VISION /9] ) Louidll aganll daols

Sxcien w: :
Z-%;%.so NORTHERN BORDER UNIVERSITY
.'i‘-j.zs.;fj:.

dageuull dyjell dalooll il auds AR

KINGDOM OF SAUDI ARABIA

ACADEMIC ADVISING AND
COUNSELLING GUIDE

ACADEMIC YEAR ( 1442 - 1443)
& 1443 - 1442 2alal) sl




abgll ll.. Ll go

Praise be to Allah and peace and blessings be upon the Prophet

Welcome to Northern Border University!

The College of Nursing, Northern Border University, has designed
this handbook to provide all academic advisors with information about
advising policies, procedures, and counseling at the College of

Nursing.
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OVERVIEW OF ACADEMIC ADVISING AND COUNSELLING

Academic advising is essential for students' education and guides students in their education
journey. Academic advising helps students to achieve high quality in the educational process.
All students in the program are assigned to a faculty advisor, whence they are accepted into the
nursing program. The advisor role begins when the student joins the program and continues until
graduation. The academic guidance and counseling unit assigned coordinators for each year to
follow up with the advisors and facilitate any obstacles. Academic advising aims to improve
students' experience, support their performance, and help them understand the college
environment. The academic advising unit is also responsible for evaluating and facilitating any
difficulty faced by the student's academic or non-academic problems.

VISION OF ACADEMIC ADVISING

Academic Advising at the college of nursing empowers students to be active, responsible
learners who take full advantage of opportunities that the university provides in the areas of
academics, research, community, and challenge for the national and global engagement.

MISSION OF ACADEMIC ADVISING

The mission of the academic advising and counseling unit is to deliver high-quality advising
services to nursing students to meet educational outcomes for academic success, personal
development, and career development nationally and internationally.

PHILOSOPHY OF ACADEMIC ADVISING

Academic advising is a student-centered practice that helps all students develop the skills,
practice, and knowledge that will lead them to set, plan, and achieve educational goals consistent
with their values and career aspirations.

Academic advising is a central resource to provide all students with the best possible learning
experience.

We believe every student comes to college with unique skills, talents, and desires. The faculty
advisor's role is to help students identify and use their strengths to achieve their short- and long-
term goals, both academic and non-academic goals. We support students in achieving their goals
by offering assistance with academic planning, counseling, and resource referral as appropriate.
We also acknowledge and respect the students' identities and beliefs and endeavor to tailor the
advising to meet the individual needs of each student.
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DEFINITIONS OF TERMS

Academic Advising: It is an interactive process in which the advisor helps the student set and
achieves academic goals, acquire relevant information and services and make responsible
decisions consistent with interests, goals, abilities and degree requirements.

Academic Advising Unit: A unit for academic advising at college level responsible for
supervising and monitoring the academic advising process.

Academic Advising Coordinator: A faculty member assigned by the academic advising unit
committee to coordinate the advising process and assist the academic advisors in mentoring the
students for each year.

Academic Advisor: A faculty member assigned by the vice dean of academic affairs to take
over the academic counselling tasks predefined by the university towards a group of students,
following their academic career from the day of joining the college until their graduation.

Advisee: Students assigned to an academic advisor.

ACADEMIC ADVISING UNIT

Head of Academic Advising Unit
|

Head Assistant of Academic Advising
Unit
|

Reporter of Academic Advising

Unit

Members of Academic

Advising Unit
Academic Advising Academic Advising Academic Advising Academic Advising
Coordinators Coordinators Coordinators Coordinators
1st year 2nd year 3rd year 4th year
Academic Academic Academic Academic
Advisors Advisors Advisors Advisors
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PRINICPLES OF ACADEMIC ADVISING UNIT

e Equity: All students have access to high-quality academic advice services.

e Structured: Academic advising is represented by a structured unit framework with a
systematic approach to continuous assessment and improvement.

e Competency: Ongoing professional development for staff offering academic advice to
ensure they are current in advising skills.

e Coherence: Professional services and academic staff work together to ensure a holistic
experience of academic student support.

e Consistent: Students can develop a personal, consistent relationship with their advisors
throughout their learning experience.

e Monitoring student progression: Academic advisors provide guidance to help their
students achieve their goals.

e Clear, accessible, up to date: All students receive clear, accessible, up-to-date
information regarding their inquiries at regular scheduled dates.

e Confidentiality: Academic advice is based on respect for individual students’
confidentiality.

e Trust and respect: Academic advisors and students strive to develop an effective
working relationship based on mutual trust and respect. These principles establish an
adaptable and consistent approach that appropriately matches the specific needs of all
students.

DIMENSIONS OF ACADEMIC ADVICE

The Academic Advisor Supports Students through the following Three Dimensions:-

D Academic Progression: - Monitor students’ academic performance and
engagement. - Support students to reflect on their progress and achievement. -
Develop their capabilities to manage their learning and ongoing development.

(II)  Personal Development: - Ready to listen sympathetically to student concerns. -
Stay in regular contact with students for discussions and decision-making. -
Engage students to become active members of their academic community.

(ITT)  Professional Development: - Develop students’ professional thinking and foster
their professional identity. - Support students to make connections between
academic study and their life aspirations. - Provide academic advice on the
relationship between academic knowledge skills and professional application.
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ACADEMIC ADVISING SKILLS

There are several skills that the advisor should have to achieve the outcomes of
academic advising:

1. Leadership quality: To lead students with teamwork to achieve the desired goals.

2. Empathy: To be involved in students’ emotional and psychological problems and
aspirations.

3. Planning: To trace the required plans for each student to succeed.

4. Organization: Good time management to facilitate communication with students.

5. Listening: listening to students properly and embracing them.

6. Decision-making and problem-solving: Making the best choice, implementing fast,
and solving problems creatively.

7. Collective advising: The ability to advise students collectively, organize and influence

them.

TIPS FOR EFFECTIVE ACADEMIC ADVISING

1.

Build a good relationship: Establishes a good connection and rapport by sharing
information about the advisor and remembering personal details about the student.

Listen: Show interest in listening to students. Do not interrupt. Pay attention and
eliminate distractions.

Involve: Ask questions to students to involve in the advising process. Ask open-ended
questions rather than ‘yes’ or ‘no.’

Notice: Notice the student’s body language following their answers.

Create a supportive environment: This aids the students in comfortable meeting with
the advisor and encourages them to discuss their concerns.

Provide accurate information: Never provide incorrect information to students.

Be realistic and Honest: Never make promises that violate the policies and procedures
of the University.

Share responsibility: responsibility should be shared with students, and they should be
aware of their duties.
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9. Be available: Prepare office hours and schedule appointments to meet the advising
needs of the students.

10. Make Referrals: Be familiar with the referral policies and procedures of the University
for the student’s academic and non-academic issues.

ROLES AND RESPONSIBILITIES OF THE ACADEMIC ADVISING
UNIT

e Develop a plan for academic advising at the college level.

o Supervise the execution of the academic advising plan.

e Welcome new students on the first day of the academic year, preparing students to adapt
to the university environment and acquainting them with the college requirements, rules,
policies, and procedures that affect their educational achievement.

e Inform students about the department's educational program's vision, mission, and
objectives.

o Raising awareness among students about the importance of academic advising and how
students would benefit from communicating with their advisors; highlighting the aspects
of care and services offered by the unit

e Confirms distribution of all students to academic advisors at the beginning of the
academic year, using the college website for this purpose.

e General supervision of the academic advisors, informing them about their assigned
students, ensuring that all advisors are provided with specific and accurate information,
and keeping updated student records.

o Ensuring that the office hours of the academic advisors are announced and posted would
facilitate students' access to their academic advisors at regular schedules throughout the
academic year.

o Considering students' academic problems referred to the unit by the advisors and seeking
to resolve these issues through appropriate solutions, or otherwise submit to the Vice
Dean for Academic Affairs or the college Dean, if necessary.

e Provides individual group counseling and advising to identify students' psychological,
financial, social, and health problems and submit them when necessary to the Deanship
of Student Affairs to take action.

o Evaluate the academic advising system to strengthen the advising process by designing
and distributing a student questionnaire that surveys the degree of student satisfaction

regarding the academic counselling services offered by the unit.
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e Submitting an annual report including all the actions taken to implement the executive

plan of the unit concerning the required areas of improvement.

ROLES AND RESPONSIBILITIES: HEAD OF ACADEMIC ADVISING

e Adoption of academic advising as a permanent item on the annual operational plan for
the department, and on the agenda of the academic departmental meetings.

e Supervisory responsibility for the administration and the overall operation of the
academic advising unit.

e Ensures student’s progression toward their educational goal is monitored.

e Confirms that the academic staffs utilize various strategies to address academic issues,
engagement and completion.

e Works collaboratively with unit members to ensure the delivery of advising to students.

e Provides evaluations and performance feedback in a timely manner.

ROLES AND RESPONSIBILITIES: ASSISTANT TO THE HEAD OF
ACADEMIC ADVISING UNIT

e Assists the head of academic advising unit in the management and functioning of advising
unit in the college.

e Serves on the unit team with the head for academic information and follow up.

e Provides guidance and direction to unit members for the effective functioning of the unit.

e Although a supervisory position, may still directly provide academic advising (and related
functions) to students.

e Notifying the reference code for each course in every semester.

e Monitoring the registration process.

ROLES AND RESPONSIBILITIES: ACADEMIC ADVISING
COORDINATOR

Each academic advisor is headed by an academic advising coordinator: Such coordinator has the
following tasks:
e Receive the list of new student’s names and their guidance files and distribute them to the

counsellors academic.
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Preparing files for each academic advisor (personal data, teaching load, hours guidelines
etc.)

Assist the academic advisor and support her scientifically and technically in performing her
duties through an action plan.

General supervision of the course registration process, deletion, addition and withdrawal,
and postponement of the course.

Study the needs of students.

Follow up of students having GPA less than 2 according to a specific working plan.

Organize regular meeting with academic advisors and students.

Follow up the work of academic advisors and students referred to him/her

Coordinate academic guidance hours with student’s schedules to ensure that there is no
conflict.

Follow up treatment plan of the students facing difficulties and problems.

Follow up support and care plans for outstanding and talented students.

Facilitate the tasks assigned to him in proportion to his tasks in the field of academic

guidance.

ROLES AND RESPONSIBILITIES: ACADEMIC ADVISOR

1. Build a good relationship:
e Establish good relationship with the student and rest of the counselling process.
e Urge the student to visit the university’s website for evidence, regulations, and

guidelines, follow up news, activities and announcements.

2. Acquainting New Students about College Educational Program and Study Policy:

e Helping students understand the evidence and regulations governing the academic
counselling process(academic advising manual, study and examination regulations, code
of conduct violations, university calendar, charter of rights and duties).

e Notify students in writing of academic advisory hours and ways of communicating with
them.

e Comply the students with the implementation of academic advisors work plan and notify

the students who are guided therein. Guiding the student to obtain academic services

10
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based on the university calendar (registration, deletion, addition, withdrawal,

postponement etc.)

3. Registration for New Students:

Academic advisors should be aware of the allowed timing of registration, deletion and
addition, announced by the Deanship of Admission and Registration, and ensures that
students are well-oriented about the specified timing.

Advisors should be available if assistance with registration is needed; helping students in
case of difficulty in registration process

Advisors make sure that students know the place and schedule of their lectures, and

there is no conflict in the dates of their academic schedules.

4. Course Selection and Registration for Students with Distressed Academic

Achievement:

Academic advisors assist failed students and students with distressed academic
achievement in decision-making with regard to course selection and scheduling for
registration.
Advisors should be aware of the college study plan and graduation requirements for
students. Advisors should :
v Review the student’s academic register file (including the courses studied and the
student’s study plan).
v" Help the students to match the course schedule with study plan.
v' Help the student to understand the nature of problems that affect his/ her
educational attainment and how to solve it.
v' Assist the student to evaluate his/her academic progress
v' Discuss with the student the appropriate options (adding or deleting courses,
raising the rate of GPA etc...).
v Guide the student in filling the registration form as per the college study plan. This is
to ensure that student’s study plan complies with the college study plan and satisfies
degree requirements, thus avoiding any delay in graduation.
- While selecting the appropriate courses, the following items should be taken into

consideration;

11
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v' It is mandatory for every student to pass successfully all the courses in the
preparatory year or first year ( 2 levels ) before being allowed to register second
year (third level).

v' Identifying the minimum and maximum credit hours that a student is currently
allowed to register (Student’s Academic Load). This is determined in accordance to

the student GPA.

Academic Load:

Academic load refers to the total credit hours for the courses registered by the student during the

semester. It is determined in accordance to the following regulations:

o

o

The maximum academic load is 12 credit hours per semester.

The student on the threshold of graduation is allowed to exceed the maximum, the
increase being not more than three credit hours (i.e. up to 15 credit hours in the last
semester).

The program is divided into 12 levels (Semesters), 3 levels in the preparatory year and
the rest for fulfilling the College of Nursing requirements, progressing from basic skills
such as communication skills, fundamental skills and knowledge to more complex skills
and knowledge at Level 12 of the program. Some courses have prerequisites; in order to
register in such courses the student should pass the prerequisites for these courses.

Assist the student to follow his/her transcript to meet the graduation requirement in time

selected.

5. Organize Scheduled Periodic Meetings with Students for Consultation and Guidance.

e Schedule periodic individual academic guiding sessions in coordination with
academic advising coordinator.

e In addition, the academic advising is given before and after the withdrawal, addition
and postponement period according to the university calendar.

e Answer student’s queries during the academic advising process and fix the follow up
meetings if necessary.

e List students’ academic and non-academic problems and submit to the academic
advising coordinator.

e List the names of students who are stuttered, outstanding, gifted, special needs and

raise them to academic advising coordinator.

12
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6. Preparing and Updating the File of the Academic Record for each student:

e The advisor opens a file for each student. The student is allowed to have access to

personal academic record under the advisor’s supervision, while maintaining the

confidentiality of student’s information and academic records.

e Updating the students’ academic guidance file .

v’ Students’ file includes the following: -

1.
il.
iii.
iv.

V.

V.

Vil.
viil.
IX.
X.
X1.
Xil.

Xiii.

Copy of acceptance letter

General information about students

Students study plan

A copy of updated time table

A copy of any decision or actions taken (apology from study, withdrawal,
warning, add and drop form etc..,)

A copy of academic record or transcript after every semester to evaluate the level
of achievement of the students

A copy of old academic record or transferred form for the transferred students
Student absent report or academic request form submitted to academic committee
A precise report on each advising session with the student.

A schedule for providing individual advising sessions for the students.

A list for low academic achievement students and a schedule to meet them.

A copy of any disciplinary actions taken against the student

Early registration forms for each semester

v' Academic advisor’s file includes the following :

v

v
v
v
v

Basic academic advising information

Group advising meeting document

Advisor report

Record of academically low achieving students

Student file confining form

7. Allocating Office Hours

= Each academic advisor is expected to guide 10 to 20 students.

= For academic advising, 3-5 office hours is allotted for each faculty.

13
ACADEMIC ADVISING AND COUNSELLING GUIDE, COLLEGE OF NURISNG



Study Plan for Course Distribution According to Levels

Year Course Required Pre- Cr::di reqTI)illPeen(:(efnts
Level Code Course Title or ];llec tive l}:equisite Hour (Institution,
ourses s College or
Department)
1606101 | English-1 Required 3 College
1103102 | Biology Required 3 College
Level | 1104102 | Mathematics Required 3 College
1 1601101 | Islamic Culture -1 | Required | - 2 Institution
Free course- | Elective 2 Institution
1606102 | English-2 Required 3 College
1101102 | Physics Required 3 College
Level | 1102102 | Chemistry Required 3 College
FIRST 2 1601201 | Islamic Culture-2 Required 2 Institution
YEAR 1608102 | Health and fitness | Required 1 Institution
1210131 | Medical Required ) College
Terminology
1105102 | Computer Skills Required 3 College
Level | 1607101 | Communication Required College
3 Skills 2
1602101 | Arabic Language Required | - 2 Institution
Free course 2 Elective 2 Institution
1207214 | Anatomy Required 2 College
1203212 | Physiology Required 2 College
Basic Concepts of | Required Program
1801213 | Professional 2
Level Nursing
4 1805253 Psygholo gy for Required ) Program
nursing
Elective Islamic Required | 1601201 |2 Institution
1211213 | Biochemistry Required | 1102102 |2 College
S];:{%?;D 1801211 | Health Assessment | Required 3 Program
Level Foundajuon of Required Program
1801212 | Professional 5
2 Nursing (I)
1211214 | Nutrition Required | 1211213 |2 College
Elective Islamic Required | 1601201 |2 Institution
Foundation of Required Program
) 1801211
1801214 Profgssmnal 1801212 7
Level Nursing (I1)
6 Development Required Program
1802221 | Throughout life | | —==——-- 2
span
1204212 | Pathology Required 2 College
1212220 | Medical Required | 1103102 | 1 College
Parasitology
14
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Credi T).fpe of
Year Course Renmae] Pre- ¢ requirements
Level C Course Title . Requisite (Institution,
ode or Elective Hour
Courses College or
s Department)
1801315 | Nursing Care of Required Program
Adult (T) 1801214 |7
Level | 1208311 | Pharmacology (1) | Required 1 College
7 1210321 | Applied Required College
. - 2
Biostatistics
ELECTIVE Program
THIRD SPECILAIZATIO | Elective 2
YEAR N(1)*
1801317 | Nursing Care of Required Program
Adult (IT) 1801315 |7
Level | 1208312 | Pharmacology (II) | Required | 1208311 |2 College
8 ELECTIVE Program
SPECILAIZATIO | Elective None 2
N(2)*
1212312 | Medical Required | 1103102 | | College
Microbiology
1802322 | Maternity Nursing | Required | 1801214 | 6 Program
Required Program
Level 1805455 Communlty Health 1801317 |6
9 Nursing
1802323 | Child Health Required | 1802221 5 Program
Nursing 1802322
Level . . Required Program
10 1805458 Nursing Leadership i 6
/ management
Nursing Required 2 Program
FOERT 1805457 Informatics 1004101
vEArR | Level Research Process Required Program
11 1802426 | & Evidence-Based 1210321 3
Nursing
1805456 | Geriatric Nursing | Reduired i , | freemm
1803431 Emer'gency Required | 1801317 5 Program
Nursing
1804441 Cr1t1§al Care Required 1801317 Program
Nursing 6
Level Psychiatric/ Mental | Required Program
12 1805459 Health Nursing i 6

Completion of all required courses with a GPA more than (2.0)

v Academic advisors assist the students in preparing a timetable and plan to complete the

graduation requirements, throughout a period not exceeding the maximum number of

allowed study years (six years).
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8. Explanation of the Grade Point Average (Quarterly and Cumulative): Each letter
grade has a numeric value represented by points. The points of each course are based on
this numeric value and the credit hour value of that course.

9. Explanation of graduation Requirements: It is essential for every student to successfully

pass 144 credit hours in order to obtain a Bachelor's degree of Nursing.

Academic Record: It is the record that monitors students’ academic level in terms of grades and
averages for each semester, and GPA since they joined the University. Students are advised to
check their academic record every semester in the banner by using their username and password.

Each student may consider checking on the courses for any error in their record

Mark Evaluation Grade GPA
95-100 Excellent+ A+ 5.00
90-less than 95 Excellent A 4.75
85- less than 90 Very Good+ B+ 4.50
80- less than 85 Very good B 4.00
75-less than 80 Good + C+ 3.50
70-less than 75 Good C 3.00
65- less than 70 Pass + D+ 2.50
60-less than 65 Pass D 2.00
Less than 60 Fail F 1.00
In progress IP -
Incomplete IC -
Denial DN -
With drawn w -
60-100 No grade pass NP
Less than 60 No grade Fail NF

10. Academic advising for all-round development of student’s personality
e Encourage students to participate in academic, co-curricular and extra-curricular
activities and attend meetings and training.
e Assist the students on the comprehensive development of all aspects of his/her

personality.
16
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11. Submitting a Periodic Report on Students’ Performance to the Unit of Academic
Advising and Support (before the end of the semester) and Maintain the following

records in student file

. Record of delete and add courses

. Record of withdrawal from a course:

J Students’ absence report.

. Record of postponement and dropping out of study
. Record of withdrawal from university

ROLES AND RESPONSIBILITIES: ADVISEE

The advisee (student) is an equal partner in the advising process. As an advisee, students are

ultimately responsible for their educational choices and decisions. Students are expected to:

e [Establish a good relationship with the advisor and take the initiative to seek advisement
from the advisors.

e Schedule regular appointments with academic advisors during the office hours and be
prepared for advising sessions.

e Advisees should have a plan of courses in which they wish to enrol, and be able to discuss
their interests and goals with their academic advisor.

e Visit the university’s website for evidence, regulation, guidelines; follow up news,
activities and announcements.

e Read and follows the university and college announcement through different media like
mail, website, twitter, etc.

e Prepare for advising sessions and bring and maintain student advisory file including
educational plan and other details.

e Follow all academic services (registration, deletion, addition, withdrawal. Postponement,
etc.) based on the university calendar.

e Consult with the advisors in constructing and changing the course schedules (e.g., during
the add/drop period) according to academic status.

e (Contact with the advisors if yeu they are experiencing academic difficulty.

e Fulfil the course evaluation survey at the end of each semester.

e Accept final responsibility to fulfil all academic requirements and achievements.

17
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MECHANISMS OF COMMUNICATION BETWEEN THE ACADEMIC
ADVISOR AND STUDENTS IN THE PROGRAM:

There should be many means of communication between Academic advisor and advisee, and the
most important means are :

* Blackboard

* University e-mail

* Electronic counseling portal
* Individual meetings

* Group meetings

* Office hours

ACADEMIC COUNSELLING

Academic counseling services are meant for Informing, Advising and Counseling. The
academic counseling can cover both academic and non-academic components at the various
stages like at pre-entry, during entry to the program, during the course of study, at the time of

examination and post-study.

IMPORTANCE OF COUNSELLING SERVICES

e To help students adjusting with the new environment of the nursing college.

e To help in developing qualities required for a successful nursing practice.

e To help students in getting adjusted with the clinical environment.

e To help students keeping in touch with the latest trends in nursing.

e To help students in developing positive learning habits, especially skill learning.

e To help in the development of appropriate coping struggles in order to deal with
stress in a productive manner

e To help them to develop a positive attitude towards studies.

e To help to overcome periods of turmoil and confusion.

e To help students in developing their leadership qualities.

18
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e To motivate them for taking membership in professional organizations after
competing their studies.

e To help them to get ready for changes and face challenges

e To help students to recognize and accept the reality of possible successes and
failures, thereby encouraging a sense of confidence and maturity

e To provide an open environment which will foster self-exploration, self-awareness,
and self-evaluation, thus encouraging a sense of personal identity.

e To attempt to correct some of the students’ negative behaviours with the non-
judgmental attitude and to provide treatment programs.

e To establish awareness and safeguarding programs for students.

e To provide social and psychological counselling services to the student.

MOST COMMON ACADEMIC PROBLEMS

e Drop in GPA

e Postponement or withdrawal from college

¢ Adding extra hours

e More absenteeism

e Poor academic performance

e Exam anxiety and fear

e Lacking reading, writing and comprehension speed

e Concentration difficulties in class room and laboratories
¢ Inadequate coping with clinical experience

e Excess emotional outburst in care of patients

e Language difficulties

NON- ACADEMIC PROBLEMS

e Generalized stress and anxiety
e Parenthood separations
e Low self-esteem and low self confidence

e Personal traumatic experiences

19
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e Persistent negative behaviours
e Marriage issues and family relationship problems

e Excessive or less sleep

REFERRAL

A referral for counseling is indicated when the students’ problems are more than that of the
advisor’s knowledge and experience. The academic advisor should maintain the confidentiality
of student’s issues and referral. The academic advisor can refer the students to Deanship of
students’ affairs or psychiatric guidance at Northern Border University for the following

circumstances.

e A student sharing personal or financial problem that affects student’s work performance.

e A student presenting signs of psychological problems that interferes with their academic
performance.

e A student feels discomfort to discuss with academic advisor and ask for referral.

e A student shows significant threat of harm to themselves and others.

20
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4 Basic Information

The Academic Advisor

Name

Specialty

Building No.

Office No.

E-mail

Extension No.

Mobile

7Academic Advising Information

No. of students

Program

Department
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Student ID

Name

National ID

Mobile

Notes
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Form (3) Group Advising

Number of Group Advising Meetings.........

Academic Year .........

e

(These forms should be kept in Students File and submitted to the Advising Coordinator before Final Exams)

Email...........

Advisor name........ College........

Academic Year......... Semester......... No. of students............

Department

Student ID

Student Name

Meeting subject

Meeting Outcome

10

11

12
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Attendance for Group Advising Meeting
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Student Name

Sig.
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Advisor Report

Academic Year ........ Fovinmsnsivssies

Advisor J

Advisor Sig.
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List of Students Received their Advising Files

Data enterer......................
Sig. e

Department

Student Name Sig.

10

"

12

13

14

15
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Form of Academically Low-Achieving Students

Academic Advisor.........

Ll enbemn Gagaadiy alidal
JTTTNTL Y TR P 1]

Student Name

Student
Academic ID

Specialty

Level

Mobile

Semester GPA | Sig.

10

AQVISOT SIg. vvvssvvssisssen
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Student File confining Form

AOVISE i

Lol entema Gagadiy albidl
JTTTL P! TR P 1] 7

Student

Academic
D

Student name

GPA

Degree

Failed courses

Registered hours

Passed credit

P
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Advising Coordinator
File
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4 Basic Information

The Advising coordinator

Name

Specialty

Building No.

Office No.

E-mail

Extension No.

Mobile

J Academic Advising Information

No. of Academic Advisors

Program

Department
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Department

List of the Academic Advisor

Level

Name

Mobile

No. of Advisees

Notes
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Academic Coordinator Report

Academic Coordinator
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Advisors Confining Form for Students

(Outstanding, average, and low-achieving students)

Advisor name A+ | A| B+ B C+ C D+ D F Total No.

10
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12

13

14

15

16
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Form of Academically Low-Achieving Students

Advising Coordinator...........uuuevsvvemmssssssnnns Department...... . No. low-achieving students......

Academic Advisor No. of low-achieving | No. of students next

Specialty Level
Name pecit students semester

10

Coordinator Sig,
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Student File
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General Information

*To be filled when joining the college

1 | Copy of Acceptance Letter

2 | General Information about the student

3 | Student Study Plan

4 | Copy of Updated Time Table

Copy of any action or decision taken (apology from study, withdrawal, warning, add/drop
forms...etc.)

6 | Copy of Academic Record after every Semester

7 | Guideline and Instructions for Fulfilment of Graduation Requirements

8 | Copy of transfer form and old academic record for transferred students

9 | Copy of any disciplinary action against student

10 | Any other documents related to advising or its forms

Student’s General Information

Joining year

Full name
University ID
National ID
Specialty
Mobile No.
Home phone No.

Guardian Mobile No.

Emergency No.

ACADEMIC ADVISING AND COUNSELLING GUIDE, COLLEGE OF NURISNG
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General Information

*To be filled when joining the college

1 | Copy of Acceptance Letter

2 | General Information about the student

3 | Student Study Plan

4 | Copy of Updated Time Table

Copy of any action or decision taken (apology from study, withdrawal, warning, add/drop
forms...etc.)

6 | Copy of Academic Record after every Semester

7 | Guideline and Instructions for Fulfilment of Graduation Requirements

8 | Copy of transfer form and old academic record for transferred students

9 | Copy of any disciplinary action against student

10 | Any other documents related to advising or its forms

Student’s General Information

Joining year

Full name
University ID
National ID
Specialty
Mobile No.
Home phone No.

Guardian Mobile No.

Emergency No.
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Instructions

Dear student,
Please consider the following

v' Keep this file and update it regularly. Also, plan your courses’ registration
every semester.

v Follow your registration process. Register online and communicate with
your advisor for add / drop during the first week of the semester.

v Register your courses according to your plan and level without clashes.

v Register pre-requisite courses first for your academic benefit to avoid delay
in future registration.

v' Maximum credit hour per semester is 18 according to GPA and 21 if
graduating.

All the best

e Attach the Student’s Academic Record

ACADEMIC ADVISING AND COUNSELLING GUIDE, COLLEGE OF NURISNG
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Form (1) Student Academic Advising

Student Information

University ID : Student Name:
Semester: Department:

Earned credit hours : Academic Year:
Remaining credit hours: Registered credit hours :
Semester GPA ( ) No. of warnings
Cumulative GPA ( )

Any other information : Previous distention :

Subject for Academic Advising Meeting

ycourse registration

YAdd/Drop

yCourse withdraw

YApology from semester

yDelay from study

)Study plan revision

YFollow up on courses/study progress

(
(
(
(
( ) Enroll
(
(
(
(

JFollow up and evaluation of attendances

Problems Affecting Student Progress

( yAcademic

( ySocial

( ) Psychological

( y Family

( )Others

Advisor’s Recommendations

ACADEMIC ADVISING AND COUNSELLING GUIDE, COLLEGE OF NURISNG
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Form (2) Early Registration

Semester time table Academic Year 144 /14
Student Full Name University ID Cumulative GPA
o
7 _g Advisor Date Department/program
Course reference No. Course name and code Credit hours
1.
2
3
4
5
6
7
Total credit hours
Notes:
Advisor Sig.
Student Sig.

P S. Student should commit to this form and follow with the advisors

ACADEMIC ADVISING AND COUNSELLING GUIDE, COLLEGE OF NURISNG
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Form (3) Single Advising Meeting Form

(Should be kept in student file and submitted to the Advising Unit before Final Exams)

Advisor Name College
Department: Email Academic year
Semester No. Of advisee ()

Student Name: University ID:

Specialty Semester GPA ( )

Cumulative GPA ( )
Level Meeting date:
Meeting Subject

Student name Sig.

61
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Form (4) Advising Cards

Semester Academic Year 144 /14
Student : University ID:
Specialty: Semester GPA ( )
Level: Cumulative GPA ( )
List of failed courses and are open for registration
Course Reference No. | Course Name/Code Credit Hours Concerned
Department Sig.
Student Sig. Advisor’s name
National ID Department
Mobile Sig.

< Special for Students with Failed Courses

ACADEMIC ADVISING AND COUNSELLING GUIDE, COLLEGE OF NURISNG
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Form (5) Advising Low-Achieving Students

University ID

College Semester Cumulative

Student name Level

GPA GPA

Specialty

Reasons for
Low-
achieving/

delay

Action taken
to resolve
the

reasons for
Low-

achieving/
delay

Student follow up next semester

Semester GPA (

) Cumulative GPA ( )

ACADEMIC ADVISING AND COUNSELLING GUIDE, COLLEGE OF NURISNG
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[Questionnaire for evaluating the Advising Process and Registration

Academic Year: ..o suseasnss

Semester: First |:] Second |:|
University ID: Specialty
Student Name: Level: Gende :

Dear student please answer the form honestly and precisely

g g
&
2 g | T @ g
g £ |
Sentences 2| ® i & =
=
= T
5 4 3 2 1
1 I was informed about the courses to register this semester
2 : ' o
I know all needed information about registration process
3 . D
I have never face any problem during my registration process
& R L
I receive assistance whenever needed during registration process
5 . . _—
1 got enough/suitable time for courses registration
6 ; ; ey
Advertisements are available on campus to help and clarify registration process
7 o _ ;
My advisor is cooperative with me to fulfil my needs
Waiting time to finalize registration process is acceptable
9 o ' : .
I found support from registration staff to help resolving any problem during registration
10 - I
I follow my advising process since joining the college
1 . : ) L
Advertisements are available on campus to help reaching good academic advising
12 The advisor clarified the relation between courses and explain my study plan
13 g : oo
My advisor helped me with registration process
14 : ; ; it
My advisor was always available during advising office hour
15 ) .
My advisor follow my development during the semester
16 ) ) .
My advisor provide guidance all over semester

10

ACADEMIC ADVISING AND COUNSELLING GUIDE, COLLEGE OF NURISNG
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I found support from my advisor to develop my ideas in my field of specialty

| feel satisfied in general with advising and registration quality

Any Comments

ACADEMIC ADVISING AND COUNSELLING GUIDE, COLLEGE OF NURISNG
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APPENDIX 22.7

i i i b ) Ay at) ASLaal)
Kingdom of Saudi Arabia
. . N aslail 3 ) 3 9
Ministry of Education rm RV TR TR
f f ' ‘2 .
Northern Border University A Y a5 Al
College of Nursing -
Student's Absence Report
Student's name.:......cccceeeevrreeirennenne. University ID number: ............
First yearT ] Second year —]  Third year [ Fourth year 1
Day of Absence.:...... /[ ...../ 1442-43 H. A.D. corresponds..... /....... / 2021-22
The excuse provided: -  Medical Report [ Others [
Source of report: ..........ooovvvveiiiiiiiiie s e,
[\ o ] { =S P TP PPPPRUPRPPPRRRPPPR
In case of absence in lecture or practice, mention the following: -
*Course Name:-.....ccccveeeeeeveeccinvneeeenn.
*Absence occurred in: - The theoretical partt_]  The practical part [
*In case of absence in the Practice:- A hospital laboratory [
In the event of absence from an exam:
*Course Name:-....cccceeeeeeecciniieeeeeeeeenen,
* The type of test is Theoretical (3 Practical c
* The name of the test is Periodical 1 Mid-term 3  Final [
The student’s signature ........ccceeeevevveecececceenen,
Academic Advisor comment:-
The signature of the academic advisor
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APPENDIX 22.8
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