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Introduction 

 
Academic advising is an interactive process in which the adviser helps the student set 

and achieve academic goals, acquire relevant information and services, and make 

responsible decisions consistent with interests, goals, abilities, and degree 

requirements. Decisions concerning careers and/or graduate study may be part of the 

advising process. Advising should be personalized to consider the special needs of 

each student, which may include appropriate referral services 

In higher education institutions and professional colleges, academic load and 

competition among students may result in stress and anxieties which can compromise 

their academic performance. There may be additional contributing factors of a 

personal nature which may exacerbate their academic problems. 

Academic advising and counseling services provide guidance and support for students 

to overcome any academic problems or personal difficulties that may hinder the 

student’s academic progress, as well as develop the students' capacities and 

potentials that enhance their academic performance. 

Successful advising is subject to a number of factors, all of which contribute to the 

overall success of a student. It is dependent on the shared understanding of, and 

commitment to, the advising process by students, advisors, and the university. 

 

Goals and Objectives 

 
1. Accurately determine nature of students’ difficulties in order to properly 

advise the student who is not performing satisfactorily and also to 

appropriately advice the Course Director(s) and the Vice Dean for Academic 

Affairs (VDAA) of these circumstances.  

2. Counsel assigned students regarding specific learning problems and personal 

issues which may be affecting the education process, and to maintain student 

confidentiality unless permission is expressly granted by the student. 

3. Conduct all aspects of advising and counselling in a manner that is inclusive of 

all students irrespective of affiliation, gender, age, disability or learning style. 

4. Establish a mechanism for referral of students to VDAA or the University 

Counseling Center. 

5. Guide reporting violations of the code of ethics and conduct to the VDSA. 

6. Define a procedure for reporting any difficulties encountered by students in 

specific course(s) to the VDAA and appropriate Course Director(s). 
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Academic Advising Unit Responsibilities 

 

1. Organize and monitor workshops, seminars and counseling meetings, their 

occurrences and outcomes.  

2. Assign Advisors to students, outline the tasks of the academic advisors, 

prepare students files and forms.  

3. Coordinate with Vice Dean for Academic Affairs to monitor students' academic 

performance or cases of violation of code of ethics or conduct.  

4. Receive reports about students' issues and follow up on unsolved cases. 

5. Receive the mid-semester reports submitted by the course directors from the 

Vice Dean for Academic Affairs - to follow students with academic/non-

academic issues and direct them to their advisor/relevant authority. 

 

Academic Advisor Responsibilities 

 

 

1. Introduce students to the rules and regulations of studying at the College.  

2. Explain their responsibilities as students.   

3. Help students solve problems affecting their academic progress.   

4. Advise and assist students with respect to their courses and registration issues.  

5. Assist in developing communication skills and strategies to overcome 

challenges.   

6. Form a relationship between student and campus personnel.   

7. Guide reporting violations of the code of ethics and conduct to the VDAA.  

8. Make sure that all files and information pertaining to students are treated with 

strict confidentiality.   

9. Assist in increasing college retention and graduation rates.   

10. Guide and motivate students preparing and planning for their career.   

11. Provide referral for additional support as needed.   

12. Assist students with academic and non-academic issues who are reported by 

the course directors in the mid-semester report. Students will be referred to 

the advisor by AACU.  
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Student Responsibilities 

 

1. Know who their academic advisor is. If an academic supervisor is not assigned, 

students should contact the head of the AACU or VDAA.  

2. Communicate directly or electronically with the academic advisor through all 

available channels.   

3. Be familiar with the academic calendar and the important dates of registration 

and withdrawal.   

4. Become knowledgeable about policies, procedures and requirements.  

5. Inform the academic advisors of significant changes in their academic schedule 

that may positively or negatively affect their academic performance.  

6. Prepare for advising sessions and bring relevant materials when contacting the 

advisor.   

7. To act upon the advisor's recommendations and attend the meeting according 

to the agreed dates.   

8. Recognize that advising is a shared responsibility and accept final responsibility 

for all decisions.   

9. Prepare for meetings with the advisor when advised by AACU. 

10. Contact the AACU director in case of any issues related to the advising process 

including the request of changing assigned Academic advisor  
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Academic Advising Process 

 
1. Assigning Academic Advisors and scheduling meetings: 

o AACU will assign Academic Advisors to students at the beginning of 

every academic year. Each Advisor will be assigned 9 students and will 

continue to be their Advisor them until graduation. Each group will 

have a distinct group number.  

o An email is sent to all students at the beginning of each semester 

indicating their Advisor assignment. Students will be asked to fill out a 

form that contain his/her information. (form 1)  

o The Advisor’s assignment is updated to grant them access to academic 

records of his/her advisees in Student Information System (SIS).  

o Academic advisor will set a group meeting for all of his advisees at least 

once per semester. The unit will organize the meeting and the students 

will be notified of the date and time of the meeting.   

o Students at all levels are requested to make use of individual advising.  

They will have the option to meet with their Advisor in person or 

virtually to facilitate and ease communication between them. 

o Students and advisors are expected to meet regularly, especially during 

registration periods. Walk-in advising is available where advisors can 

assist students with general advising if needed throughout the 

academic year. The advisor is requested to fill out an Academic Advising 

Meeting form after each group meeting (Form 2) or individual meeting 

(Form 3). 

o Students with academic and non-academic issues who are reported by 

the course directors in the mid-semester report will be asked to 

prepare a meeting with their Advisor. Students will be referred to the 

advisor by AACU.  
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2. Academic Performance 

 

o Monitoring the students through the “Student Information System 

(SIS), Academic Advising portal” supervised by the Student Support 

Initiative committee from the university Vice Presidency for 

Academic Affairs. The academic advisor can view through the 

system: 

 

a.  List for underachieving students who were not able to pass certain 

courses.  

b. List with underachieving students who score < 60% or whose 

absenteeism exceeds 15% to accelerate the counseling process 

during the academic year.    

 
 

o If student is experiencing difficulties in a specific course, the Course 

Director will  inform the Advisor/VDAA.  

o The Course Director and Advisor coordinates to make 

arrangements for tutoring, providing extra sessions or assignments 

etc. to assist the student in successful completion of the course.  

o If the student’s performance and grades do not improve, the 

advisor will file a report with AACU to suggest corrective action. 

 

 

3. Withdrawal and postponement request 
If the student requested either withdrawal or postponement, the 

assigned advisor will have a meeting with the student and try to figure 

out the reasons for this request and try to solve them. If the student 

still wants to proceed with their request, the advisor will explain the 

consequences and will fill withdrawal/ postponement form (form 4) 

 

4. Student Conduct 
If a student engages in misconduct (refer to Policy on Student Code of 

Conduct), AACU reports it to the student’s Advisor and schedules a 

meeting. A copy of the report is saved in the student file.  

 
5. Referral to Student Counselor 

Students that are dealing with a range of issues, including personal and 

emotional problems, difficulty in adjusting to college life, family and 

relational conflicts, as well as academic concerns such as test anxiety, 

motivation difficulties and career decisions are referred to the relevant 

authority (Counselor at the College or University Counseling Center) on 

a case-by-case basis.  
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When to refer to a counselor? 

 

o Marked decline in quality of course work, class participation, quality of 

papers or test results; increased absence from class, or failure to turn in 

work. 

o Request for course or semester withdrawal. 

o Prolonged depression suggested by a sad demeanor, apathy, weight loss, 

(appearance of lack of sleep) tearfulness. 

o Nervousness, agitation, excessive worry; irritability, aggressiveness, non-

stop talking 

o Bizarre, strange behavior or speech. 

o Violent outbursts. 

o Extreme dependency on faculty or staff, including spending much of his or 

her time visiting during office hours or other times. 

o Marked changes in personal hygiene. 

o Withdrawal from friends or social isolation. 

o Talk of suicide, either directly or indirectly. 

 
 
 

Confidentiality 
Each individual is entitled to privacy in his/her session with the counselor hence 

all contact methods with the counselor are kept confidential. Written permission 

is required for Counseling Services to release information to others. (Form 5) 

 
Academic advising and counseling forms: 

o Student Profile Form 

o Academic Advisor’ Meeting form (Group) 

o Academic Advisor’ Meeting form (Individual) 

o Withdrawal Request form 

o Confidentially form from university Counseling center(Arabic) 
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Forms 

 
FORM 1: 
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FORM 2: 
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FORM 3: 
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FORM 4
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FORM 5: 
 
 
 

Confidentially form  
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Contact Us 

Address 

College of Dentistry 

Imam Abdulrahman bin Faisal University 

P. O. Box 1982 

Dammam 31441 

Kingdom of Saudi Arabia 

Email: cd.aacu@iau.edu.sa 
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