
advisor as found on the online portal and their academic statuses.

2. Encouraging students to show their creativity to start student activities in the
department.

3. The academic advisor visits the classrooms to follow up on students' cases.

4th week

1. Developing a list of students ‘names and their academic status in terms of default
or excel, following up their case with faculty members, and conducting counseling
sessions to uncover the causes of academic failure.

2. The academic advisor visits the classrooms to follow up on students' cases.

5th week

1. An orientation meeting for academic advisors to support students in solving
problems.

2. An orientation meeting for students to overcome obstacles, and support them in
solving problems.

3. Communicating with faculty members to draw up a list of students who did not
attend with 75% of the lectures to warn the students by printing the student list again
to verify the student’s status.

4. Holding a workshop for students to challenge the tests.

6th week

1. Training meetings for students on preparing research and projects.

2. Communication with the faculty from outside the department to follow up on
students' cases.

3. Psychological readiness and problem solving related to the first quarterly exam.

4. An orientation meeting for students regarding exams, their instructions, preparation
for them, and informing them of the disciplinary list for students of the University of
Hail.

7th week

1. Follow up on students ’default cases and set an awareness program for them and
encourage them for the best, as well as motivate and honor outstanding students.

8th week

1. The second indicative meeting

2. The second group meeting with the academic advisor.

9th week

1. Provide students with all forms of educational and psychological care, so that he
can preserve their excellence.

2. Directing students in a way that develops their creativity.

10th week

1. Identifying the most important psychological problems and phenomena that
students may suffer from inside the classroom.
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2. Improving and developing the educational and educational process inside the
classroom.
11 1. Obtaining from the faculty members a list of the names of students who did not
th week
attend 25% of the lectures.
1. The third indicative meeting.
12th week 2. Set the default schedules for the second semester.
3. Developing students ’awareness of the subjects studied, success rates, excuses, and
referrals to the various colleges.
1. Meetings with outstanding students.
2. Honoring and motivating outstanding students.
13th week | 3. Meetings with stumbling students.
4. Dealing with the problems of stumbling students and motivate them.
5. Meetings with international students.
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And God is behind the intent and he guides the path
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Important Terms' Definition
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The academic year: It consists of two main regular studying semesters and a summer

semester if any.

Wghads cpa JA5 Yy Al il jha Wit 1o (s byl el o sand sde Auad o JE Y L) 54 bl Juadl
. Al clLad g Jaaedl) 1538

The academic semester: It is a fifteen-week study-period excluding registration and
final examination periods.

DA el g ¢ Algdll cl)Laa¥ly Jeauills 58 Lhada cpe JAS Yy aobd Al o 05 Y Auda) Baa gduall Juadl)
ke U8 Laadd) 5aal)
The summer semester: It is an intensive eight weeks study period excluding registration
and final examination periods, in which course studying duration is doubled.

. Baainal) Agealyal) Jabadll 8y, dgaalyal) Alsyal) Ao JAl g8 £ pasldl) (s innal)

The academic level: It indicates the study level according to the approved study plan.
cilathia \ghladag £ oana (1 JSEG (Ally, Bally 4y fal )y Apbal) duall cllal) (e Ao gana (A tdal ) Aadl)
Ll Ganadil 8 dgalad) dajal) o Jgeandl 7 lady Wikial qilhll e qaay Al A3

The degree plan: It is a collection of general, core, compulsory, elective, internship,
training, and preparatory courses whose total credit hours form the graduation
requirements, that must be completed to obtain a scientific degree in a specified major.

el 53008 5 Ay e S 0sSay (galin) awads JS B Saadaall Auhal) Abd Gada dpalps Bale whall el
wapd avdll 4y Bitay Gald Cilag @) 8a (e olpw e ggieally , ssinall dua (e ojray Adlybal Juada Clagy
Ana Alaffia g (Al cilillaia glecalbiia el jBal) (andd (98 ¢ s wslailly ¢ aniilly (Aaylial)

The course: It is a subject of study within a certain academic level of the approved
degree plan in each major. Each course has a number, code, title and a detailed
description of its contents which distinguishes it from the other courses. A special file of
each course is kept in the corresponding department for follow up, evaluation and
updating purposes. Some of the courses may have pre-requisite or co-requisite
requirement(s).
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The credit hour: It is a weekly theoretical lecture with a duration of not less than fifty
minutes, or clinical session of not less than fifty minutes, or field, laboratory or practical
lesson of not less than a hundred minutes.

soall Sy Ao aall aaatg (el Juad A Lgd Joaadl) Qullhall rracy 3l Apadall Claagl) £ gana il ydl) g i)
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The academic load: It is the total credit hours that the student is allowed to register per
semester. The minimum and maximum study load is determined by implementation
rules of the University.

.(4,00) ¢sa (1.00)c8 aSIAY Alina (U] qupe calllall dagy (s 3l) JadN) 1 apalSY LY

Academic probation: It is a notification given to the students with a cumulative GPA
below the minimum acceptable limit mentioned in the University regulations.

Unidly Gigang bl (e mlp Juad JA Qllall Jraad ot il JlaeSl Ao giaal) A ) 4 Laidl) Jlasy) 40
ol el Juat Apaglas

Class work score: It is the score which reflects the student’s standing during a semester
according to his performance in the examinations, research and other activities related
to a particular course.

- rmabll) uaadl) Aglgd B Banly Bye dhry ) Ral) B LS @ gl LAY
Final exam: It is a scheduled examination given once at the end of every semester.
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Final exam score: It is the result of the final exam of each course at the end of each
semester.
Aile (e ) queanty, e G0 Al SLERY) A Lgal) Blas Lpbail) Jlasy) cilasd £ oana duilgdl) 45 )

Final score: It is the result of semester activities plus the result of the final exam. This
sum is shown in terms of letter grades only.
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The course grade: It is the expressed result in percentage or letter grade of the final
grade in any course
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Incomplete grade: It is a provisional grade assigned to each course in which a student
fails to complete his requirements by the required date. This is indicated in the academic
record by the letter grade "IC".
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In progress grade: It is a provisional grade assigned to each course which requires more
than one semester to complete. The letter grade "IP" is assigned in this case.
W () el apand By el clangl) £ sana o ) lgale Juan ) Bl @ gana dand Juala @ lail) Jural)
dllal) A he S B Agle Juan M) i) ¢33 o 8y hal) Bangl) ey BAL Gauaty, ol Juh (ol (B
Semester GPA: It is the total quality points the student has achieved, divided by the
credit-hours assigned for all the courses the student has taken in any semester. The
quality points are calculated by multiplying the credit hours by the grade earned in each
course.
5 Aralally ABlast) da gaupd Al Gl Ral) gpan b qilllal) Lgale Jan ) BlAL) £ stana dand Juala 1 oaS] ) Janal)
il jial) Al 3 jial) clangl) gsana
Cumulative GPA: It is the total quality points the student has achieved in all courses he

has taken since his enrollment at the University, divided by the total number of credit-
hours assigned for these courses.
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Graduation ranking: It is the assessment of the student's scholastic achievement during
his study at the University.

Auyal pay J8 Ui g Analal) gﬁ Josdl) Ja g pdi camng b 4y Aa jlida) Qllal) e il gl 1 (gpmandl) malipd)
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Promotion from Prep-Year Courses: It based upon successfully passing all or some of
the Prep-Year courses in accordance with the rules set by the university for acceptance
in a certain program.

11
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The academic program: It is a collection of integrated courses that prepare students
cognitively, skillfully and personally within a specified period of years to obtain a
degree in a specified major.
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University requirements: Compulsory courses should be studied by all university
undergraduate students.
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College requirements: Compulsory courses should be studied by all college
undergraduate students.
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Program (Major) requirements: Compulsory courses should be studied by all students in
a specified major.
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Elective courses: They are a set of an optional courses students choose from, what is
required to achieve a number of allocated credit hours in the academic program.
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Assistant courses: Compulsory courses of specified program taught by another
department or program and considered within the compulsory courses for the program.

LoapalSY agigind Gl Lo 0S8 Bl (e e 330 ALl GRS (i) A0 gae Ay dualy a8y L)
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Academic advisor: A faculty member who is in charge to guide certain number of
students in all matters related to their academic, social and health care affairs since their
admission to the department.
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