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ACADEMIC ADVISING
HANDBOOK

Dean’s letter

Praise be to Allah, the Lord of all worlds, and npace and
blessings be upon our prophet Muhammad, who wasasesnmercy
to mankind, and upon his family and companions

The government of the Custodian of the two Holy iless constantly strives to guarantee the
comfort of Saudi citizens and place them amongthterally advanced and civilized countries. Tottha
end, the government exerts strenuous efforts toentmvelopmental plans for the prosperity of the
Kingdom and to meet the needs of citizens and geothem with means of comfort and with education
and decent job opportunities all over the vast af¢he Kingdom.

In this context, educational institutions, withetliKingdom's universities on top of the list, have
assumed the responsibility of developing generatino are competent in the various fields of s@enc
and technology and who can cater for the needewldpmental plans and match the comprehensive
rise that is currently withessed by our belovedgdiom. On its part, Umm Al-Qura University sensed
the immense responsibility it bears, by virtue tsf location within the purest spot on earth; Holy
Makkah, to participate in this comprehensive rigepboducing generations who can be relied on to
develop, build, handle various technologies, artegs engineering and construction problems in the
Kingdom in general, and those pertaining to Holykkéh, the holy shrines, and the surrounding areas
in particular.

The Department of Islamic Architecturesvibe first department in the college of Enginegrin
and one of its ambitious departments, which parditeis in developing human resources qualified to
construct our nation. The department focuses owhieg the art and science of forming the
constructional environment that contributes to pinesperity and welfare of human life. This takes
place in compliance with the teachings of the Quaad Sunnah regarding all constructional aspects,
and that is THE BASIS OF all curricula and subjeaftshe department In addition, the Department of
Islamic Architecture seeks to achieve the follownlgectives: Qualifying a generation of architects
and planners who are fully aware of the teachirfigh® Islamic Sharee‘ah in such a way that enables
this generation to undertake the mission of desmueities and buildings fit for Muslim communities.
Promoting the profession of construction and plagrin Islamic countries by adopting the call for
applying and reviving the principles and objectie#dslamic architecture. Encouraging activities of
writing, translation, and academic research omiglderitage and modern problems.

The advising process handbook appears as one tddleneeded to develop the college and is
one of an important number of tasks in preparagiod the College has fixed as its goals. The student
has to be viewed as the principal actor of theniegr process and so, the principal objective of the
present handbook is to serve him as a source dagoe and advising handbook . The student is the
basis of the educational process and so we offerthis guide to help him to understand the rules an
regulations governing its life within the facultyitiv better use and understanding lead him to reach
success and excellence in his quest for knowlebgmugh this handbook; he will be able calculate hi
partial and cumulative average. Thought the presesmiual, he will understand that among other
academic advisor roles is the treatment of its mi@kproblems that will risk hampering his leamin
and teaching process by helping him to solve thermid¥ own. In the other hand, the academic advisor
helps the student to develop his awareness omheriance of its academic responsibility . We canno
forgot that one of the roles of the academic advisdo encourage students to make more efforts to
overcome academic and personal problems that pgraehieving the educational objectives

| pray God to donate successto all; students and to whole the advising team.

Dr. Hamza A. Ghulman
Dean of College of Engineering
and Islamic Architecture
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Head of Department’s letter

Praise be to Allah, peace and blessings be upondhkest of His

prophets and messengers, the Prophet Muhammaidntilg and
his companions.

As anybody knows, the academic advisirge@ss is an important and a very hard mission seen
the complexity and diversity of the related prolkder@ince this mission is the same where you are, we
decided to use any related work on the subjectowitlany change so we can then directly pass to the
application of process. In this case we seen tleahet only reach the goals but in a very short time
avoiding to make a study which has been done byyriretitutions. The present handbook is then an
assembly of many papers and works on academiciagyisocess. Sometimes we have adapted some
parts to the needs of our department and to thafgpy of our country and students.

However, we think that the present handbook do¢saner all the aspects of the mission but we are
assigned to continuously improve it by our ideas yours.

Dear Advisor:

This Department Academic Advising Handbook has lmeeloped from many works on the subject to

assist you to perform your skills in your role as advisor. It will furnish you useful and pertinent

information to be a good advisor.

This handbook is divided into three sections.

1- The first section contains some research studiegerning academic advising. Included are
definitions of advising, roles and functions of @emic advisors, behavioral objectives, and
limitations of academic advising.

2- Section Two is devoted to collect various listsource materials, and articles that you may use in
advising process. They subdivided into some categfor
" The Advising Process, Responsibilities of the Advj Responsibilities of Advisees, Advisee
Problems, Strategies of Advisement ".
This section should help you to well underdtall your tasks to reach your veritable role as a
faculty advisor and to make you conscious of yogpartance in the total educational goals of the
Faculty.

3- The third section contains information pertainiogttie department of Islamic architecture - Umm
Al-Qura University regulations. Specifically incled is a set of "Advisor Contacts and
Responsibilities," which should be very helpfulytou in directing your term by term advising
activities. It is imperative that you become faanilwith this section.

To be a good advisor we encourage you to readrdsept handbook very carefully, to refer to it nfte
and to always utilize it as you advise your stuseltake your role as an advisor more than a sigeatu
on a registration process form. You can make yduisaes' educational experiences more meaningful
and significant.
Hopefully this report will achieve the benefit contemplated for all. Guidance is sought from
Allah. Wishing you a success in your mission,

Dr. Jameel Alsalafi
Head of Islamic Architecture Department
College of Engineering
and Islamic Architecture
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SECTION ONE
ACADEMIC ADVISEMENT
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ACADEMIC ADVISEMENT
ONE OF THE MAIN RESPONSIBILITIES OF ANY INSTITUTION  OF HIGHER
EDUCATION INVOLVES ACADEMIC ADVISEMENT OF STUDENTS"

1- Introduction:

In most institutions of higher education, facultgmbers are required to assume the role of
academic advisor. Until recently, faculty advisimgd received relatively little or no attention
in the literature or on individual campuses evesugh systems of academic advising involve
of thousands of students, faculty, and paraprajesss. In addition, multiplied millions of
Riyals in both faculty time and physical facilitiese required to support and conduct the
activity known as academic advising. Greater irdeire advising has developed because of the
growing complexity of higher education institutiorisecause of the ever increasing threat of
declining enroliment, and because of the divermsitthe students enrolling in the universities.
Once viewed as a set of scheduling procedures,eatadadvising programs have been
established to assist students in the developniehem human potential.

2- Assumption:

Universal practice in higher education has studegsigned to faculty members in the

disciplines in which the students are majoring. Treguently, however, faculty advisors must

work with students who are undecided about a mdjbe general assumption is that faculty

advisors will be able to guide their advisees talvaach advisee's collegiate goal to be

graduated within the normal span of four or fivademic years.

Academic advising systems utilizing the collegaufgcare based on several assumptions:

a. Faculty members are interested in one-to-onatsins with students.

b. Faculty members are the most appropriate petsapsde students in course selections.

c. Faculty members are knowledgeable enough togtetfentso evolvethrough the maze of
academic requirements.

d. Utilizing faculty members is the most financyakasible way of providing academic
advising.

e. Students want advice from faculty members caiegreach student's specific academic
program .

3- Definitions :

It is obvious from perusing the five basic assuomipreviously stated that faculty members
in the role of academic advisors are essential oompts for any successful academic
advisement program. Perhaps at this point the iqueshould be asked, "What is a faculty
advisor?" Usually it has stated that an advisdtAlsmember of the college staff (usually a
member of the instructional faculty) assigned tsisisa student with academic planning"”
(Definitions of Terms for Admissions and Records).

Labeling the faculty advisor the "University Adviseor the "University

Advisor," or "Academic advisor" the Committee onwviging and Counseling at Department of
Islamic Architecture

The College Advisor is the student's princifedulty advisor or academic advisor. His
prime concern with the student, and the studerntts mm, is the identification of the student's
aims and plans, his interest and abilities, andpthaning of a coherent education that builds
upon the student's interest and allows him pergmeoh and awareness of both his limitations
and his strengths. The adviser does not plan frstbhdent but helps the student to plan for
himself .
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Some important universities among the worldinge the advisor as
academic advocate, the particular educator whoeagi® concern himself with his advisee's
best education.” In the Committee's view, "The Adviis not to be interested merely in
obedience to regulations but is to pursue withdtuglent the education that best serves and
develops that student” . Every student, regardtdsthe type and size of higher education
institution, has occasion to be seen in a coungegtationship by a faculty member, known as
the faculty advisor, specifically qualified to addn decisions concerning academic majors and
courses of study.

The faculty advisor or academic advisor ndedse aware of the general programs of the
institution and, more specifically, the courseshimthis academic division. However many
academic advising committees among the world enipdhdbat "an academic advisor does
more than offer advice on academic program planhititey continue that "an academic
advisor is that representative of an academic ¢i@eat or program to whom a student can
turn for the personal assistance that often accompahe central activity of the university
instruction”. The definition for faculty advisor sdme prestigious Colleges indicate that: every
faculty member and professional administrator.uaes counseling responsibilities for a group
of eight to twelve students. Each advisor is exgbdib deal with academic, career, and
emotional problems, and he has training to qudlify to do so. For example, the faculty
advisor serves as a coordinator of the advisee’satidnal experience. The advisor needs the
ability to help students define and develop realigbals, to perceive their needs accurately,
and to match these needs with appropriate ingitati resources. A caring and trusting
relationship is essential.

It has been stated that the faculty advisandge than an information and traffic- control
officer. The advisor "conveys to the student ageuophy of contemporary education, a rational
base for the consideration of problems, and suggdanhs of action on which he may move".
The faculty advisor is a faculty member who givesiee to the student, usually on matters
directly concerned with course work and acadenog@ams .

4- The faculty advisor or Academic advisor's Role:

The advisor is generally a member of the fgcwtho has been assigned to the role or who
has responded favorably to an invitation to sesvaraadvisor. The role of the faculty advisor
can be defined in the following ways:

a. The advisor will assist the student in effectingrogram of study consonant with the latter's
interests and competencies.

b. The advisor will assist the student in pericglialuation of his academic progress.

c. The advisor will assist the student in initiadpkoration of long range occupational and
professional plans, referring him to sources facsdized assistance.

To facilitate the foregoing role descriptionthe advisor should have considerable
knowledge of the institution's combined educatiooférings, including the total available
classes, extra classes, special topics classespandent study classes, laboratories, clinics,
and field experiences. It is essential for the ftgcadvisor to have a comprehensive knowledge
of the curriculum. In addition, the advisor shoblel familiar with the college campus in its
many structural parts; should recognize the prangalearning climate on campus; and should
have acquired, or be in the process of acquiriniggaate skills for communicating with
various students in authentic, appropriate and mgéan ways.
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has many facets. Advisors must be knowledgeablaipftd-date on matters concerning

a- curriculum; requirements in the student's majas well as general education and
graduation requirements of the university and efdbllege;

b- registration procedures;

c- student personnel services--medical, counsehogsing, placement, social, recreational,
etc.;

d- job market and employment information.

These studies also contend that advisors kmest the mechanics of adding and dropping
classes; changing majors; transferring from onearsity, college, or department to another;
evaluating transfer credit or courses; petitionfag grade changes; interpreting grade point
average computations; and keeping accurate recbesch student's progress.

The advisor's role includes being the student'sle@méc navigator. Since the advisor is the
advisee's primary link to the academic program#hefuniversity, the advisor should be "the
person to whom the student should want to turnseious, considered advice on academic
guestions.” The advisor and advisee are in acyudtib-navigators” because many basic
decisions about an academic program must be madkeebgtudent, utilizing input from the
advisor. The role as academic navigator involvdsriofg suggestions, questions, criticisms,
praise, direction, and any other comments which melp each advisee define and achieve
educational goals .

In addition, it often happens that advisees advisors become so closely acquainted that
the advisor knows advisees intellectually, emotiighand sometimes socially as well. These
are products of a productive, equally shared adhadwisee relationship. Of course, it is not
the advisor's duty to act as pal or psychologioafidant, but at times the advisee may come to
the advisor seeking other kinds of counsel bestespurely academic. The alert advisor
should anticipate such "probes" and be preparegsimond to them.

5- Functions of the Faculty advisors
Faculty advisors are selected to provide eiluta counseling for college students. To be
effective, the advisor must recognize that eacldestti has different abilities, interests,

aspirations, needs, experiences, and problems. eitiadadvising cannot, therefore, be a

mechanical, routine matter. The faculty advisorisngry responsibility is to help individual

advisees plan the program of study that will sptesfllege requirements and at the same time
meet each student's specific needs. To accomplisigoal, the faculty advisor must urge the
student to give ample thought to the matter of atlan; he must direct the student in

examining all significant facets of education whil@king necessary decisions .

Although the functions of the faculty advisor vdoy different students, the general advising

duties are normally as follows:

a. The faculty advisor explains to the studentghegram of general or basic education as it
relates to the first year of college, to the majbithe student, and to preparation for life
pursuits generally.

b. The faculty advisor helps the student examirectiurse offerings in his major, relate these
to other possible majors, and understand the gtaugequirements for the curriculum
leading to an appropriate degree.

c. The faculty advisor helps the student exploeedareer fields for which his major provides
training and obtain related vocational informat&md survey job opportunities.
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counseling the student on his scholastic probletnsirée scheduling, course adjustment,
and academic progress and by making appropricgeratfo other assistance units).

e. The department advisor serves as a " departimend" to the student by demonstrating a
personal interest in him and in his adjustmentdtlege; by serving as a central contact
person in obtaining information that can be usethdlp the student; and by allowing the
student freedom to make his own choices after ftinatations, alternatives, and
consequences involved in a decision are pointed out

The academic advisors assigned to advise studdmtsave undecided about a major or majors

have somewhat different responsibilities. Instehtiadping each student explore the selected

major, the advisor assists the student's investigaif potential majors by :

(i) Referring the student to the counseling cefdepossible vocational testing and guidance
and by;

(i) Referring the student to special activitiesesin interests may be explored and
experiences gained. Once an undecided studentdwscea major, it may be necessary to
transfer him to a academic advisor in his newlynfbmajor department. Some studies on
academic advising subject indicate that in helphegstudent emerge as a better integrated
person, the academic advisor engages in the fallpthiree types of activities:

- Aids the advisee in the selection of a patteradchicational experiences which may
result in better personal integration;

- Assembles, organizes, channels, and centralizegamation, observations, and
reports from every source relative to his advispedgress, needs, abilities, and plans;

- Assists the advisee at regular intervals to nalequate self-evaluation

These studies also suggests that while it is likedy the function of the faculty members
serving as advisors may vary among institutioneges, and departments, their duties may
be similar to the following;

a- the academic adviser explains to the studenpithgram of general or basic education as it
relates to the first year of college, to the majbthe student (if he has expressed interest in
a major), and to preparation for life pursuits gaite.

b- The academic adviser plans with the studenthadide of courses with a consideration of
the over-all term's work. This may be accomplisttedugh a consideration of the offerings
set forth in the various publications of the ingin, by considering the student's strengths
and needs as revealed by a college entrance lgspgrsonal interview, and by judgments
as to his ability contributed by secondary schawigipals and teachers.

c- Theacademi@dviser assists the student in exploring his mfggta. To accomplish this, he will
interpret the various departmental publicationshef university; in addition, he may refer the
student to a special consultant in the field atht® counselors in the vocational guidance office.
Finally, he may recommend particular extra clagsast-time work activities for the student.

d- Likewise, the department advisor assists theléaided" student in exploring a major field.
This is accomplished by referring him to expertséveral fields of specialty, to counselors
in the vocational guidance office, to the bureadesting (if any)for supplementary testing,
and to various extra class activities wherein gdgt may be explored and experiences
gained.

e- The academic advisor serves as a "departmamdfrito the student by demonstrating a
personal interest in him and in his adjustmentdtbege; by serving as a central contact
person in obtaining suggestions, which can be dsddklp the student, from teacher, or
department head; in giving suggestions concernggstudent to teacher, or department
head; and by allowing the student freedom to makeotwn choices after the limitations,
alternatives, and consequences involved in a decaie pointed out.
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6- Limitations of academic advising
Some studies on advising process indicate thattfaadvisors cannot be all thlngs to all
advisees because of the vast differences amongrggidraculty advisors must recognize their
limitations as counselors. Some of the restrictiomzeding the effectiveness of college
advisors are:

1. A advisor cannot make decisions for an advisgehk can be a sympathetic listener and
even offer various possible solutions to the sttisgmoblem.

2. A advisor cannot increase the native abilityaof advisee but he can encourage the
maximum use of the ability that the student has.

3. A faculty advisor cannot reduce the academiengployment load of a floundering advisee,
but he can make recommendations that such adjuttrhemnrmade.

4. A faculty advisor should not criticize a felldaculty member to a student, but he can make
a friendly approach to any teacher if that teachervolved in the student's problem.

5. A faculty advisor should not tell an adviseerai scores on psychological tests, but he can
indicate areas in which the student seems weakrong by discussing gentiles derived
from local norms.

6. A faculty advisor should not betray a studeotsfidence on matters of a personal nature,
but he can seek appropriate professional assistartadping a student with minor personal
or social adjustment problems .

7. A faculty advisor should not attempt to handdseas of emotional disturbances which fall
outside the behavioral pattern of students adjudgagonably normal. When complex
problems arise concerning financial aid, mentalpbysical health, or personal-social
counseling, faculty should refer students to psifegal personnel through the Dean or the
Students Office .

Even though they must recognize their limitatioeagaunselors, faculty members, may have to
add a basic competence in counseling and advisitttetr professional skills. Such
competence may be gained in much the same wayassMills: by learning through study or
instruction or practice. Little skill is gained ek faculty members accept the responsibility,
give attention to its details, and intelligentlygage in doing it.

7- Conclusion Students Benefits:

One of the major emphasis at our college has bemop-to-person education. The University

has advertised and is committed to the concepttigastudent is of utmost importance on the

university campus. This concept magnifies the §icamce of the faculty advisor's role and
functions.

When the faculty member accepts the challenge asdnaes the responsibility of being an

advisor and when other university professional @angl support the faculty member in the

advising role, a number of positive student beseaditcur. Some of these benefits include the
following:

1- The student will know at least one member of taeulty in another than classroom
acquaintanceship.

2- The student will have an opportunity to discugsh a faculty member one area of
occupational or professional specialty.

3- The student will have a "lifeline" to the adnsitnation through his advisor, a member of the
academic community. (In the current era of dissewt press for administrative change, the
faculty member can become a strong ally, a trugtwoadvisor and evaluator of political
action, a teacher of the art and science of caroposnunication.)

4- The student will have a role model close at hdmeé accessibility of an adult who is sought
and admired is a powerful stabilizing force in lifie of the student learner.

10
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SECTION TWO
ADVISING PROCESS
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1- Academic Advising Process:

1. Exploration of Life Goals

2. Exploration of Career/Educational Goals
3. Selection of Educational Program

4. Selection of Courses

5. Scheduling of Classes

2- The Do's of Academic Advising:

1- Appreciate the emotion behind your advisee'si&/¢voice intonation and body language).

2- Constantly try to check your understanding ofatwou hear (not hear what you want to
hear).

3- Do not interrupt your advisee's sentences. lmattéll his story first.

4- Fight off external distractions.

5- Constantly check to see if your advisee wantsamment or respond to what you have
previously said.

6- RELAX - try not to give the impression you waatump right in and talk.

7- Establish good eye contact.

8- Use affirmative head nods and appropriate faoipressions.

9- Avoid nervous or bored gestures.

10- Intermittently respond to your advisee with,"bibh," "yes-s-s," "l see," etc.

11-Ask clarifying or continuing questions (it denstmates to your advisees that you are
involved in what they're saying).

12- Face your advisee squarely. It says that "Vailable to you."

13- Maintain an "open" posture. This is a sign thathelper is open to what the advisee has to
say. It is a non-defensive position.

14- Lean towards the other, another indicationvailability or involvement.

15- Recognize the advisee's non-verbal behavicauripkes are bodily movements, gestures,
facial expressions. Also recognize the para-lingulsehavior. Examples are tone of voice,
inflections, spacing of words, emphases and pads$es.will enable you to respond to the
advisee's total message and not just words.

16- Recognize verbal behavior of the advisee. Badiive listener and listen for feelings and
content behind the words, not just the words. ®ryetcognize if the feeling of the advisee
is anger, happiness, frustration, or irritation & if this conflicts with the words the
advisee uses. This will enable you to respond atelyrand effectively to the advisee in
full perspective.

17- Offer reflections on what the student is feglilhased on the advisor's observations.
Example: "I sense you are kind of tense about"t&islf-disclosure which can support the
student's experience. Example: "l remember howausrt was the first time | went in to
see an advisor."

18- Offer reflections on what the student is saylgample: "I hear you saying that you aren't
completely sure this is the right major for you."

19- Indirect leads allow the student to choosedihection of the discussion. Example: "What
would you like to talk about today?"

20- Direct leads help the student to further ex@lkrspecific area. Example: "Can you tell me
more about your thoughts on changing your major?"

21- Focusing helps the student zoom in on a pdatiagsue after many issues have been
presented. Example: "We're talking about a lothaids here, which one is most important
for you to work on now?"

22- Asking questions using "what" or "how" can h#ip student give more than "yes," "no,"
"because,” or "l don't know" answers. Example: "Wita you like about this major and
what don't you like"?

12
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3- The Don'ts of Academic Advising:
1. TALKING. You can't listen while you are talking.

2. NOT EMPATHIZING WITH THE OTHER PERSON. Try to put yourself in his place
so that you can see what he is trying to get at.

3. NOT ASKING QUESTIONS. When you don't understand, when you need further
clarification, when you want him to like you, whgou want to show that you are listening.
But don't ask questions that will embarrass hirehmw him up.

4. GIVING UP TOO SOON. Don't interrupt the other person; give him times&y what he
has to say.

5. NOT CONCENTRATING ON WHAT HE IS SAYING. Actively focus your attention on
his words, ideas, and feelings related to the stibje

6. NOT LOOKING AT THE OTHER PERSON. His face, mouth, eyes, hands, will all help
him to communicate with you. They will help you centrate, too. Make him feel that you
are listening.

. SMILING AND GRUNTING INAPPROPRIATELY. Don't overdo it.

. SHOWING YOUR EMOTIONS. Try to push your worries, your fears, your problems
outside the meeting room. They may prevent you fiistaning well.

9. NOT CONTROLLING YOUR ANGER. Try not to get angry at what he is saying; your
anger may prevent you from understanding his wordseaning.

o

10. USING DISTRACTIONS. Put down any papers, pencils, etc. you may havgour
hands; they may distract your attention.

11. MISSING THE MAIN POINTS. Concentrate on the main ideas and not the illugéat
material; examples, stories, statistics, etc. m@ortant but are usually not the main points.
Examine them only to see if they prove, support@efthe the main ideas.

12. REACTING TO THE PERSON. Don't let your reactions to the person influenceryo
interpretation of what he says. His ideas may lmelgaven if you don't like him as a person
or the way he looks.

13. NOT SHARING RESPONSIBILITY FOR COMMUNICATION. Only part of the
responsibility rests with the speaker; you as iterher

14. ARGUING MENTALLY. When you are trying to understand the other pergois, a
handicap to argue with him mentally as he is spgpkThis sets up a barrier between you
and the speaker.

15. NOT USING THE DIFFERENCE IN RATE. You can listen faster than he can talk. Use
this rate difference to your advantage by tryingty on the right track, anticipating what
he is going to say, thinking back over what he $&id, evaluating his development, etc.
Rate difference: Speech rate is about 100 to 150 words per minute; think rate is about 250
to 500 words per minute.

16. NOT LISTENING FOR WHAT IS NOT SAID. Sometimes you can learn just as much
by determining what the other person leaves ouavaids in his talking as you can be
listening to what he says.

13
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17. NOT LISTENING TO HOW SOMETHING IS SAID. We frequently concentrate so
hard on what is said that we miss the importanch@femotional reactions and attitudes
related to what is said. A person's attitude andtemal reactions may be more important
than what he says in so many words.

18. ANTAGONIZING THE SPEAKER. You may cause the other person to conceal his
ideas, emotions, and attitudes by antagonizingihimny of a number of ways: Arguing,
criticizing, taking notes, not taking notes, askfugestions, not asking questions, etc. Try
to judge and be aware of the effect you are haemghe other person. Adapt to him. Ask
for feedback on your behavior.

19. NOT LISTENING FOR THE STUDENT'S PERSONALITY. One of the best ways to
find out information about a person is to listenhim talk. As he talks, you can begin to
find out what he likes and dislikes, what his matiens are, what his value system is, what
he thinks about everything and anything that mékesstick.

20. JUMPING TO ASSUMPTIONS. They can get you into trouble in trying to undensta
the other person. Don't assume that he uses wortleeisame way you do; that he didn't
say what he meant; that he is avoiding looking iyothe eyes because he is telling a lie;
that he is trying to embarrass you by looking youhe eye; that he is distorting the truth
because what he says doesn't agree with what yok; tinat he is lying because he has
interpreted the facts differently from you; that iseunethical because he is trying to win
you over to his point of view; that he is angry d&ese he is enthusiastic in presenting his
views. Assumptions like these may turn out to le,tbut more often they just get in the
way of your understanding.

21. CLASSIFYING THE SPEAKER. It has some value, but beware. Too frequently we
classify a person as one type of person and thetotfit everything he says into what
makes sense coming from that type of person. Ha Bad student. Therefore, our
perceptions of what he says or means are all shbgeghether we like or dislike bad
students. At times it helps us to understand petplknow their position, their social
conditions, their jobs, etc., but people have thé bf being unpredictable and not fitting
into their classifications.

22. MAKING HASTY JUDGMENTS. Wait until all the facts are in before making any
judgments.

23. DO NOT ALLOW YOUR OWEN PREJUDICE TO AFFECT YOUR REAL
JUDGMENT. Be conscious of your own feelings towards the speathe subject, the
opportunity, etc.. and take them in account ofehl@gjudgments

24. DO NOT TRY TO LISTEN AND ANLYSE AT THE SAME TIM E. Frequently it is
difficult to sort out good and faulty reasoning whgu are listening. Nevertheless, it is so
important to a job that a listener should lend p\edfort to learn to spot faulty reasoning
when he hears it.

25. NOT EVALUATING FACTS AND EVIDENCE. As you listen, try to identify not only
the significance of the facts and evidence, bud #isir relatedness to the argument.
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4- Strategies of Advisement :
Emphasized below are basic strategies of advisenseat to assist in individual student
development. Please review them carefully.

A. Try to know about so many aspects as possible thfe advisee

Getting to know the advisees outside the fditynaf the office when possible, and not only
during class scheduling or unusual circumstancasbe extremely valuable. Knowing the
academic abilities and background of the adviseeals® important. Having good
documentation (the advising folder) such as highoet courses with grades, rank in
graduating class, ACT or SAT scores, transfer asuend grades from other universities,
and present academic status is essential whensagges student's ability and future
direction.

B. Explore the objectives, interests, and motivatias of the advisee.
The advisee's actual certainty of future dinjes and goals is difficult to ascertain. When
the advisor has some knowledge of the advisee'sacademic background -- such as
home influence, hobbies, and friends -- a moreaigin type of advisement is possible.

C. Develop rapport with advisees.
If the student knows the advisor as a profesdi person who has a genuine interest in
students, the advisement process becomes much leoeficial for both advisor and
advisee. The student should be encouraged to beemueainted with other faculty
members in the department, for multiple contacts ba useful to the student who is
attempting to assess his personal goals.

D. Become continuously informed on all university uwles, policies,

regulations, and procedures that affect academic pgrams and activity.
Every advisor must be well informed regardaugrent academic policies and procedures
for these are the foundations on which all advisgne&orts will be built. Review of prior
policies and study of new policy changes should begular activity of each advisor before
beginning each registration period.

Familiarity with courses generally taken byiades, the characteristics of teachers of the
courses, and how the courses have been appraisquridoy students can make the
advisement process smoother and more successfigeStions for student involvement in
campus activities is often the key to retentiosghool.

E. Analyze and evaluate student motivation.

Enhancing a student's motivation by capitalizinggood academic planning can be a very
helpful strategy. While lack of motivation is geakly recognized as the most common
cause of poor academic performance, no clear cuhade to help a student achieve
maximum motivation have been developed. Suggestaigies might include:

1. Matching courses early in the program to thdesttis academic strengths, interests, and

background.

2. Helping the student, when possible, have a @mbuild on success rather than failure.
3. Challenging capable students to continue ttifairte toward academic excellence.

4. Explaining the rewards of a strong academic qanmogand associated good grades.

15



Academic Advising - Department of | slamic Architecture College of Engineering
and Idamic Architecture - Umm Al-Qura University

F. Be aware of the limitations of your responsibily and skills in the

advisement process.

Obviously, an advisor cannot make decisions foadwisee, but can be a sympathetic listener
and offer various alternatives for the advisee'ssmeration. Advisors cannot increase the
ability of a student, but can encourage the maxinuse of that ability. While advisors cannot
change some aspects of class schedules or emplojoaels, the students can be referred to
the proper offices for such adjustments when delgra

G. Make a meticulous study to determine the level andhe fields of advisement

appropriate for your own comfort and training .

Generally, advisors should not attempt to persgnadindle complex problems concerning

financial aid, mental or physical health, persaradocial counseling. When these situations do
arise, the faculty advisor should refer studentsgpriofessional personnel who are specially
trained and knowledgeable about dealing with suoblpms.

5- Responsibilities of the Advisor:

a. Helps Student to Define and Develop Realistial&o

b. Identifies the Student’s Special Needs

c. Matches Student to Available Resources

d. Assists Student to Plan Program Consistent Alilities and Interests
e. Monitors Progress Toward Educational/Career $50al

f. Discusses Linkage Between Academic Preparationveorld-of-Work

What is the a student ? :

A STUDENT is the most important person in any educationditutsn.

A STUDENT is not dependent on us. We are dependent on him.

A STUDENT is not an interruption of our work. He is the pusp®f it.

A STUDENT does us a favor when he enrolls. We are not damgahfavor by serving him.

A STUDENT is a part of our work--not an outsider.

A STUDENT is not just a statistic. He is a flesh and bloothhno being with feelings and
emotions like us.

A STUDENT is a person who comes to us with his needs or whnssour job to fill them.

A STUDENT is deserving of the most courteous and attentaegnnent we can give him.

A STUDENT is the life blood of this and every other educadianstitution.
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First section: Principle of the academic advising proces;; |

1- Introduction:

The unit orientation can be seen as one of the mgsbrtant units that were formed at the
department of Islamic Architecture at the Facuft{£ngineering to help students to well define
their goals and take the appropriate decisionsrefbee, it aims to simplify administrative
procedures and to provide the best services toestadaccording to the global quality
standards sought by the college. To make its palvadtion a suitable and adequate spaces
have been allocated to the unit and appointed Quadified personnel to serve as academic
advisors. to get this goal the unit has developadl defined guidelines and mechanisms to
provide effective support necessary for studentsujhout their academic career and get their
graduations it on time.

To strengthen an independent self-confidence, he m@are than vital to support the student
through an advisor from among its teachers who alsald advise a group of students, and to
be at their listening and responding to their nieedhelp in order to fulfill the requirements for
a bachelor's degree and meet the requirementsufoess in the curriculum and cultivate in
them the skills necessary for good training. Hed aldo be responsible to advise and assist in
solving problems they may encounter.

2- Vision:

The academic advising unit must be an outstandidgaaleader guidance and advising unit of
the students in the College and provides them ademmic counseling and guidance process
and creating an adequate and interactive advisimgyament between the student and the
college in particular and between the student &eduniversity in general. The unit has to

bring responses to the academic needs of the dtbegmning at the registration stage until

his graduation in view to reach the peak of crégtand scientific excellence.

3- Mission:

The primary mission of the unit is to provide thedent with a set of recommendations,
scientific assistance and both social and behadwoi@ntation. Among other missions, it has to
guide them to develop their personality, their pssional interests and creative abilities. To
get there, she worked on finding the best way adajce and direction to bring the student to
excellence. It accompanies students to face vaddfisulties that may impede their scientific
progress. It will guide the student through a jumlis exploration to increase his awareness of
his true ways to overcome academic and persondilgms. It will work to increase the
scientific and intellectual potential of the stutémreach in the future a successful career by
developing their academic and social potential

4- The Academic Advising Unit Goals:

The academic advising unit aims to give studenwcado solve the difficulties linked to their
academic life and to help them clearly identify amdlerstand their problems and to help them
to ensure their solution. This will bring the atyilto provide to the civil society a set of
generations of young graduates with good scierkifiowledge and good decision makers and
effective managers .This will be done through tlk¥ing objectives

1- Provide academic support to students and ghigla in the choice of teaching units during
their university studies to get their degrees iimeely manner and help them overcome
their academic potential and human problems.

2- Provide students with the necessary informatioeverything related to the faculty, the
university and all programs of various universityicses and programs as well provided for
excellence and for failed students and an overakthe different resources used by the
institution in that direction.
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3- Accurately determine and resolve problems tiaddr the ability of the student to
assimilate scientific knowledge and good interactiath the demands of their university
life.

4- Providing all means of support for studentsrmreasing their awareness of their academic
responsibilities and encourage them to make mdoet &h solving their academic and
personal problems that prevent the achievemeritedf €ducational goals .

5- Provide students with various academic skilt thcrease their knowledge to achieve
higher rates.

6- Discuss with the students their scientific ambs and develop their scientific and academic
compatibility to reach the highest possible level.

7- Help students overcome academic and personbligms .
8- Motivate the student to provide his best aleditand talents with a highest quality .

9- Increase students' awareness of the importarmetinal use of resources and important
equipment available in the college.

10- Define the instructions ,the programs and tiesrneeded to facilitate the academic
advising process.

11-Develop a coordination mechanism between thieamal the departments of the college and
their different committees to ensure the existesfamn integrated academic advising
concept.

12- Follow developments in the rules and regulaiemanating from the Deans and the
competent departments and relevant with the acadaavising in the University and
inform the advisors and student by any news thraugtikshops .

13- Introduce internet in the academic advisingpss .

14- Activating the academic status by the creadiimomepage of the advisor which can link
him directly with his students and serves to ensupeoper monitoring ( through a
commitment to the academic schedule , marks trgntscrstudy plans , university rules
and regulations ) .

5- Mechanisms to be implemented to realize the objectives of

the unit:
To achieve the above objectives the administrattivard of the unit and its director have
defined necessary measures to achieve the objecte@ded. In particular, they decided to

1- For the registration action of the students,nemn all the study plans through an effective
information system in collaboration with the centieformation Technology of the
university such that any student cannot enroll mdales other than those contained in its
curriculum and so we can minimize errors usuallynided during the manual data entry.
This action while increasing the speed of the dpmra relating to the academic status of
student and avoid the negative aspects of admatigrroutine and reduce the workload of
both the advisor, the admissions department anB¢a@ of admission and registration.

2- Advance the bi annual enrollment period in oftderelieve the pressure on the intake unit of
admission and registration and then allow a judisiohoice of study plane by the student
fact that would surely be an effective index ofealrevaluation of the different programs
course .
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3- Create a program taking into account duringréggstration procedure, the weakness of the
cumulative average of the student and letting hinpbation.

4- Create for each advisor an advising homepagetidirectly and on line, the advisor to his
students under his charge in the advising actiorreach a effective monitoring, the adviser
should have:

- The commitment of the each student to implemsrdéghool calendar

- the marks transcript of the student to propetgntify his state academic

- All the different programs and any data relatethe modules and courses,
- the different texts, laws and rules of the unsitgr

5- Use all advertising media available in the Gyédl@s billboards to remind students of the
major events (registration, adding, deleting intalforms, departure to another institution,
etc ...

6 - The organization and implementation of programd competitions that can help
encourage students and motivate them to increasgestills and their performance levels.
Creating incentive prizes for outstanding studémtbe different departments of the
Faculty

7 - Constant interaction with faculty members tlgiothe organization of workshops and
awareness programs that address a variety of topiogerest to students and aims to raise
awareness and provide information that help prdtesanh from falling into the difficulties
and obstacles.

8 - Educating students about the importance ofywamtl its role in helping to advance the best
way in their studies, and encourage them to usartitdo seek all necessary assistance to
them would solve the difficulties they may encounte

9 - Providing continuous service on consulting &rading to students to educate them on the
importance of academic difficulties they may endeuand skills to raise their level of
education in keeping with their personalities.

10 - Design brochures, posters and pamphlets oadtien of the academic orientation and
make available to all employees of all studentsfandlty members who are primarily
focus on:

- Calendar for early registration.

- Editing a university rules and regulations harabo
- Editing a calendar of the Academic Assessment.
- Editing an academic advising Unit handbook.

- Advising handbook.

- Advice and instructions for new students.

11 - Encourage research on issues related to eolueatd to adapt to the student 's academic
and continuous improvement of the contribution mémtation and activities of the unit
school counselor.

12 - Coordination with the unit the student for pemtion in managing data on students or
other debilitating issue of college student omnteraction with the academic community
report .

13 - Coordination with the admission and registragervices for data of university students
and registration issues and support with regasdudents with special education needs and
requires a solution adequate academic and in strairdance with the framework of the
rules and regulations of the university.
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6- How to request the intervention of the unit:
1 - Contact directly the academic advising unitoocome to his headquarters to discuss the aid
provided .
2 - Fill out some forms needed to open a persoleabf the student before being placed in the
care of a consultant.
3 - Attend a preliminary interview as a first casttavith the school board to establish an action
plan and target real needs and procedures thaldsheuollowed in the advising process.
a - Each student has the right to obtain all ses/mrovided by the unit.
b - Treatment records and related information fodents is in all confidentiality is within
the requirements of the situation.
c - Every student has the right to know all thecptures to provide guidance services he
understood that the unit expects full cooperatippioviding relevant information that
the service requires .

Academic advising unit

The Location of Academic advising unit
at the campus of Abdeiah - Makkah
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7- The terms most commonly used in the action of the academic

advising:

The term

The explanation

The academic year

Consists of two semesters to which may be addbacagemester ir
which students are not required to register, afidatctghe (summer
semester)

Academic term

Period of time not less than fifteen weeks duririgoly the module
is programmed, not including the registration andlfevaluation
periods.

The summer term

Period of time not exceeding eight weeks, not idiclg the
registration and the final evaluation periods. Weekly workload is
doubled for each course.

The identification
Number

Number indicating the academic year, the semest@mngiwhich the
student began his studies in addition, the seuallver assigned
during initial registration to the student and ¢ineen semester

The module program

field study of a given in accordance with the stpthn approved in
each discipline (program) level. A number, a codg @ name are
assigned to each module and a detailed descriptitve vocabulary
used which differ in terms of content and levehirthe other
modules. Un special file dedicated to him and tgithe
department concerned for the purpose of monitoemgluation and
development. , Some modules may have one or merequisites

Academic student
booklet

booklet showing the different courses taken bystinelent and the
order of the curriculum including grades and curtivéaaverages
acquired as well as cumulative term average.

The university
requirements

A set of course modules decided by the universityd taught to all
students in line with its global education strategy

The College
requirements

A set of course modules decided by the Collegesttabght to all
students each according to his specialization iid laubase of
culture and knowledge

The specialization
requirements

A set of course modules belonging to a given faettbng the fields
both scientific knowledge and human and which amtspof the
specialization of the student.

The academic level

it indicates the level of the program of the stsdiad the number of
levels required for graduation is eight levels arej in accordance
with the program plans approved program plans

The teaching unit

The weekly lecture that cannot less than 50 minortelse practical
or in industrial environment course and that carfeoliess 100
minutes.

Announce of the
registration

Is an notice delivered to the student directlyrattte registration
indicating the units for which the student has midderegistration.

The academic
advisor

Is an academic staff member choose by the acaddspartment in
the college the advise and guide the student inetistration
process in each term and he must follows the evolaf the
advisee studies until his graduation.
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Deleting and adding

It is the action to delete, to add, to change duticn or the dates of
given course. This action can be made only dutheditst week of
every the given term

Marks of
intermediate
assessments

The marks attributed to the student during a temite
examinations, quizzes, research, presentation mnddaivity with a
direct relation with the course program.

Final assessment

An examination on a course taking place only onndbeaend of a
term.

Final marks

Is the sum of the marks of the student obtainedhi®final and
midterm examinations for a given course. at theadritle term. This
average is calculated on one hundred.

Average

Is the average on one hundred of the sum of th&swdrthe student
obtained for his final and midterm examinationsdagiven course.
This average can be represented by letters (A+,B,F).

Mention not
accomplished

Mention written in the academic student’s file &ty course for
which the student has not accomplished the reqeinésrin imparted
time. The mention on the student file will be iratied by NA

Mention continuous

Mention written temporary in the academic studefilisfor any
course that cannot be accomplished in one termnidrgion on the
student file will be indicated by C.

Semester average

Is the quotient of the sum of all the marks obtdibg the student by
the sum of all the credit hours of the studied sesrduring a given
term.

Cumulative average

Is the quotient of the sum of all the marks obtdibg the student by
the sum of all the credit hours of the studied sesrduring the
accomplished studies.

General average

Description of the level reached by the studeninduinis studies in
the university.

Minimal workload

The minimal number of credit hours for which thed&nt must
register in accordance with his Cumulative averaggthe university

council decisions.

8- The organizational structure of the unit :
The administrative council of the unit consistsitsf director, the teaching staff and their
assistants which represent all the college’s acadetapartments. The council takes its

meetings at the request of the director of the omé at the beginning of each academic year to
determine the strategy to be followed and allodasks to different advisors, during the
academic year; two or more times to investigatevises provided to students in this
framework and approve and take the necessary desisin the issues that remain unresolved

a

and one meeting at the end of the academic yeanatyze the realized actions and future
actions to be taken. A report will be submitteddpprobation to the Dean of the College.
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9-Prerogatives of the Board of the unit:
The administrative council of the unit is an autmroas authority in terms of managing its own

affairs, it develops policies and strategies emaghli to achieve the objectives of the unit on the
basis of regulations and rules and its prerogatwves

1- The adoption of internal rules to regulate thactioning of the unit and determine its
specialization and which are not in accordance vwiuittonsistent with the provisions
regulating the action of orientation at the uniitgrs

2- Provide educational and advising informatiosticdents and increase their awareness of the
mission of the university, its objectives and regioins.

- Identify problems and personal obstacles ofdtiuelent which prevent him to achieve his
objectives and work to change negative attitudesatds university and cultivate in them
more positive thoughts.

4- Diagnosing weak points observed in the basitsskiat impede student success.

10- The concept of the advising action :

- The action orientation is the cornerstone prinmadrah the university education system and
consists to bring an objective answer to solve lthéhsocial, economic and human issues
related to the philosophical perception of educatim addition it consists to providing a
response to the needs of the student to commumgtiténigher education and is a necessary
factor to achieve the requirements in the operaifdmuman innovation and excellence .

- The academic advising process revolves arounténside; the institution and in the second ;
the student and is enhanced by providing the advisoughout all the academic year. This
process will find a real impact once all parts ineo are aware of its importance to
consciously academic orientation and understanaliradj parts of the importance of advising
process : To guide the student in the most apmteprvay to choose the best means to
achieve the desired success and adapt to the emerd of the university. This is achieved
by providing students with diverse academic skilhel discuss scientific ambitions , also it
includes the training of students on regulationd Ews of the university, and a variety of
consulting services.

- One of the goals of the Academic Advising is tm@ify and facilitate the administrative
procedures in order to provide the best servicdsaaness to them in record time, according
to a comprehensive of the quality standards solgtihe college in light of the increase in
the means of the investing in educational projecttellectual and scientific research.
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Second section: Philosophy of the Academic Advising : ]

The philosophy of academic guidance is based oialseconomic, cultural , humanitarian and
cognitive aspects to achieve some of the charatitayiassociated as flexibility , adaptability
and decision and solve the individual needs to renthe success of the educational process
and achieve the best scientific output of studdmtshelping them to choose the best
alternatives in each semester according to they gtlaoh, their academic capacities, their social
conditions and personal circumstances .

Academic Advising axes :
The principal axes of Academic Advising are:

1 - The student :

A student is considered the center of the acad@macess . In absence of an organized
academic guidance, the student will be submittethéoresponsibility to be familiar with
systems and regulations of the university immediagter his registration to the
university. As a result of individual differencesiang students on knowledge of the rules
and regulations some students arrive to know théss and adapt themselves to them. In
the other hand many students unaware of many afeteles and regulations , which
signed them in many academic problems as the weakufetheir average, repetition and
finally to their exclusion, etc... problems which ethe responsibility of the Ignorance of
systems and the lack of effectiveness of the acedadvising .

2 - The educational institution :
Constituted by:

» the academic advisor :
The role of the academic advisor ( faculty memla@d their assistants ) is to help student to
make good decisions that will help him to effediyv@&uccess in his academic career.

» Admission and Registration Deanship :
The role of the admission and registration deanship insure the registration of the student
to the courses in accordance with the opinion efdbademic advisor on signature on the
registration forms and follow-up monitoring studgnades and academic record as well as
the application of the rules and regulations ofuhe&versity and the college according to the
specialty of the student.

* College:
It is the entity which defines the course prograims every specialty and appoint the
academic advisor for every student. The impact h&f tenew and the change on the
university rules and regulations. It happens tlmhetimes the change on the rules and
regulations in the university affects negativelye thfficiency and the regularity of the
student.

* Programs Academic Advising :

The programs in academic advising process domsifllows:

* Orientation programs for new students to bringhtem the necessary information on the
academic system, mainly , examination and achidwe rtecessary adjustment with
university study and inform them on their rightsl aluties.

e Qutreach programs to help students with specedds , during their studies in the
university , to realize the highest level of acadeathievement, according to which their
abilities permit, and study their problems and kesthem

» Guidance programs for the student in failuredsist them in overcoming the missteps and
achieve the desired success , and help them overtterobstacles and to face problems.

25



Academic Advising - Department of | slamic Architecture College of Engineering
and Idamic Architecture - Umm Al-Qura University

» Guidance programs for outstanding students tp thelm to continue to excel, encouraging
them and motivating the other students .

» Guidance programs for applicants to universitg aelp them to surmount what they can
meet as obstacles..

» Guidance programs organized for all the studentselp them to improve their grades and
academic achievement.

All the programs will be implemented through #reademic, where the unit will define an
operational plan in accordance with the general pfahe advising process in the university.
The unit performs any improvement and its impleragonh after drawn by the deanship. The
different reports will be necessary to built a gah@and effective plan to reach a high level
and the international standards.

Third section: Skills of the Academic Advising:

The successful advisor is the person who can @fedgtcommunicate with his students, who

is able to determine exactly their needs, whotenéive and listens to them. He don’t attack

them or make fun of them , but must work with themal associates them in the planning of

their studies. In this process he will fruit thekills and their abilities . Then they will be able

to treat their obstacles by their own person. Ftloese remarks, we can identify some of the

skills that the advisor should have in order totabate to achieving the goals set for them.

The most important of these skills are :

— leader’s skills :
Represented in the foundation of positive relatgps with the students to have an impact
on them and help them achieve their goals.

- Cultivate the sympathy :
To share feelings and emotions of the studentsttenstand them better allows weave a
good relation with the academic advisor and so &@ra success of the process of advice
and guidance.

- planning skills :
The ability of the advisor to help students segealistic goals , and to transform them into
achievable actions and help them to choose theopppte specialization to achieve the
objectives related to their future career, and tiegm in the preparation of a plan to raise
their cumulative average.

- regulation skills:
It means the ability of the advisor to organize alleising tasks and arrange them to insure
their success and efficiency. The action consistdilong the students , the registration
tasks, deletions and other acts of academic advisor

- listening skill :
It is important to be a good listener, to recogrtize students opinions, their ideas , and
suggestions and the problems they face. Thesad#tiénhances their self-confidence and
strengthens the relationship between them and #hitsor and can therefore lend a
helping to them.

- the skill of making decisions and solving probleist
These skills are necessary to any academic adwisen he listens to the views of students
and dialoguing with them to identify the problerhsyt face. They learn how to identify the
problem and to develop hypotheses to solve themsanae helps them to make the right
decisions necessary to resolve their problems.
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- Skill collective guidance :
This skill specializes by treating a group of studeimplied for a given question, for
example the ignorance of rules, weak-performanesg@eeism, low cumulative average...
This practice allows to treat a whole collectivel @llows a saving of time by reaching the
expected goals.

- Skill management and investment of time :
This important skill includes scheduling and cooatfion of the advisor tasks and
determine the timetable for all the action of tkeisor, which includes registration dates ,
deletions and additions, scheduling and organiaffige hours.

The functions of the academic advising unit director for the
College:

The functions of the academic advising unit directcthe College are as follows:

1 - General supervision of academic advisors aloWweup the cases that are meted in the
advising process,

2 - Reception of new students and their welcomimghe first day of their studies and initiate
them to the university system and the universityiremment.

3 - Distribution of students equitably by speciatian among faculty advisor members,

4 - reception of cases sent to him by the diffeeghvisors and solving their problems or filed
these cases to the Vice Dean of Academic AffaithemDean of the college

The functions of the academic advisor for the student:
The functions of the academic advisor for the sttids follows:

1 - Preparation of the student's file :

The academic advisor have to prepare a file&wh of the students which are assigned to

him for advising. The file will be made as:

a - student’s data .

b - A list of the courses that lead to the studagtaduation ( from the department )

Cc - Registration forms or notice of acceptance.

d - A modern version of the academic records (stept ).

e- Other administrative documents that arise , r@ecg to academic movements ( any
necessary form, the deletion and or adding dea@sjon

f- To direct the student to the person or the serwhich is able to respond to his inquiries
and to treat with him the following topics :

» Courses registration process:

The academic advisor studies the student's fiésispecialty and fill the registration
form for each student before the date of registnati

o Course choose:

To advisor can use of a list of the major cesrduring the help of the student to
choose his courses for each term. He will be stitieeofollowing:

o The student must success with the mention at (Bakin all required courses and
prerequisites to each course, since it will naivalthe student to register the course
where he did not succeed in one or more of itseprasites.

o know the minimum and maximum number of creditrisauhich allows the student
to register to them ( academic load for a student )

2 - scheduling:
The advisor must be sure that the student knowsrtteeand place of his different lectures and
that there is no conflicts in the student's acadestinedule.
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3 - Explain graduation requirements : S
The student must successfully pass ( 165 ) creditdifor a bachelor's degree dlstrlbuted
as follows :

- The completion of the mandatory requirementsefuniversity .

- Completion of the college requirements of compryisand optional .

- Completion of the requirements of the compulsaorg optional specialization .

- Completion of the free choice courses.

- The completion of all required courses with aiske?,0 as a cumulative average.

The academic advisor must assist the student iprdparation of his timetable and plan to
complete graduation requirements , in the requirad ; no more than the maximum
number of years allowed.

4 — Explanation of the notions oOfalculating the Average Cumulative:
The GPA semester average is calculated as follows:
The following table shows the grand total of poiffisr all semesters that have been
studied) .The grand total of credit hours (for s#imesters that have been studied).The
cumulative average is calculated according to ¢thlewing equation:

Grand Total of Point

GPA = Grand Total of Credit hours

5 - scores and appreciation for each course :
The courses are assessed within the framework eolUthiversity’s regulations: (students
must attain 60% in mid-term exams and other a@wiand 40% in the final exam).

Indirect assessment, through surveys and interyimwgxample, asks students to reflect on
their own learning in the classroom and the studio.

The assessment outcomes noted above are discusseldtail using the following
specifications:

 Course syllabi.

» Course report samples for each of the courseghtat DIA Department.

Students are required to achieve a minimum Grad# Roerage (GPA) of 1.0 at each level
in each course (out of a possible 4.0); if they fail to achieve this level, they do not pass and
must retake the course. The GPA is determined \agidg the total number of points from
all the courses the student has attended by théeuof units in the student’s schedule.
Further to evaluate students’ learning and expeegnthe Department gather data by
conducting a course evaluation survey, alumni signand a student experience survey. A
student's GPA is determined by dividing the cunivgapoint value of all courses attempted
by the number of units in the student's semesteedide. The cumulative grade point
average is translated in.
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automatically by the system. To know how to caltikhe averages, you should follow the
following steps: Calculating the Semester Averajee GPA is calculated considering the
following points:

. Knowing the number of hours of the courses.

. Knowing the mark obtained in each course.

. Knowing the corresponding grade of each mark.

. Knowing the value of each grade.

5. Knowing the points = number of hours of the couwrsalue of the grade.

6. Determining the total points obtained in all cosrseéthe semester.

7. Determining the total number of hours registerethensemester.

8. The average is calculated every semester accotalitng following equation:

A OWODNPRF

The percentage of marks, grade and value obtapduelstudent in each course, which is used
to calculate the points:

Grade Letter Grade Description Mark L Points
A+ Excellent -- High 05% < 1 =< 1D0% 4.00
A Excellent 90% < m < 95% 3.75
B+ Very Good -- High 85% < m < 90% 3.50
B Very Good 80% < m < B5% 3.00
C+ Good -- High 6% < m < 80% 2.50
C Good T0% < m < 75% 2.00
D+ Pass -- High 65% < #m < T0% 1.50
D Pass A < m < 65% 1.00
F Fail < B0% 0.00
IP In Progress -
IC Incomplete --
DE Debarred 0.00
NP No Grade -- Pass --
NF No Grade -- Fail -
w Withdrawn --
WP Withdraw with Pass -
WF Withdrawn with Fail 0.00

The general appreciation of the cumulative ragraduation based on cumulative average as

follows:

Excellent:  The accumulative average is between 3.5 - 4

Very Good: The accumulative average is between 2.75 — less3lad#4.
Good: The accumulative average is between 1.75 — less2Aid/4
Satisfactory: The accumulative average is between 1.0 — lesslti&4.
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An example of how to calculate the grades above:

Calculating the grade:

First Semester

Course Cr Hrs % Grade GPA (/4) ‘F{“?"'W
oints
2 85 B+ 3.50 7
3 70 C 2.00 6
3 92 A 3.75 11.25
4 80 B 3.00 12
TOTAL 12 36.25
CPA — Grand Total of Point _ 3625 302
" Grand Total o [ Credit hours 12
Second Semester
Course Cr Hrs % Grade GPA (/4) ngllty
Points
2 96 A+ 4 8
3 83 B 3 9
4 71 C 2 8
3 81 B 3 9
TOTAL 12 34
Second Semester GPA=
Grand Total of Point 34
GPA = =—=2.383
Grand Total of Credit hours 12

To calculate the average cumulative:

Total of Point
GPA =

7025

Total hours o f semesters - 24
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Fourth Section: Registration Procedure

Students follow the academic levels system, whimimmrises a minimum of eight academic
levels. The duration of each academic level equaks regular semester, where the student
gradually progresses from one academic level tdha&nan accordance with the approved
promotion rules. Students are responsible for kngvand following the academic rules and
regulations including the requirements for gradwatiAcademic advisors assist students in
planning their academic programs, but their acadeadvising activities do not relieve
students of this responsibility. Therefore everydsnht should be thoroughly familiar with all
the academic regulations and the degree confeysaéra and remain informed about them
throughout his career at the University. A studeraty seek the assistance of his academic
advisor or the department chairman in this respect.

The department assigns an academic advisor (atfyacw@mber of the department) to each
student to assist him in matters relating to hadamic progress such as:

Course Load
Course Load

A course load is defined as the number of creditrhdor which a student is registered in a
regular semester or a summer session. There atisabin the course load are:

The Minimum and Maximum Course Load Limit in a Regular Semester:

The minimum course load limit is 12 credit hoursidg a regular semester, provided that the
total number of credit hours registered by a studeany two consecutive semesters is not less
than 28. This condition is relaxed in the last ssierebefore graduation. The maximum course
load is 19 credit hours. However, a student is g&echto register for 21 credit hours with the
approval of his department chairman, if the studeag maintained a minimum cumulative
GPA of 3.00 out of 4.00 in all work undertaken dgrthe preceding terms in which he earned
his last 28 credit hours.

Minimum and Maximum Course Load in a Summer Session
The minimum course load in a summer session isditchour and the maximum is 8 credit
hours.

Minimum & Maximum Course Load for a Student on Academic Warning or Probation:
The minimum course load in such cage$2 credit hours; the maximum is 13 credit hours in
each regular semester and 7 credit hours in a suisgssion.

Minimum & Maximum Course Load for a Student in his Last Term before Graduation:

The minimum course load at this level is 1 creditithand the maximum is 20 credit hours
during a regular semester and 9 in the summerasegsiovided the student’s cumulative GPA
of all work undertaken during the preceding term#/hich he earned his last 28 credit hours is
not less than 2.00 out of 4.00.

Early Registration

Early Registration is required for all college-legtudents (undergraduate as well as graduate)
who intend to continue their studies during thdofwing term(s). Early Registration is done
through the Web on the pre-announced dates.
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Since this activity provides a basis for finaliziogurses to be offered, number of sections to be
opened for each course, schedule of classes, manpeguirements, etc. for the term that
follows, it is mandatory for every student to regisearly. Academic departments are therefore
advised to ask their faculty members to stressirtiy@ortance of Early Registration to the
students enrolled in their classes.

Early Registration for spring semester is held myithe 11th week of the fall semester, and
Early Registration for summer session and the wafig fall semester is held during the 11th
week of the spring semester.

Formal Registration

Formal registration is held at the beginning ofresemester or summer session as indicated in
the academic calendar. Each student must persaegilster himself. Registration by proxy or
mail is not permitted.

Late Registration
The students, who have not completed the formastragjon process on the fixed date, may
register late during the period specified in thadsenic calendar.

Adding and Dropping Courses

A student may change his registration by addingdmpping some courses during the
registration period determined by Deanship of Admoiss & Registration. A student may drop
courses during the first two weeks of classesriegalar semester (the first week of classes in a
summer session). Courses so dropped will not appedine student’s transcript. In addition,
the following conditions apply for dropping/addiogurses.

Models and forms

- Form of Registration to modules and or courses.
- Form of Adding or Deleting a given course.

- Withdraw Form. .

- Form of Special Advising Orientation.

- Form of Advisor's Actions Report.
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- Form of Registration to modules and or courses.
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- Form of Adding or Deleting a given course.

B oagl) &al pl raala

A Jomia R alya pie RBLS B IUall Ty Ol % e
Ml a5 il (s gl demaclily @ Bales
SO [T YD L P { PO [ S| & 9add 3aleal! Wlsay

“ il 33 3 0 PBLS 7 3ged”

Ul o e o ol 1100 Loms

iedlall wd idlallmdy
il Ol yalled)
woltas U spbich mi iy el iy @il
Hhae) a2l @3y s pialdpaitle 3

v all A ki SN Audl B o 5 sl 10 Leas
lpe 3l ¥ il B paais ¥
sl 3 Lis Jabn 5,811

1ypdell AdGal! Awdl B Se o3t 100 Loy

A | I _}3@;.&..-‘1_}'\_.:3? el e 5 _;_‘.nc_'an'S .Jl;-g‘aj}.ﬁl\ WS ',L')Jc_‘»Ln‘k’ .
ypall juydiainddlyas Gl I ol pue Sl B Galadl it sty sl oa 231 0

OULed! S5 e B e o3l 120 L
P P

s O s NiaaliET el ‘ T e

WALSY 7 ged Al dadlgud
DMl (un ga L Ladg dellpodill eeilly lallald] o Ml e liTiblen Glo Jpanll @
kel g ad f g Sl o)t g 2 ypiall n it o disn )l i Balas N z3gaidipuded @
- gpaicadd pudill @il @259 Ad oty dalae sl a Walas 7 3003 (By) LMl e oy Alall a Jalase 2l Gl -8 @

".mb.:_))il Oo oY) Jad gua
>3 gpe 8l (ol W il 5l el oy @
G Loy 201 3y 2l )3 ppa ra Lo LIl gy @
oM e e il Sy slanll ygias e Lol Mlall gy o
eyl i) (o) g STl 8 IV frmalonl pBgas iy A I Sslactid] Byl (il ll a5
ol olgacca a9l (Sy7mscn o gl oIl Ggan B e sl 2yl 5l gy ¥ O
el ¥ e Ol W s LIl J g (15N

WO

Al AT 3 (W) () s comin yod TSIl oy @

St Joash 200 e Bl o Aol L laghabl ool e Jgapshd
http:/fadmission.uqu.edu.sa

34



Academic Advising - Department of | slamic Architecture College of Engineering
and Idamic Architecture - Umm Al-Qura University

- Withdraw Form.
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