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These tasks should be completed before the end of the third academic week.
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I have a list of the names of the students whom | am | 1
assigned to guide, containing the university ID and mobile
number.
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I held a meeting with the students to introduce them to the | 2
importance of academic advising and the duties of an
academic advisor.
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| provide students with my office hours and office location.
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| directed the students to the importance of viewing and
printing the study schedule at the beginning of the semester.
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| directed the students to the importance of reading and | §
printing the academic calendar and showed them some
important dates.
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| directed the students to the necessity of activating and | 6
signing to the WAJEHNI platform (the digital academic
advising platform).
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Obtained the academic record of the students from the | 7
Student Affairs Unit or from the students and made sure that
all students passed all or part of the previous level courses.
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I made sure that students registéred for less than 12 hours

have no courses left that are not registered in the study plan

(graduate).
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| got the scores of midterm exams for all students in all courses.
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I have a list of stumbling students in the courses and | 10
directed them to attend the enrichment lectures in the
Department.
O Ja (B agiaclual (p fiaidl GOl 4ald ) Sluds Gade
el 55 ) ApapalsY)
Academic advising sessions were held for stumbling
students to help them solve their academic problems.
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| presented to the students some important concepts in The
Undergraduate Study and Examinations Regulations, such
as dismissal from the university, article (), postponement,
article (), absenteeism from exams, article (), and re-
correction, article.( )
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| presented to the students some articles of The Male and
Female Students’ Disciplinary Regulations, the violations
that require discipline, and the disciplinary penalties
described in Avrticle.( )
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beginning of the final exams
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The final handover of the guidance file and evidences should be before the

13
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*We hope to review the regulations and write the article numbers in items 12 and 13.

* We hope to attach evidences of the completion of the tasks mentioned in the above table.
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Comment of the head of the academic advising committee:

- /) ceverereneneneneneneneneneneenes RSN L )

dasals¥) g dpantatl) ¢ gidll A1SY) dgs”(;gals‘\z\ ALY Baa g Gy JsiSAll Balas Ao gt
Directing note by His Excellency the Head of the Academic Advising Unit and the Vice Dean
for Educational and Academic Affairs:
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Dear Academic Advisor:
After completing your evaluation of your tasks as an academic advisor and knowing the
total score that you got, you can use this to know in general how distinguished your work
is according to the following criteria:
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-The total score is less than (75): means that you are in a bad need for developing your work
as an academic advisor, and giving your full attention to this topic.
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-The grand total is between (76-89): means that you did a good job, but you need more effort
to be distinguished in the academic advising process.
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- The total score is between (90-100): means that you have very good capabilities and skills that
help you to be distinguished in the field of academic advising process.
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