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Academic Advising Unit
Unit Tasks

1.

Distribute the list of students at the beginning of each academic year or
semester wise to academic advisors so that each advisor have a less
than or equal twenty students.

Conduct a meeting in the first week of each academic year / semester
with new students and transferees to provide them with the necessary
information for undergraduate study. Introduce them with their advisors
and to explain the responsibilities of advisors and advisees are.

Open a file for each student with his advisor.

Provide all students’ documents (academic transcripts, timetable, and
marks) to the advisors to follow-up students.

The advisor will follow-up service required by the student, and find out
the appropriate response to it.

Advisees Side:

1.

4.
5.

Come to the advisors, according to groups advertised in the
announcement boards.

Fill out some necessary forms to open the file.

Bring photo copy of documents (National identify card, university card...
etc).

Bring passport size photo.

Meet with Academic advisor to determine the type of service required.

Academic Advising Requirements:

Determining the location of each academic advisor to accommodate all
students who shall guide them.Determining a specific time or advising
office hour to meet with students.

Preparing a list of students for each academic advisor.

Preparing a file for each student contains all the necessary papers.
Preparing a file for each student and prepare the necessary papers for
academic advising.

Give the student opportunity to change his academic advisor.



Responsibilities of Advisors

1. Each advisor must prepare a file for each student which contains a
biography of the student during his studies at the university (student's
behavior during the study, Student's activities, Student's marks and
grades etc.), from where the College authority can make assessment
about the students and face their problems and find appropriate solutions.

The most important contents of the file are:

o Keep the student's personal data.

o Keep the student timetable for the semester.

o Keep the student academic transcript.

o Keep student midterms marks.

o Keep the student's follow up courses.

o Keep the Drop/Add courses for the students.

o Keep the attendance and absence sheet for students and their
excuses.

Keep any decision taken against the student.

Keep the record of any student complains.

2. Study the irregular students status to assist them to achieve the desired
success, and help them overcome the obstacles and problems they face,
and put the students on their plan.

3. Help students to Add and Drop courses:
¢ Distribute the Add/Drop form request to the students wishing to do so.

e Discussing the reasons for drop/add courses and recognize the
justifications.



Directs the student to delete some courses and adding another
courses according to his level

Make sure to check the conditions necessary for the - Add/ Drop
courses through the Coordinator of Academic Advising Unit.

Send the Add/Drop request form to the Coordinator of Academic
Advising Unit.

Keep a copy of the Add/Drop request form.

4. Receive the medical excuses and the absences excuses, and then
determine whether it is acceptable according to the University rules and
regulations.

5. Help student to prepare a timetable which is consistent with their abilities
and levels.

Responsibilities and Expectations of Advisees

There are fundamental expectations that all advisors are entitled to have their
advisees: prepare for an academic advising appointment by bring the
following:

Schedule of classes
Transcript

Course syllabus
List of questions
Excuses

Student's responsibility

1. Learn and understand the program requirements that effect. Students
should review the Student Guide and refer to it often for answering
guestions. The Student Guide is available with the advisors.

2. Prepare for each visit by making a list of issues they want to discuss.



. Make advising appointments and keep them.

3
4. Seek advising assistance in a timely manner.
5. Be prepared for advising appointments.

6

. Become knowledgeable about university, program requirements, policies
and procedures. (i.e. drop / add dates, registration dates and the
academic calendar).

7. Monitor academic status and completion of degree requirements.

8. Keep advisor informed of any changes that might impact or interfere with
satisfactory academic progress.

9. Be open to the new possibilities that an advisor may suggest.
10. Take responsibility for actions and educational decisions.

11. Know how to contact an academic advisor and understand the advisor’s
role as a resource.

12. Understand the importance of class attendance, reading the syllabus, and
interacting with faculty members.

13. Provide accurate and truthful information when being advised.
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Students Distribution Mechanism

Academic Advisors AA (CS & IS) Students (CS & IS)

Evaluation Every Semester \/ \

Advising
Record

AA Load

Student
Record

AA
Efficiency

Students Distribution

Factors related to AA Distribution: Advising Record of AA, Time table of AA, Record history of advising for advisor.

Factors related to Students Distribution: Level of student, record of Student
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Internal Student Academic Advising System:

Students Acedemic Advising Unit(SAAU)

Home  Advsor Coordnalor ~ Academic Advisor ~ Facuty Members  Message Box  Back

User : Mohammad Gazi Golam Faruque
Acagemic Advising Is an opportunity to exchange information designed to help students reach their educational and career goals.

Advising is a shared responsiblty between an adviser and the student, Ultimately, it is the responsibilty of the student t make decisions about is/her Ife goals by crezting a plan to reach those goals.

Academic advisers can assist n ths process by helping the student understand options, determine rasources and, when necessary, dentfy altematives,

t‘im’- Students Acedemic Advising Unit(SAAU)

Home  Advisor Coordinator ~ Academic Advisor ~ Faculy Members ~ Message Box  Back

User : Mohammad Gazi Golam
Students Grades

Students Courses Grades

Taught Courses of Second Semester 2016-2017
Course Code and Name Section Campue Grading
342015-3, Informatio = Male
457055-3, Intemet Techn

Male Grade
es 214 Male Grade

Students Acedemic Advising Unit(SAAU)

Homa Advisor Coordinator Academic Advisor Faculty Members Message_Box Back

Students Courses Grades
Taught Courses of Second Semester 2016-2017 Mid Term 1 (Course Weight : 15 %)

Secton Conue Grading i Foom ; |
earing o :: . I.-‘ 2 [\ AM ALI BIN ABGULHADI AL SULAYYM

Internet Technologies

§




Students Acedemic Advising Unit(SAAU)

Home  Advisor Coordinalor  Academic Advisor  Facully Members  Message_Box  Back

User : Mohammad Gazi

[ ndvising Forms |

[Fominame

Students Acedemic Advising Unit(SAAU)

Home  AdvisorCoordinator  Academic Advisor  Facuy Members  Message Box  Back

hammad Gazi Golai

Advising Forms

Advisor Hame : Mohammad Gazi G

Students Details
Advising Students List Students Details |

Student ID ID : 434205404 “ Name : ” NID: |1 " Department : _ CS */ TS
Students Agvising
Marrital Status : * Single  Merried || No of Children ‘l Family Members || Student Status S
I Permanent Address Abah Khamiz

Present Address

ALT SALEM A ALHAMAMAH
SALEH MOHAMMED S ABURAS Emails 12@hetmail, Mobile/Land : 0
MOHAMMED HAMAD BEN MOHAMMED ALSHEHI \Contact Person : Abdullah Mohammed R

Status : * Regular " Complete ' Incomplete ) Withdram

Update

Students Acedemic Advising Unit(SAAU)

Home  AdvisorCoordinator  Academic Advisor  Faculy Members  Message Box  Back

User : Mohammad Gazi Golam Faruque

Students List Students Services by Youself
Jultoc Name - Mobmmad Gazi Golam Foruquie Students D : 434205404 I Students Name : MOHAMMAD MUSAE
Student ID Name Your Services Total Servi
SL Date Time Services Status.
MOHAMMAD MUSAEED M ALNISSY 5 5
1 10:00 AM JExam Marks Finished x
DHAFER HADI HUSSAIN BAHRUR 1 1
% Exam Marks Finished x
HAMAD BIN MOHAMMAD BIN 1 1 s
3. 08:30 AM /Exam Marks Finished x
ALT SALEM A ALHAMAMAH 0 0
2 = 4 08:00 AM /others Finished x
SALEH MORAMMED S ABURAS 0 o
s % [Exam Marks Finished x
MOHAMMED HAMAD BEN M( 1 1
Students Advising Services | Students Services Chart

Advising Student Information

1D : 43420°

04 ][ Name : MOHAMMAD MUSAEED M ALISSY

= = |

Advising Services

Services Marks | Add Drop | Exam e
Details
— e 2 O Foiad B Advising of 434205404 : MOHAMMAD MUSAEED M ALNISSY
Remarks
Updat




Students Acedemic Advising Unit(SAAU)

Mome  Advisor Coordinator  Academic Advisor  Facully Members  Message Box  Back

User : Mohammad Gazi Golam Faruque

Advising Forms.

Students List Students Obtained Marks
Students Detalts
Advisor Hame : Mohammad Gazl Course : 227¢55-3, Operat
Students Advising
Student 10 Name Courses(Credt, Marking Assosmant Type Allocate Marks Obtained Marks,
4205404 REEER  Students Marks 412 10 Quiz1 (2 %) 2 1.60
435100169 OHAFER 2 4(12) 5 Hid Term Exam 1 ) 15 10.50
4351001 HAMAD BIN MOHAMMAD BIN HAMAD AL ZAMANAN ad 5 Total 17 12.1
43410170 ALHAMAMAN 4(12) s
103811 SALEH MOHAMMED S ABURAS o) S
435101000 MOHAMMED HAMAD BEN MOHAMMED ALSHEMI 310) i
Courses of Second Semester 2016-2017
Student 10 : 435100169 l Namme ; DHAFER AT HUSSAIN BAHRUR
st | code Course Name Course Teacher Credts
1 42C1E Information Systems Engineering Gazi Golam Faruque b
2 | a27cs Operating Systems M. Muhammad akram )
3 Cl! Database Management Systems Abdul Rehman All 3
4 | 370cs Data Communication and Computer et M. Hal Molnuddin 3

Section 2:

Academic Advising Coordinator

Students Acedemic Advising Unit(SAAU)

Advising Forms
Academig] unity to exchange information designed to help students reach their educational and career goals.

Advisars List
Advising | ility between an adviser and the student. Ultimately, it is the responsibility of the student to make decisions about his/her life goals by creating a plan to reach those goals.
Students List

Academid n this process by helping the student understand options, determine resources and, when necessary, identify alternatives.

Advisors Students
Students Log Files
Advising Reports
Overall Report

Students Grading

Students Acedemic Advising Unit(SAAU)

Advisor Coordinator  Facully Members  Message_Box  Back

User : Dr. Ghassan Ahmed Ali
Advising Forms

Aavisors List o 1

Students List

Advisors Students

Students Log Fies

Advising Reports

Overall Reports

Students Grading

Forms Name

File Locate i o (B g il Upload



Students Acedemic Advising Unit(SAAU)

Home  Advisor Coordinator  Faculty Members  Message Box  Back

User : Dr. Ghassan Ahmed Ali

Advising Forms

List of Students Advisor

Advisors List - = = =
Advisor Name Since From No of Students Active
Students List Save Mr. Omar Abdul Rehman Ali 01-Dec-2016 6 Y
Mohammad Gazi Golam Farugue 01-Dec-2016 6 Y
JOIR0E SR Mc. Mohammed Sefim Reza 01-Dec-2016 3 Y
Students Log Fies Mr. MD KAFIL UDDIN 01-Dec-2016 0 N
M. Yahya Ali Abdelrahman 01-Dec-2016 5 Y
Advising Reports M. Mohammed Basit Kamal 01-Dec-2016 4 Y
Overal Regors Mr. Muhammad Akram 01-Dec-2016 7 Y
Mr. Haji Moinuddin 01-Dec-2016 5 Y
Students Grading Dr. Addin Osman Mohamed Addin 01-Dec-2016 6 Y
Dr. Mohd Abdelgadir Mohd Khairi 01-Dec-2016 5 {
Dr. Asadullah Shaikh 01-Dec-2016 3 Y
Dr. Fekry Ofayah 01-Dec-2016 5 Y

Mr. Shah Murtaza Rashid Al Masud 01-Dec-2016 5 Y

Dr. Anwar Ali Yahya Esmail 01-Dec-2016 5 Y

Mr. Adan Balola Ali Alshokri 01-Feb-2017 3 Y

Students Acedemic Advising Unit(SAAU)

Advisor Coordinator  Faculty Members  Message_Box

Advising Forms

New Students Out Advising

Students Summary

Advisors List
& I Student 10 Delote Total Stuents :
etk $92103307 x Under Advising :
432100431 x Without Advising
Advisors Students 435104427 x
431810359 x
Students Log Files. FERICET L

Advising Reports

Overall Reports

Students Grading




Guidelines for Make-up Exam

- Any student who missed taking the midterm_1 or midterm_2 during the
regular class hours, or student who wants to repeat midterm_1 or
midterm_2 can have this opportunity to take a makeup exam.

- Makeup exam have to be comprehensive for all chapters were taken
during the regular class hours.

- Student should be gained the best marks over the three exams ( Midterm1,
Midterm2, Makeup exam). For example if student got in midterm 1 (11)
marks, midterm?2 (8)marks, and got in makeup exam (12) marks; this
student in this example will get 11 + 12.

- The instructor should submit the makeup exam to the course coordinator
for review and approve the comprehensive of the exam.

- an opportunity to take a makeup final examination the following term
(and have the course grade changed as warranted by the results of the
test), or (2) be given the final examination during the conflict period or at
an alternative time during the week of final examinations, or (3) be given
the final examination at the time schedule for the course. A student who
tails to notify the instructor of the conflict before the Monday of the week
of final examinations shall, at the discretion of the instructor: (1) receive a
score of zero on the final examination, or (2) be given the final examination
during the conflict period or at an alternative time during the week of final
examinations, or (3) be given the final examination at the time scheduled

for the course.

Announcement of Make Up exam
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