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an introduction

The students' awareness of the rules and regulations governing the educational process within the college is one of the means that helps them to pass the years of study without obstacles. Hence the role of academic guidance in activating the relationship between the student and faculty members through a system that guides the students in the college and its systems. And students, as well as help them overcome the obstacles they face, taking advantage of the maximum degree of services and possibilities offered by the College.
General objectives of academic guidance:
1- Provide academic and guidance information to students and increase their awareness of the objectives of educational programs and systems of study in colleges and the importance of academic guidance.
2-Identify the problems that prevent the ability of female students to attain the educational level.
3-. Provide students with tips that enable them to understand their tendencies and abilities and exercise their positive role in the educational process.
 
4-. Directing the students and follow them academically during the years of study.
5-Helping students prepare and plan for their scientific future.
6-. Instructing female students with guidance that leads to their continued excellence.
7-. Helping students choose elective courses.
8-. Assisting students to overcome their difficulties and achieve desired success.
The role of academic advisor

The academic advisor should follow the student since she joined the university until she graduated and help her in everything she needs by performing the following tasks:
1-Identify students and build a good relationship with them.
2- Defining the student's vision of the college and its mission and objectives.
3-Introduce students to instructional hours and clarify the importance of their communication with the mentor.
4- Encouraging the best students and preparing a list of their names.
5-Discover talented students and raise their names to be responsible for the activity unit in college.
6-The instructor should be familiar with the study plans and know the university regulations and laws to assist the student in the following matters:
Explain graduation requirements.
B - deletion and addition and help the student and directed to follow the instructions published in this regard.
Preparation of a special file for each student who was assigned the task of supervising them.
7-Define the student by the laws in force at the university.
8- Monitoring the academic performance of the student.
Cases requiring the intervention of academic advisors

1- There are some cases that require direct intervention of the academic guide, including:
2- a sudden drop in the performance of the school without justified reasons.
-3 Unjustified request for postponement or withdrawal from college.
4-Complaints by members of the faculty regarding the negative behaviors that the student shows.
5-The student's ability to express her problems or describe them clearly.
6-Distinct manifestations of deep situations of confusion, frustration, indifference or despair.

Supervising the academic guidance unit

1- Reception of female students and supervise the implementation of the induction program.
2-Distribution of new female students on academic mentors.
3-General supervision of the academic mentors and follow-up cases to the extension unit.
 
Objectives of the Academic Guidance Plan:
1-To inform the students about the vision, mission and plan of the Department of Education and Kindergarten.
2-To promote and promote the culture of academic guidance for female students.
3-Identify and provide programs and services of academic guidance to suit the different levels of female students of the Department of Education and kindergarten, which contributes to the enhancement of their educational achievement and treatment of the obstacles encountered.
4-Provide the appropriate climate to make the best use of the expertise of faculty members outside the classrooms.
5-Working on the benefit of the talents of students that have been discovered and help them to provide the best of them and the highest quality through guidance to the activities of student affairs.
6- Building positive relationships between students and faculty members.
7- Discovering talent and providing them with the possibilities and opportunities to develop their talents.
8-Attempt to modify the behavior of students uncontrolled by providing advice and guidance and awareness and to inform students of sanctions and punitive measures

The mechanism of implementing the goals of the department plan.
1-Spread the culture of academic guidance and its importance.
2-Supervising the implementation of the procedures and instructions of academic guidance and follow up.
3- Distributing female students to the academic mentors in the college and announce this in the female students' tables.
4-Introduce students to their guidance and the importance of the extension process.
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1 - There are some cases that require direct intervention of the academic guide, including:

2 - a sudden drop in the performance of the school without justified reasons.

3. Unjustified request for postponement or withdrawal from college.

4. Complaints by members of the faculty regarding the negative behaviors that the student shows.

5. The student's ability to express her problems or describe them clearly.

6. Distinct manifestations of deep situations of confusion, frustration, indifference or despair.

Supervising the academic guidance unit

1 - Reception of female students and supervise the implementation of the induction program.

2. Distribution of new female students on academic mentors.

3. General supervision of the academic mentors and follow-up cases to the extension unit.

Objectives of the Academic Guidance Plan:

1. To inform the students about the vision, mission and plan of the Department of Education and Kindergarten.

2. To promote and promote the culture of academic guidance for female students.

3. Identify and provide programs and services of academic guidance to suit the different levels of female students of the Department of Education and kindergarten, which contributes to the enhancement of their educational achievement and treatment of the obstacles encountered.

4 - Provide the appropriate climate to make the best use of the expertise of faculty members outside the classes.

5. Working on the benefit of the talents of students that have been discovered and help them to provide the best of them and the highest quality through guidance to the activities of student affairs.

6 - Building positive relations between students and faculty members.

7. Discovering talent and providing them with the possibilities and opportunities to develop their talents.

8. Attempt to modify the behavior of students uncontrolled by providing advice and guidance and awareness and to inform students of sanctions and punitive measures

The mechanism of implementing the goals of the department plan.

1. Spread the culture of academic guidance and its importance.

2 - Supervising the implementation of the procedures and instructions of academic guidance and follow up.

3. Distributing female students to the academic mentors in the college and announce this in the female students' tables.

4. Introduce students to their guidance and the importance of the extension process.
Media of the Plan: Members of the Academic Guidance Committee in the department take the necessary actions to inform the plan, which are as follows:
 1-The plan is presented after the preparation of the Department of Education and kindergarten for ratification.
2- Meeting the staff members of the Department of Education and kindergarten to inform them of the features of the plan and the procedures for implementation.
3- Preparation of pamphlets for the definition of academic guidance and distribution to new students at the beginning of the semester.
4- - Publication of the plan on the website of the College to inform everyone.
5-  Distribution of the plan to the members of the faculty in the department.
Time Plan for the Academic Guidance Committee for the First Semester
From the academic year 1438/1439 AH
	the week
	The duties of the departments and units to be committed during the first semester

	the first
	Helping students deal with their schedules (registration / deletion / addition)

	The second

	1. A folded preparation to introduce the Department of Education and Kindergarten.
2. . A folded preparation to introduce the students to the importance of academic guidance and the role of the academic advisor.
3. . Survey the best students at the department level.
4. . Inform the new students in the Department of Education and Kindergarten about the date of holding their training meeting.
5. . Holding the counseling meeting with the new students in the department to welcome them and acquaintances with the aim of supporting the educational path of the students and introducing them to the regulations and laws that are of interest to students, including:
-Deletion, addition and timing conditions

- Rules of absence and the system of deprivation calculation

- Rules of apology for a course or semester.
-How to calculate the student's average in each course

-Conditions for obtaining first and second honors.

	the third

	1. 1. Formation of the Academic Guidance Committee

2. 2. A meeting with the sub-counselors in the department to:
-Presentation of the academic guidance plan for the department

-Activate the mechanisms of academic guidance within the department

-Explain the tasks of the academic advisor

-Ensure the distribution of female students to members

- Clarifying the contents of the academic guidance file

	· the fourth
	·  Set the time plan for the academic guidance committee for the first semester and send it electronically to the coordinator of the department to be presented to the department council.
·  Restrict the creative activities of students and their tendency to start joining the various activities in college.
·  Print certificates of appreciation for the best students at the department level.

	Fifth

	·  List the names of students and their status and inform the members of the teaching staff.
·  Develop a plan to support the defaults.
·  Communicate with faculty members who will study for students who are challenged by strengthening lectures.

	the sixth 
	·  Psychological preparation of students and solving problems related to the first quarterly test.
·  Implementation of the plan to support the obstacles before the start of the quarterly tests.

	Seventh
	·  Provide guidance sheets for the students of the department how to memorize the good before the test.
·  Conduct a training course on good memorization.
·  Evaluation of the course by students to find out the negatives and positives.

	Eighth 
	·  Restrict the students of the department whose attendance did not exceed 75% of the lectures and contact them or their families to inform them of their position and to determine the reasons for this and whether it is possible to provide assistance.

	Ninth

	·  Meeting with all members of the faculty to find out the conditions of the students who are troubled (after the quarterly test) and what was directed towards them and the extent of the impact of the program on their academic achievement.
·  as well as the best students and their motivation, in addition to the result of the first test of cases requiring special care.

	Tenth

	·  Follow up the tasks of the academic advisor.
·  Review minutes of weekly meetings.
·  Review the minutes of individual meetings of students with problems.
·  Gather the final reports of the sub-counselors and make a final report.
·  Submit a copy of the final report on the students of the department to the academic advisor to the College.
·  Submit a copy of the final report on the students of the department to the table.
·  Submit a copy of the final report of the department students to the coordinator of the department.

	Eleventh
	·  Hold a meeting with the members of the department to discuss the results of the follower files.
·  Limit the number of female students whose attendance did not exceed 25% of the lectures and contact them or their families to inform them of their position and to find out why.

	Twelveth
	- Instructing the students of the department how to deal with the anxiety tests and ways to overcome it.

	Thirteenth
	A survey of the students of the department to learn about their impressions of the academic guidance activities in the department.

	fourteenth
	Preparing the report of the academic advisor on the academic guidance activities in the department during the semester and submitting it to the head of the department.

	Fifteenth
	Period of end of semester tests


Academic advisor for kindergarten program
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