CAIT Management Procedure

College of App. Ind. Tech. (CAIT)

College of Applied Industry (CAIT) Code JU39-04-04-06
Department | Academic Affairs Issue No. 01
Section Students Affairs Issue Date | 05/05/2017

1 Procedure Title:

Academic Advising ¢as¥) i)

2 Scope:

Academic advising refers to all the work done by the faculty members of the
college to orient newcomers to both the college, academic departments, the
college rules and regulations, opportunities open to the student in terms of the
various program study plans at the college, and, at the appropriate time, the
departmental programs, how to choose the program of study in line with the
student’s abilities and potential, and advice on management of the student’s
study plan by the student.
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Academic advising also has a role to play in the management of attrition rates.
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3 Purpose:

Assist students to define, plan, and achieve their educational goals through
supporting for student success and persistence, through helping them
understanding the academic system at the university and remove the reasons that
lead to their academic stumbling.
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4 Responsibilities:

Vice- Dean Academic Affairs
Registrar

CAIT Academic Advising Coordinator
Student Advisor

Student
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5 Definitions:

AAC Academic Advising Coordinator
SA  Student Advisor
HoDs Head of Departments

6 Date of Next Review:

3" Quarter, 2020
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Work Instruction Activities:

Activity

Responsibility Form

7.1

Orientation student/faculty

Assign all newly enrolled students an academic advisor.
Any faculty member can be assigned to this function.
Information to be filled out by advisor.
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Enter the name of the assigned advisor and the names of
the assigned students into the JU e-register system, which
enables the student to see the name of his advisor and the
academic advisor to access all contact details of the
students and academic record.

Jemedl s (3 4 el OOl lely sl as e ST el Jlts] 0

oSy S s e el B3, e I Ks lly Or amsld gy SN

LSS A s Il 2ol JLas¥! feolis ) J o 2 s L)

Registrar

7.1.1

2.

Holding an orientation session during the first week
for faculty members (advisors) to inform them about:
- Academic advising and any updates

- Forms used

- Timing of advising sessions

- Any other issues ..........

Record faculty member attendance at this event.
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AAC JU39-04-04-06/01

7.1.2

Keep the attendance list (JU39-04-04-06/01) in the file of
the Academic advising.
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Activity

Responsibility Form

7.1.3

Provide students, specially the new students, with a tour
of programs’ facilities and relate the function of each
workshop/lab in the programs. Record student attendance
at these events.
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AAC JU39-04-04-06/06

7.1.4

Keep the list (JU39-04-04-06/06) in the file of the
Academic advising.
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7.1.5

1. The academic advisor conduct the first orientation
session in the first 2 weeks for the students, specially
the new students, (all together or individually) about:

(Ml 18 gl I3l G B 5 Ak Jgf sl SO ws M agd
1 (859 Sy i adr) bt Ol Aol
a. College System
- Academic Regulation, Attendance, Dressing,
Desciplinary, Progression through Study
- Student Advising

- Programs and career opportunities

b. College Values and College Identity.
2. Make ready a check list form (JU39-04-04-06/02) of

the informational contents of the session to distribute
among the students to sign.
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Students JU39-04-04-06/02

7.1.6

The student advisor gives the signed check list (JU39-04-
04-06/02) to the coordinator of academic advisor. Also, a
copy to be saved in the students’ personal file.
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Activity

Responsibility Form

7.1.7

1. The academic advisor conduct the second orientation
session in week 7 or 8 for the students (all together or
individually) about:
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a. The current grade of each student, and the Grade
Appeal Policy
b. Final Examination Schedule
c. How to increase the GPA

d. College Values and College Identity.
2. Make ready a check list form (JU39-04-04-06/05) of

the informational contents of the session for
distribution among the students to sign.
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Students JU39-04-04-06/05

7.1.8

The student advisor gives the signed check list (JU39-04-
04-06/05) to the coordinator of academic advisor. Also, a
copy to be saved in the students’ personal file.
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7.2

Advising Sessions

7.2.1

Student advisors try to address all student concerns
regarding their academic life, as much as possible. They
must meet assigned students at least twice for each
semester. The forms used for these two meeting are:
(JU39-04-04-06/02) and (JU39-04-04-06/05).
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Student advisors are responsible for:
1- Any other academic and/or personal issues which may

referred to him (JU39-04-04-06/03) JU39-04-04-06/03

2- Exceptional cases for the students SA JU39-04-04-06/04

1.2.2 (JU39-04-04-06/04) | Student JU39-04-04-06/09
3- Studying the cases of the Students with low GPA JU39-04-02-02/01
(JU39-04-04-06/09) JU39-05-01-02/01

4- Adding/Dropping course (JU39-04-02-02/01)
5- Major Selection (JU39-05-01-02/01)

The student advisor gives the signed form (JU39-04-04-
06/03) to the coordinator of academic advisor. Also, a SA
7923 copy isto be saved in the students> personal file. JU39-04-04-06/03
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The student advisor gives the form (JU39-04-04-06/09) to
the coordinator of academic advisor Also, a copy is to be SA
7924 saved in the academic advising file. JU39-04-04-06/04
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The student advisor gives the form (JU39-04-04-06/04) to
the coordinator of academic advisor to take its own

procedure (Dean and Internal Committee for Students’ SA
1.2.5  Affairs). JU39-04-04-06/04

AAC
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The forms (JU39-04-02-02/01) and (JU39-05-01-02/01)
are to be given to the registrar to the proposed action. SA JU39-04-02-02/01
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7.2.6
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Provide the student a Questionere about the academic
advising (JU39-04-04-06/07). The student fills the
Questionere and give it to the Coordinator of the

727 ~Academic Advising. o , SA JU39-04-04-06/07
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The coordinating of the academic advising keeps the
questionnaire of the students and its report in the file of
7.28 the Academic advising. AAC JU39-04-04-06/07
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The advisor is to list and sum up all the cases of the
students being counseled in the form (JU39-04-04-06/08,
JU39-04-04-06/10). The report should be submitted to the
coordinator of academic advising. SA JU39-04-04-06/08
7.2.9 | ; AAC JU39-04-04-06/10
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Facilitate any problem to students regarding
7210 Ccommunicating with his assigned student advisor. AAC
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8 References 1. Some similar colleges
. JU39-04-02-02/01  Adding/Dropping Courses
o Related Forms: JU39-05-01-02/01  Program Major Selection
10 Revision History:
Revision No Revision Date Revision Description
01 5" of July 2021 Revised by QAU — No update
Issued by: CAIT Qulaity Assurance Unit Date: 5" of July 2021
Approved by: CAIT Dean Date:
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