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MESSAGE
OF THE DEAN
Dear students,
It is always with pleasure that we welcome our fresh batch of students. A group
of young students full of potential, ambition and dreams.
Adjusting to life at university may take some time and we are here to help you
have a smooth transition. Advising can help you navigate the system and puts
you in the best place to achieve success. Studies show that students who take
advantage of advising achieve better grades, graduate on time and have a
positive university experience.
Academic advising goes beyond the immediate program of study and can
help in long-term career planning and goal setting. It is an opportunity to get
to know your options and adequately prepare for them.
Our college’s success is based on our students’ success and we are here to
help you achieve it.

Dr. Sumayah Al-Solaiman
Dean, College of Design

MESSAGE OF THE VICE
DEAN FOR ACADEMIC
AFFAIRS
Dear Students,
Academic Advising and Counselling is an opportunity to exchange information
designed to help students reach their educational and career goals. Advising is
a shared responsibility between an adviser and the student. Ultimately, it is the
responsibility of the student to make decisions about her academic program
by creating a plan to reach her goals.
The Academic Advisor’s objective is to provide you with the knowledge, tools,
and resources to successfully manage your college experience and achieve your
academic goals. Your academic advisor can assist in this process by helping you
understand options, determine resources and, when necessary, identify alternatives.
Our advisors are committed to helping you make a successful transition to the
University and helping you to develop an appropriate academic plan.
I urge you to explore and make use of the Academic Advising and Counselling
service to contribute to your academic success.
We look forward to working with you!

Dr. Mai Ibrahim Shukri
Vice Dean for Academic Affaire Affairs
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1. INTRODUCTION
Academic Advising and Counselling Service is an assistant educational service
established at the Imam Abdulrahman Bin Faisal University and operates
at the colleges’ level. It aims at introducing the students of each college to
the university and college academic system and informs them of their roles,
responsibilities, and rights. It provides guidance and support for the student to
overcome any academic problems or personal difficulties that may hamper the
student›s academic progress, as well as develops the student›s potentials to
enhance her academic performance.
Academic Advising and Counselling Service involves several measures that
guarantee a collaborative relationship between the advisor and the student.
It intends to facilitate learning by equipping students with the necessary
information and resources needed for making lucid decisions regarding their
educational, career and life goals.
Academic advisors are selected by the Academic Advising and Counselling Unit
from experienced faculty members of the three departments at the College
of Design. Due to the importance of advising, each student is assigned an
academic advisor upon admission to the college and continues throughout
the study period. The ratio between the advisors and students is one advisor
to about 10-15 students.
In addition to its responsibilities on the academic level, the Academic Advising
and Counselling Unit offers psychological, social and/or personal support. It
may, as needed, refer the student to a specialized appointed psychologist at
the College of Design to get the required assistance and guidance, with full
confidentiality.
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2. ACADEMIC ADVISING AND
COUNSELLING SERVICE
2.1 MISSION AND VISION \
The Mission of the Academic Advising and Counselling service is to assist
students in developing and achieving educational plans consistent with
personal and career goals.
The Academic Advising and Counselling Unit’s vision is to assist students not
only to develop a foundation for their achievements in the College of Design,
but also to achieve academic excellence at the level of the IAU University.

2.2 PHILOSOPHY \
The philosophy of the Academic Advising and Counselling service is to act as
an integral part of the College of Design to develop students’ educational,
personal, and psychological capacities. It establishes supportive continuing
relationship between the student and the advisor that develops through
mutual trust, shared responsibilities and commitment to assist students in
identifying and realizing their academic, career and life goals.
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2.3 OBJECTIVES \
To further student development through an effective advising system, the
Academic Advising and Counselling Unit seeks to:
▶▶ Encourage students to gather and evaluate information, and make
meaningful decisions based upon a consideration of the information,
alternatives, and personal values and goals.
▶▶ Assist students in the exploration of possible short- and long-range
consequences of decisions and facilitate advisees› recognition and
acceptance of personal responsibility for their choices.
▶▶ Assist students in developing an academic program consistent with their
goals and strengths.
▶▶ Support and assist students who have an educational or personal concerns
which hinder their academic success.
▶▶ Assist students in developing the attitudes, insights and self-understanding
necessary for maximum growth and development.
▶▶ Help students become self-reliant and more capable of solving future
problems.
▶▶ Increase students› understanding of their roles and responsibilities toward
themselves and their society.
▶▶ Collaborate with other departments within or outside the College of
Design to provide effective referrals and holistic support to our students.
▶▶ Encourage students to develop their talents and explore their creativity.
▶▶ Establish harmony between new students and the educational environment
to achieve social adaptation and healthy relationships with others.
▶▶ Improve the quality of Academic Advising and Counselling services
provided to students through good practices developed by the National
Organization for Academic Evaluation and Accreditation.

2.4 ACADEMIC ADVISING AND COUNSELLING COMMITTEE \
The Dean of the College of Design formed the Academic Advising and
Counselling Unit to serve COD Students in all three departments. The members
of the Unit are made up of a chairperson who is usually the Coordinator of the
Academic Affairs, and a faculty member from each of the three departments.
Dr. Dalia Eldardiry

Chairperson of the Committee, Coordinator of
Academic Advising for Interior Design

Ms. Mariam Al-Ghamdy

Coordinator of Academic Advising for Graphic
Design and Multimedia

Ms. Nur Fadhilah

Coordinator of Academic Advising for Product
Design

Dr. Leena Abo Safiyah

Consultant Psychological Assistant

Table 1: Members of the Academic Advising and Counselling Unit for the academic year 20172018 (1438/1439)
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The Unit responsibilities involve:
▶▶ Assigning the student to an academic advisor upon admission to the College
and for the duration of her entire study period.
▶▶ Informing the academic advisors of their assigned students.
▶▶ Welcoming new students at the beginning of the academic year and acquainting them with the College requirements, rules, policies and procedures that
affect their educational achievement.
▶▶ Maximizing student awareness of the concept and importance of academic
advising.
▶▶ Ensuring that the office hours of the academic advisors are announced and
posted, and that all students have access to their academic advisors at regular
times throughout the academic year.
▶▶ Creating harmonious relationships between new students and the educational
environment, to achieve social adjustment and healthy relationship with others.
▶▶ Preparing and distributing informational advising materials to students regarding registration procedures, graduation requirement, and study skills.
▶▶ Ensuring that all academic advisors are provided with specific and accurate
information and keep accurate students› records.
▶▶ Encouraging students to participate in a variety of curricular and extracurricular activities.
▶▶ Providing individual and/or group counselling, and advising for students having educational, social, or personal difficulties.

2.5 ACADEMIC AND PERSONAL DETECTED PROBLEMS\
Certain student behaviors and attitudes constitute a clear indication of
academic and/or personal problems the students is facing or passing through.
Such detected problems necessitate intervention from the Academic Advising
and Counselling Unit. Those include:
ACADEMIC PROBLEMS
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶

Dramatic drop in grade point average.
Deficient comprehension.
Poor study habits.
Incapacitating test anxiety.
Sudden changes in academic performance.
Frequent absences.
Difficulty concentrating in class and/or exams.
Request for the postponement or withdrawal from college.
Persistent negative behavior in the class such as lying, stealing, cheating, plagiarism or other deviant acts.

PERSONAL PROBLEMS
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶

Noticeable decline in personal hygiene, appearance, or clothing.
Marked seclusion and unwillingness to communicate.
Persistent antisocial behavior such as lying, stealing, or other grossly deviant acts.
Lack of social skills.
Inability to sleep or excessive sleeping.
Loss of appetite or excessive appetite.
Unexplained crying or outbursts of anger.
Acutely increased activity (i.e. ceaseless talking or extreme restlessness).
Unusual irritability.
Thought disorder or feeling of persecution.
Irrational worrying or expressions of fear.
Death of a family member or a close friend.
Difficulties in marriage or family relationships.
Complain from any abuse.
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2.6 CONFIDENTIALITY \
Academic Advising and Counselling Services provide confidential services
for students enrolled in the College of Design, Imam Abdulrahman Bin Faisal
University. The academic advising and counselling is most effective when a
student can be direct and honest with the advisor without fear that personal
information will be shared. Advisors and counselors do not release information
about a student without the student›s written permission, except in the case
of imminent danger to self or others.
One of the main objectives of the Academic Advising and Counselling Unit
is to raise the advisors’ awareness regarding the confidentiality of student
information through the following process:
▶▶ Preserve the confidentiality of the student’s information and academic records, except with the student’s written consent, or in case of imminent danger to self or others
▶▶ A label is applied to all academic advisors record and documentation with the
message “this information is confidential for academic advising only and will
not be shared with any third person”.
▶▶ Each student record file is assigned a coded number at the beginning of each
semester. A coding number system is used for all student records.
▶▶ The students’ folders with documents containing confidential information
should be locked or secured from unauthorized access.

3. ACADEMIC ADVISING
3.1 ROLES AND RESPONSIBILITIES OF THE ACADEMIC ADVISORS \
▶▶ Acquaint students with the rules and regulations of the College of Design
and Imam Abdulrahman Bin Faisal University, and provide them with outreach
programs about advising and counselling.
▶▶ Assist students in their decision-making related to course selection and registration in collaboration with the registrar›s office.
▶▶ Provide accessible advising services to students by scheduling and maintaining regular office hours throughout the semester.
▶▶ Identify and select meritorious and model students, continuously encouraging them and honoring them at the university level to receive rewards of excellence.
▶▶ Maintain the confidentiality of student’s information and academic records
unless the student gives consent in writing for the information to be released.
▶▶ Assist in overcoming barriers that may prevent the students from completing
their educational plan.
▶▶ Provide supportive academic advising by recognizing the personal, social, or
educational difficulties, and responding to the different student›s needs.
▶▶ Follow-up and monitor student’s academic progress throughout their academic years, and provide guidance and information regarding courses, requirements, registration, course changes, and alike.
▶▶ Be informed of university rules, policies, regulations, and the procedures that
affect academic programs and activity.
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3.2 ACADEMIC ADVISING SKILLS\
Academic advisor must be equipped with the following skills to ensure effective
counselling and advising:
GROUP COUNSELLING SKILL
The academic advisor practices these skills to deal with a group of students
who share everyday needs, such as unfamiliarity with the system, educational
difficulties, or frequent absences. This can be achieved by identifying the
problems, the causes and then taking the appropriate decision to overcome
the problem.
ORGANIZING SKILL
The ability of the academic advisor to arrange the advising and counselling
work in a way that ensures the best outcomes for the students.
LEADERSHIP SKILLS
The ability of the academic advisor to direct students towards achieving their
desired educational goals.
LISTENING SKILLS
The ability of the academic advisor to carefully listen to student›s opinions,
ideas, suggestions, and problems. Listening skills strengthen the relationship
between the advisor and the students and ensure the ability to provide the
needed guidance and support.
EMPATHY SKILL
The ability of the academic advisor to share students› feelings and reactions
is a necessary skill to show understanding and to develop a good relationship
with the student, hence help the student to accept the guidance process.

PROBLEM SOLVING AND DECISION MAKING SKILLS
This skill is quite essential for the academic advisor to help students identify the
problems they are facing and make the appropriate judgments and decisions
to resolve them.
PLANNING AND TIME MANAGEMENT SKILLS
The ability of the academic advisor to set goals and realizable procedures, as
well as the ability to organize work and office hours to meet with the students.
Tips for Effective Advising for Academic Advisors
▶▶ Must show a sincere interest in, understanding of, empathy with, and respect
for the students.
▶▶ Should establish a warm, genuine, and open relationship with students.
▶▶ Must maintain adequate office hours to meet the advising needs of students.
▶▶ Essential to listen carefully to students.
▶▶ Must establish rapport by remembering personal information about student
and checking their file before the meeting.
▶▶ Must keep posted office hours and appointments.
▶▶ Provide accurate information to the students.
▶▶ Should know how and when to make referrals, and be familiar with the referral
sources available.
▶▶ The advisor must keep in frequent contact with students, take the initiative
and not always wait for students to come for advising.
▶▶ Should not make decisions for students, but help them make their own choices.
▶▶ Focus on students’ strengths and potentials rather than limitations.
▶▶ Encourage students to consider and develop discussions for a plan.
▶▶ Should keep a record of significant discussions for future reference.
▶▶ Must maintain the confidentiality of student information.
▶▶ Encourage students to talk by asking open-ended questions.
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3.3 ACADEMIC ADVISOR RECORDS \
Academic advisor must keep an updated record for each student which
includes the following documents and information:
▶▶ Student›s schedule plan for the current semester.
▶▶ The program requirements for graduation for the respective department.
▶▶ Transcript of the previous semesters and the cumulative grade to evaluate
student›s performance and level of achievement.
▶▶ Updated copies of different forms and applications submitted by the students
such as the incomplete, postpone excuses, and withdrawal forms.
▶▶ Copies of warning letters or any decisions taken against the student.
▶▶ Teaching staff letters regarding student›s performance and attendance or any
other issues.
▶▶ An accurate report on each advising session with the student.
▶▶ Schedules for providing individual advising session for the student.
▶▶ A list for low academic achievement students and a schedule for meeting them.
▶▶ A list of distinguished students to encourage them.

3.4 STUDENTS’ RESPONSIBILITIES AND ROLES
IN THE ACADEMIC ADVISING PROCESS \
Academic advising is a valuable tool, but the students bare the main
responsible for its success. Their responsibilities and roles include:
▶▶ Identify the office hours of the academic advisor.
▶▶ Keep scheduled appointments with the academic advisor.
▶▶ Discuss essential information that affects their academic performance with
the academic advisor.
▶▶ Provide true and accurate information to the academic advisor.
▶▶ Review the Student Prospectus Handbook and the Department Handbook
that clarify the rules and regulations of the College of Design and program
study requirements.
▶▶ Inform the academic advisor of any significant changes to her academic
schedule that may positively or negatively affect her performance.
▶▶ Follow through on the academic advisor’s recommendations.
▶▶ Write questions or topics that are needed from the academic advisor.
▶▶ Express concerns, openly and honestly, about issues that may affect student’s
ability to perform her best.
▶▶ Contact the academic advisor for any academic or non-academic advice.
▶▶ Be responsible for fulfilling all academic requirements and achievements.
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4. PSYCHOLOGICAL COUNSELLING
SERVICE
Academic Counselling is a necessary tool, dealing with a wide range of concerns
which include personal and emotional problems, adjustment to college, family
and relational conflicts, as well as academic concerns such as test anxiety,
motivation difficulties and career decisions.
In addition to the Academic Advising services, the College of Design offers
counselling services through an appointed professional Counselor. Students
can meet with the Counselor regarding any issues that are worrying or hindering
them from completing their personal and academic achievements.

4.1 AIMS OF THE PSYCHOLOGICAL COUNSELLING SERVICE \
▶▶ Conduct both group and individual sessions where students meet a professional counselor for discussing any concerns in a comfortable, private and
confident environment.
▶▶ Offer an opportunity for students to talk about any concerns which are worrying them and affecting their personal and academic life.
▶▶ Assist in dealing with any loneliness, stress, anxiety, frustrations, anger, and
depression associated with the college experience.
▶▶ Help students to understand their problems better and find ways for dealing
with them.
▶▶ Assist the student with problem-solving and helping them regain necessary
coping abilities and sense of control.
▶▶ Assist the student in making necessary adjustments for improving academic
skills, learning to communicate better, strengthening relationships, and solving problems that interfere with learning.
▶▶ Through the counselor, students can use library materials such as CD’s and
other materials that deal with assertive behaviors, time management, and relaxation techniques.
▶▶ Provide services for students who need to pass various psychological scales
such as personality type, assertiveness scale, and anxiety scale.
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4.2 ISSUES THAT CAN BE ASSISTED THROUGH
PSYCHOLOGICAL COUNSELLING \
Student Psychological Counselling at the College of Design is available for a
variety of issues that include, but are not limited to the following:
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶

Handling stress and anxiety.
Dealing with procrastination.
Feeling more self-confident.
Feeling depressed.
Fear of failure.
Learning to express opinions and feelings honestly and directly.
Knowing what to do to help a friend with a serious problem.
Family and relationship difficulties.
Dealing with presentation anxiety.
Crises management.
Stress management.
Handling test anxiety.
Performance enhancement.

The most common problems encountered by Student Psychological Counselling
Service includes:
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶

Anxieties about assessments including exams oral presentations.
General stress and anxiety.
Depression.
Relationship difficulties.
Bereavements and parental separation.
Loneliness and homesickness.
Lack of self-confidence or low self-esteem.
Making difficult decisions.
Traumatic experience including rape, assault, and abuse.
Anger management.
Worries about appearance.
Coping with change.
Conflict with husband / pregnancy / children.
Difficulties with study: not being able to concentrate, loss of motivation, fear
of failure.

Through counselling students acquire more effective learning capabilities and
study skills such as:
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶
▶▶

Time management.
Procrastination.
Stress management.
Test-taking strategies.
Final exam preparation.
Fighting test anxiety.
Lecture note-taking.
Memory.

4.3 PSYCHOLOGICAL TESTS OFFERED\
At counselling services, psychological tests are used as part of the counselling
process that can help students achieve their goals. Their goals may include
finding a suitable major or career path, identifying their levels of motivation,
or determining their learning style through testing. Students can become
better acquainted with their preferred problem solving, communication, or
temperament types, as well as the specific impact it may have when relating
to others. The tests can also be used to identify the underlying dynamics of
problems that student may be facing such as stress, anxiety or depression.
The psychological tests used at the Counselling services are standardized tools
that require interpretation by licensed, trained professionals.
The benefits of psychological testing include:
▶▶
▶▶
▶▶
▶▶
▶▶

Increased self-understanding.
Identification of personal strengths.
Identification of skills which need to be learned.
Specific understanding of dynamics of personality.
Identification of relevant mental health issues.
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4.4 REFERRING STUDENT TO OTHER AGENTS\
Aside from the problems that may suggest the need for student counselling,
there are other guidelines which may help the counselor define the limits of
her involvement with a particular student›s problem. It is important not only to
hear what the student is saying, but to be attentive to the non-verbal behaviors
as well the feeling underlying their message to you.
Circumstances that indicate the need for referring the student to other agents
include the following:
▶▶ When a student presents a problem or requests information, which is outside
the counselor’s range of knowledge.
▶▶ If a student is reluctant to discuss a problem with the counselor for some reasons.
▶▶ If a student has physical symptoms as headaches, dizziness, stomach pains, it
can be physical manifestations of psychological states.
▶▶ When a student attempts to commit suicide.
▶▶ When a student asks for referral.
▶▶ If a student has severe, psychological or financial problems the counselor may
refer the student to the psychiatrist or students› affairs office at the university
of Imam Abdulrahman bin Faisal.

4.5 STUDENTS FREQUENTLY ASKED QUESTIONS\
What are the cases that I can seek advice and guidance?
The student can resort to the Academic Advising and Counselling Committee
to discuss all personal, social or psychological problems and topics, whether
academic or non-academic.
How can the academic advisor help me?
The academic advisor can help you through the following:
▶▶
▶▶
▶▶
▶▶
▶▶

Identify and define the problems that you experience.
Identify your patterns of thinking, your feelings, and behavior.
Teach techniques of coping to help deal effectively with problems.
Find solutions for your own life problems.
Identify the strengths and weaknesses and use the strengths of your personality in life.

Is one session with the academic advisors sufficient to achieve my goals?
Academic Advising continues throughout your study period at the college of
Design, however, for the psychological counselling, the number of sessions will
be determined by the professional counselor.
Does any person know what is going on between me
and the academic advisor or Counselor?
Information of students who attend for academic advising and counselling is
considered highly confidential and allowed access only with written permission
from the student.
How do I make an appointment with an advisor?
Each student will be assigned an academic advisor upon admission to the
college and continues throughout the study period.
Students can arrange an appointment to meet with the academic advisor
through one of the following methods:
▶▶ Visit the advisor’s office in the College of Design during her office hours.
▶▶ Contact the advisor by office telephone number.
▶▶ Send a message to the advisor’s IAU email.
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THE STUDENT CAN REQUEST AND ASK ANY QUESTION THROUGH:
Office # 124 in the ground floor, College of Design, Building 700
Office Phone: 01333331907
WhatsApp: 0556549449
Email: reg.dsn.d@iau.edu.sa
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