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I. INTRODUCTION

The Strategic Plan of the University addresses the need to establish a clearly defined,
efficient and effective system of academic advising. It is grounded in the principles of
accountability and responsibility to ensure that students are provided with high-quality advising

services.

The University of Nizwa (UoN) academic advising mission is to guide and §upporr

students in their pursuit of educational and professional career goals.

The UoN is committed to assisting students in the development and attainment of
academic objectives that are consistent with their life-long learning goals and the educational and
professional development opportunities provided by the University. Academic advising
contributes to the above-stated goals by identifying relevant curricula and programs of studies
and referring students to appropriate University resources and support services. The
responsibility for developing educational plans of study and setting degree/diploma attainment
targets rests solely with students.

The University of Nizwa follows a credit system, whereby students are required to
complete a specific number of credits allotted according to the type of degree (major) in which
students are enrolled. In order to assist students, the Foundation Institute Program composed of
the Intensive English Language Program, Life Skills course, Digital Literacy courses, University
Learning Skills and Pre-Math courses, precedes the Academic Degree/Diploma Program (major).
The Degree/Diploma Program includes required courses students need to complete as per the
University, college and department requirements, including elective courses. Students are
assigned to an Academic Advisor who will assist them in fulfilling their Programs of Study in
order to graduate in a timely fashion. Academic advisors are assigned at the Foundation Institute

(FI) and then at the college level.

It is worth mentioning that the Academic Advising Policy has evolved from the
Academic Advising Handbook which has been utilized for the last ten years at the UoN. This

revised policy is building on the foundation that has been in place in the past.
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II. OBJECTIVE

The main objective of the academic advising policy is to enhance students’ academic
advising services and ensure that they receive proper guidance to pursue educational, and

professional career goals.

ITII. PURPOSE
The Policy on Academic Advising shall:

1. Support students’ academic progression, success, and timely graduation by providing

proper academic guidance.

2. Provide information on opportunities and resources that can assist faculty and students in

enhancing students’ learning and professional development.
3. Establish a monitoring system to assess the academic advising system.
4. Set up rules and regulations on academic advising,.

IV. SCOPE

The policy applies to all the students of the University.

V. DEFINITIONS

Academic Advising: A system of providing guidance by faculty members to students on their

academic pursuits.

Academic Advisor: A faculty member who is charged with the task of providing academic

advising to students.
Advisees: Students assigned to an academic advisor.

Degree Plan: An approved program composed of a sequence of courses that students need to

complete in order to graduate.

Earned Credit Hours: Number of course credit hours completed and passed by students.
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Study Plan: A degree plan organized semester wise, aiming for the timely graduation of

= t

students.

Faculty Office Hours: The time specified by faculty members to be available in their offices to

conduct academic advising and assist students with their coursework.

CGPA: Cumulative Grade Point Average

GPA: Grade Point Average

IELP: Intensive English Language Program

TOEFL: Test of English as a Foreign Language

VI. UoN RELATED POLICIES AND DOCUMENTS

This policy should be read along with:

1. Academic Advising Handbook

2. The Quality Teaching Management System

3. Faculty Performance Evaluation Policy

4.  Student Handbook

5. Academic Probation Policy

6. Admission and Registration Policy (to be developed)
VIL. POLICY STATEMENTS

A. General Academic Advising Policy

1. Students and academic advisors shall assume shared responsibility in the academic
advising process. Students shall be personally involved in making decisions about
their professional and personal goals.

2. Each college shall appoint a College Academic Advising Officer.

3. Every student shall be assigned an academic advisor upon admission to the

University.
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New students shall be introduced, during the orientation week, to the academic
advising system of the University.

Workshops shall be organized as necessary in support of academic advising where
faculty members shall be encouraged to participate. New faculty members are
required to attend at least one training workshop before assuming their first advising
responsibility.

Assigning or changing of academic advisor shall be done by the concerned Head of
Department and to be noted by the College Academic Advising Officer to ensure
that advising load is balanced across the College.

The College shall ensure that the academic advisor is assigned to no more than 40
advisees. However, if the situation requires additional students to be assigned to a
faculty member, this should be considered in accordance with the Workload
Regulations.

The academic advisor shall follow and vigilantly implement the Academic Probation

Policy in regard to advisees under probation.

9. The Foundation Institute shall assign students in their foundation year to their

10.

11.

12.

13.

14.

15.

respective advisors.

Academic Advisors shall ensure that their advisees meet with them at least twice per
semester.

Academic advising shall be part of the faculty performance evaluation, in addition to
teaching, research and community service.

The academic advisors shall implement the registration and monitoring procedure as
applicable in the QTMS.

The Department Board shall discuss the Department advising status along with other
related aspects such as probation at least twice a semester and take necessary actions

to ensure effective advising.

The College shall establish a College Academic Advising Committee to oversee the

academic advising function in the College.

The College Board shall discuss the college advising status along with other related
aspects such as probation at least twice a semester and take appropriate steps and

actions to ensure effective advising.
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16. The College Dean shall submit a final college advising report to the Vice Chancellor

for Academic Affairs (VCAA) before the end of the academic year.

17. The University shall appoint a University Academic Advising Officer who will

manage the implementation of the Academic Advising System of the University.

18. The University shall establish the University Academic Advising Steering Committee

to oversee the University Academic Advising System.

19. The University shall establish a Center for Student Academic Success and Follow-up.

B. Quality Assurance

L.

Online feedback from students and academic advisors shall be collected to evaluate
the existing academic advising services in the University (see Appendix B & C).

The College Academic Advising Committee shall review the quality of academic
advising services with the view of improvement, and a semester report on the
performance of academic advisors shall be submitted to the College Dean for review
by the College Board.

The assessment of the effectiveness of the academic advising system shall be
incorporated in Weave Online for the purpose of generating various reports.
Assessment of the academic advising system in each college shall be the
responsibility of the Assistant Dean for Academic Affairs who will work in
coordination with the College Academic Advising Committee to consolidate the
advising services.

The Vice-Chancellor for Academic Affairs shall forward to the Executive Board for
Academic Affairs and the University Academic Advising Steering Committee
assessment results along with the Deans reports. The findings of the EBAA and the
analysis of the reports shall be forwarded to the DQM for the purpose of monitoring
and evaluation.

Academic Advising shall be monitored and evaluated on an annual basis by the

DQM.
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VIII. ACADEMIC ADVISING PROCEDURE
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IX. ROLES AND RESPONSIBILITIES

To establish appropriate perception of the roles and responsibilities of the various
concerned parties, the following scheme of structure, governance and management of Academic

Advising provide shared governance and a collective responsibility of academic advising.

Registration and
Records

Executive Board for
Academic Affairs
(EBAA)

1.1 Discuss and assess academic advising along with other related aspects such as

i

| University Academic
|  Advising Officer
L

University Academic
Advising Steering
Committee

Director, Center for
Student Academic
Success and Follow-

up

College Academic
Advising Committee

pese

College Academic
Advising Officer

! College Board

academic probation twice a year ensuring effective advising.

1.2 Review the advising system, when needed and give recommendations to improve

current practices.

2. The University Academic Advising Steering Committee* shall:

2.1 Oversee the operation of the academic advising system.

2.2 Develop regulations and procedures to implement and monitor the academic advising

system.

* For the composition of this committee, please see Appendix E.
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2.3 Discuss the College reports and assess the University academic advising status as

instructed by the Vice Chancellor for Academic Affairs (VCAA).

2.4 Propose programs, mechanisms, and regulations to ensure the activation of the

various aspects of academic advising.

2.5 Develop guidelines for acknowledging and rewarding academic advising excellence.
2.6 Oversee the implementation of approved policies and programs. .
2.7 Receive reports from the College Advising Committees or the College Academic

Advising Officers and from Center for Academic Advising and Student Success.

2.8 Submit a report to the Executive Board for Academic Affairs (EBAA) on the

academic advising matter and matters that affect students’ success.
. The University Academic Advising Officer shall:
3.1 Oversee the activities of the University Academic Advising Steering Committee.

3.2 Work with the Deans, R & R, and Assistant Deans for AA and College Advising

Officers on all issues related to academic advising.

3.3 Report issues and concerns regarding advising to the Vice-Chancellor for Academic
Affairs.

3.4 Monitor the database on student retention, attrition, and academic success.

3.5 Act on student’ suggestions, comments, and appeals with respect to academic
advising issues.

3.6 Meet with all academic advisors at least once per semester and submit a report to the
VCAA on the effectiveness of the University Academic Advising Services.

3.7 Follow-up on the implementation and regular evaluation of the Academic Advising
Policy.

3.8 Update the list of students who are on academic probation and/or under academic
suspension, and act on addressing these matters to enhance student success.

3.9 Perform other related tasks as assigned by the Vice-Chancellor for Academic

Affairs.
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. The College Board shall:

4.1 Discuss the College academic advising status along with other related aspects such as

student probation.

4.2 Contribute effectively to the implementation of the University academic advising

policy.

4.3 Review the advising system, when needed and give recommendations to improve

current practices.

. The College Academic Advising Committee* shall:

5.1 Ensure that academic advisors help students to achieve their academic goals.
5.2 Receive any academic matters or complaints that may affect students’ success.

5.3 Prepare updated lists of students on-probation and students who might fall in

probation.
5.4 Provide academic support to help students under probation raise their CGPA to 2.0.

5.5 Endorse the list of academic advisors and forward it to the Assistant Dean for

Academic Affairs and R&R.
5.6 Oversee the implementation of policies and procedures related to academic advising.

5.7 Raise any suggestions or complaints that may affect students’ success from faculty

or academic advisors.

5.8 Submit a biannual report to the College Board related to academic advising and

academic probation.

. The Registration and Records shall:

6.1 Provide the required information and support to the University Academic Advising

Steering Committee in matters related to academic advising and student progress.

* For the composition of this committee, please see Appendix F.
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6.2 Assist the University Academic Advising Officer and the Director of the Center for

Academic Advising and Student Success in fulfilling their functions, when needed.

. The Assistant Dean for Academic Affairs shall:

7.1 Work with the HODs, College Academic Advising Officer and Academic Advisors

on all issues related to academic advising in the College.
7.2 Forward the list of academic advisors to Registration and Records (R & R).

7.3 Conduct assessment of academic advising in the College and work with the Dean, the
College Board and the College Academic Advising Officer to deal effectively with

academic advising.

. The Director, Center for Student Academic Success and Follow-up shall:

8.1 Coordinate with the University Academic Advising Officer on matters related to

academic success.
8.2 Communicate with students’ guardians to help students achieve their goals.

8.3 Prepare probation statistical reports for early intervention to prevent students falling

under probation and develop retention plans.

8.4 Cooperate with the Center for Student Counseling when needed to exchange

information about the student status to come up with remedial plans.

8.5 Follow-up students of normal and outstanding status to give them further guidance

and support.

8.6 Perform other related tasks assigned by the Pro-Vice-Chancellor for Academic

Support Services.

. The College Academic Advising Officer shall:

9.1 Oversee the activities of the College Academic Advising and Student Success
Committee.

9.2 Report issues and concerns regarding academic advising to the College Board.
Page 12 of 27
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9.3 Coordinate with the HoDs and academic advisors on all issues related to academic

advising.
9.4 Maintain college database on students’ progress, performance and CGPA.

9.5 Respond to students’ suggestions, comments, and appeals with respect to academic

advising issues.
9.6 Assist in student academic advising.
9.7 Follow up faculty on academic advising issues.
9.8 Suggest issuing warnings to students under probation.

9.9 Meet all academic advisors at least twice per year and submit a report to the

Dean and the University Academic Advising Officer.
9.10 Follow up on the implementation of the Academic Advising Policy.
9.11 Update the list of on probation students.
9.12 Conduct surveys to get advisees /advisors feedback for continuous improvement.
9.13 Carry out any other task assigned by the Dean.
10. The Department Board shall:

10.1  Discuss Department’s academic advising status along with other related academic

aspects such as student probation twice a semester.

102 Contribute effectively to the implementation of the University academic advising

policy.

103 Review the advising system, when needed and give recommendations to improve

current practices.
11. The Head of Department shall:
11.1 Assign advisors to student.
11.2  Ensure effective academic advising in the Department.
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12. The Department Academic Advising Officer shall
12.1  Oversee the academic advising activities at the Department level.
122 Report issues and concerns related to advising to the Department Board.

12.3  Coordinate with Department HOD, and prepare a biannual report to the

Department Board regarding the academic advising and student probation status.

12.4  Ensure that all academic advisors maintain an advising file where all advising

interactions are recorded and documented.
13. The Academic Advisors shall:

12.1 Maintain an accurate record for their advisees which could easily be retrieved and

updated in accordance with the checklist included in Appendix A.

12.2 Discuss the University policies and procedures with their advisees and also provide

them with the following information:

a. Study Plan and degree plan
Course and Specialization Requirements/Academic Standing, Probation,
Absence warnings, Curricular Structure, Course Withdrawal, and the like.

Student records.

e o

Responsibilities of the Advisor
Responsibilities of the Student
University Advising Services

Academic Support Facilities

5@ oo

Registration Process
1. Advisor’s Information (Office Hours, Office Room No., etc.)

12.3  Monitor the academic progress of their advisees by regularly examining their
academic profile.

12.4 Evaluate and approve the class/class schedule of their advisees.

12.5 Document advising interactions by recording it in a logbook and advising contacts
by maintaining students’ records in a student file.(see Appendix A for the
Academic Advisors Checklist for Maintaining Accurate Records).

12.6  Acquaint the advisees with the study plans and the available University resources.
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12.7  Provide accurate and timely information to students about academic progress and

degree requirements.
12.8  Encourage advisees to meet on a regular basis to discuss any academic problems.
12.9  Prepare plans for academic progress for students who are under probation.

12.10 Advice students who have academic or personal issues to seek assistance from

other University support centers, when needed.
12.11 Provide feedback about the academic advising system (see Appendix D)
14. The Advisees shall:
12.1  Take a responsible personal involvement in regard to their advising:
12.2 Discuss study plans and coursework with their advisors.
12.3 Seek advise and assistance regarding academics from their academic advisors.
12.4 Familiarize themselves with academic policies and procedures of the University.
12.5 Provide feedback on the academic advising system. (see Appendix C)

12.6 Provide parents/guardians and sponsors with timely information about their
academic status, strengths, weaknesses, and any other pertinent information

regarding their studies in the University.
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X. HISTORICAL RECORDS

1. The Academic Advising Board developed the Academic Advising Handbook (2004-
2011).

2. The Academic Development Officer of the Office of the VCAA developed the Academic
Advising Policy under the direct supervision of the Vice-Chancellor for Academic
Affairs in April 2013 based on the Academic Advising Handbook.

3. A series of reviews were made with extensive discussions by the EBAA in 2013-2014.

4. The policy document was sent to the University Executive Board for approval on 6
March 2014. It was approved by the UEB on 26 May 2014.

5. The policy was approved by the University Academic Council in meeting 2/52014, 2"
June 2014.
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APPENDIX A

ACADEMIC ADVISORS CHECKLIST FOR MAINTAINING ACCURATE RECORDS

The academic advisor shall document advising interactions by recording it in a logbook
and advising contacts by maintaining students’ records in a student file/academic advising file.
The file should contain the following:

a. Student Transcript: Updated copies of transcript from EDUWAVE

b. Study Plan: A copy of the approved study plan according to the Major and
Degree (Diploma, Bachelors and Master)

c. Degree Plan: A copy of the degree plan according to the Major (Diploma,

Bachelors and Master)

d. Follow-Up Form: Meetings with the student should be documented in the
Follow-Up Form. Signature of students should be obtained. (see Appendix B for
the Academic Advising Follow-Up Form)

¢. Warnings: include Absentee warnings (5%, 10%, 15% and 25%). Any

misbehavior, etc.
f. Advising Logbook. Record and document academic advising interactions.
2. Rewards, if any

h. Other Records: This includes approved medical leave reports, documents

pertaining to transfer of students from the colleges and universities.
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ACADEMIC ADVISING FOLLOW-UP FORM

SECTION 1. STUDENT INFORMATION

Student Name Student ID
College Department
Major CGPA
Academic Year Semester

" Date Session No
SECTION 2. FOR ACADEMIC ADVISOR USE ONLY
Date: Student Status:
Remarks:

Proposed Remedial Actions:

Academic Advisor’s Name: Signature:

Remarks:

College Academic Advising Officer’s Name:

Signature: Date:

College Stamp:

Received by:

Student’s Signature: Date:
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STUDENTS FEEDBACK ON ACADEMIC ADVISING SYSTEM
(To be uploaded on EDUWAYVE and filled out by STUDENTS)

Semester, Academic Year -

Direction:This online survey form seeks to gather your comments and suggestions to improve the quality
of advising services of the University.

College Department
Age Specialization
Degree Gender
Academic Advisor CGPA

Academic Level:  [] 1% Year []2™Year [139Year []4" Year
] 5™ year or more [] Transferred Student
Academic Status: [ ] Normal [] Outstanding

[] Under Probation [ ] 1® 1o [] 3

Instruction: Put a tick (v) mark in the box corresponding to your observation and judgment on the
academic advising services of the University using the scale below.

5 —Strongly Agree | 4 - Agree 3 - Undecided 2 —Disagree 1 — Strongly Disagree

ASSESSMENT ELEMENTS 5 4 S e L

A. Academic Advisor

1. My academic advisor provided me information about the academic
requirements and regulations.

2. My academic advisor suggested courses selection with my
degree/study plan and R & R regulations for registration.

3. My academic advisor was always available during office hours.

4. My academic advisor provided me with a clear plan on my academic
progress and/or to raise my CGPA.

5. My academic advisor treated me with respect.

6. My academic advisor had at least 2 advising sessions with me during
the semester.
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ASSESSMENT ELEMENTS

7. My academic advisor spent at least 15 minutes in each advising
session.

8. My academic advisor maintains an academic advising file for
academic advising record.

9. My academic advisor is in my specialization and very familiar with
my degree plan.

10. My academic advisor was very keen to provide advice and show
enthusiasm.

11. My academic advisor approves my registration on time.

12. My academic advisor informed me about the University support
centers/services.

B. Academic Advising Process

1. The University academic advising process is systematic, organized and
efficient.

2. Tam properly guided by the University bodies involved in the
academic advising process (University Support Centers, etc.)

3. The academic advising information is available on the university
website, notice boards, etc.

4. There are always enough courses for me to register.

5. EDUWAVE is an efficient tool in facilitating smooth and systematic
advising and registration process.

6. EDUWAVE provides updated copies of transcript.

7. 1am always updated with the latest information on new policies and
procedures on advising.

C. Overall, I am satisfied with the academic advising system at UoN

Thank you for taking your time to complete this questionnaire.
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ACADEMIC ADVISORS FEEDBACK ON ACADEMIC ADVISING SYSTEM
(To be uploaded on EDUWAVE and filled out by ACADEMIC ADVISORS)

Semester, Academic Year -

This online survey form seeks to gather your comments and suggestions to improve the quality of
advising services of the University.

College Department
Academic Advisor Specialization
No. of Years at UoN Gender

No. of Current Advisees

Instruction:  Put a tick (v') mark in the box corresponding your observation and judgment on the
academic advising services of the University using the Likert scale below.

5 — Strongly Agree 4 — Agree 3 - Undecided 2 — Disagree 1 — Strongly Disagree

ASSESSMENT ELEMENTS 5| 4 SR 2N Bl

A. Academic Advising Process

1. The University academic advising process is systematic, organized and
efficient.

2. I am properly supported by the University bodies involved in academic
advising.

3. The academic advising information is available on the University
website, notice boards, etc.

4. EDUWAVE is an efficient tool in facilitating smooth academic
advising,

5. Tam always updated with the latest information on new policies and
procedures related to academic advising.

B. Students’ Attitude Towards Academic Advising
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1. My advisees often keep appointments.

2. My advisees appreciate the role of academic advising.

3. My advisees come in pairs when I schedule him/her for an
appointment.

4. My advisees follow the study plans I prepare for them.

C. Academic Advisor’s Attitude Towards the Academic Advising Process at UoN

1. I find advising rewarding and fulfilling.

2. Ifind advising effective in promoting student success and retention.

3. Ifind it easy to orient and acquaint my advisees with the degree
plan/study plan and other academic resources/regulations available at
UoN.

4. 1can effectively manage up to 40 advisees and efficiently carry out my
task as academic advisor.

5. Ifind 15-20 minutes enough in each advising session with each
student.

6. I give accurate and sufficient information with regard to advisees
specializations and career choice and help them make good decisions.

7. Tencourage my advisees to focus on their studies to raise their
CGPA.

8. Iencourage my advisees to strictly follow the study plan I prepare for
them.

9. I suggest courses to department so that my advisees have a sufficient
no. of classes to register in order to graduate in a timely fashion.

10. I ensure that my advisees treat me with respect.

11. I recommend my advisees who have academic or personal issues to
seek assistance from other University services/centers, when needed.

12. I'keep records/grade matrix for each advisee and regularly update my
academic advising file.

D. Overall, I am satisfied with the academic advising system at UoN.
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Please give your candid answers to the following questions:

1. What are the strengths of the advising services of the University?

2. What are the advising services that need improvement?

Thank you for taking your time to complete this questionnaire.
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APPENDIX E

The University Academic Advising Steering Committee Composition

The University Academic Advising Steering Committee is composed of the following:
1. University Academic Advising Officer (Chairman)
2. Director of the Center for Student Academic Success and Follow-Up

3. Members of the College Academic Advising and Student Success Committee

APPENDIX F

The College Academic Advising Committee Composition

The College Academic Advising Committee is composed of the following:

1. College Academic Advising Officer (Chairman)

2. Department Academic Advising Officers
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APPENDIX G
Student Guide
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