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What can the students expect of their Academic Advisor (AA)?

e To be friendly, helpful and a primary point of contact.

e To advise and guide you on matters relating to academic progress.
e To be aware of any issues that may affect or impact your learning.
e To arrange a meeting with you at least once each semester.

e To keep an agreed record of your meetings.

e To respond to requests for meetings promptly.

e To refer you to other sources of support, if required.

e To ensure matters discussed with the AA are confidential.

e To liaise with relevant support staff where necessary.

What can the AA expect of their students?

e Trust your AA.

e Prompt response to the AA request for a meeting.

e Respect time and be punctual for the meetings.

e Inform your AA of issues before they become problems.

e Come prepared to discuss issues in the meetings.

How does the AA Advising System Work at CBFS?

At the outset of the semester, you will be informed who your AA is by
email/SMS. Your AA will meet you at least once a semester. However, you
can make an appointment to see your AA if and when you have an

important issue to discuss.

If you are studying specialization, during your first meeting, your AA and

you will complete a Student Academic Progression Form (see Appendix 1).

If you have failed (a) course(s), you will be put on probation and referred
to a bilingual academic advisor (Arabic-English speaker) who will provide

guidance to support you.
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How do I meet my AA?

You can contact your AA via their email address. Your AA has scheduled
office hours posted outside their office during which time you can arrange
to meet; or arrange an appointment by completing and submitting the
Academic Advising Meeting Form to your AA, available from the
Programme Coordinator (see Appendix 2). Your AA will let you know the
date and time of the meeting. Until further notice, all meetings will be

online.

Recordings: After each meeting, the AA will send an attachment of the
completed form. The student is asked to respond with an email stating "I
agree” to confirm acceptance of the contents. If the student does not
respond, the AA will assume the student has agreed. This will help with

follow-up meetings and for further reference.

What can I discuss with my AA?

You can discuss anything with your AA related to your academic progress:
for example, learning difficulties; time management; or guidance in
developing language through other resources available. If necessary, your
AA may refer you to another relevant party. Issues related to finance or

registration have to be discussed with the respective departments.

How do I enter or change my study programme?

Ideally, discuss your study programme and career goals with your AA.
When you have read and understood the programme requirements and
are ready to join a programme, complete the details at the Admissions

and Registration Department.
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What if I don’t know what I want to do?

Talk to an AA or lecturers who teach the subjects you are interested in,

and discuss possible career paths.

What if I don't like my AA?

It is a professional relationship rather than a personal one. Nevertheless,
it is important that you feel comfortable with your AA to ask for
assistance and discuss any concerns you have. A change in AA may be
considered only if there is an acceptable reason. To request a change of
AA, you complete and submit the Request for change of Academic Advisor

form (see Appendix 3).

I can’t find my AA when I want to see them!

You can only arrange meetings during working hours. Check your AA’s
office hours posted outside their office. It is always advisable to make an
appointment through email, phone or leave a note on their desk, so that
they can arrange a suitable time to meet. Remember, you always have

the online option to meet your AA.

What if my problem is too personal to discuss with my AA?

Ask your AA to refer you to another member of staff: for example,

Student Services or Student Counsellor.

Can I get advice during the summer?

Teaching staff may not be available during the summer. If you have a

specific need or concern, you can contact Student Services for assistance.
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What do I do if I have a problem in a class?

Your first contact is your class teacher. Request a meeting to discuss your
problem. If not satisfied with the outcome, then discuss your problem
with your AA. For GFP students, your class teacher is also your AA so, if

necessary, the next person to contact would be the Campus Coordinator.

AA support and student responsibility

The College is committed to providing all the support needed for effective
learning. AAs are committed to supporting, guiding and advising their
students. AAs aim at encouraging students to identify issues affecting
their academic progress and making effective referrals to appropriate
support services to help students in their academic endeavours. It is
primarily the student’s responsibility to be proactive in getting the best

out of this system.
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Appendix 1

Student Academic Progression Form

Student Name and ID:

Student Study Programme:

Semester #/Academic Year:

Current Advisor:
Date Programme courses: GPA Required Actual GPA
Student status (Indicate with X): Progression Probation

If under probation, state reason(s):

Study Plan:
Student was advised by the Academic Advisor (Indicate with X): YES NO
Student signature Academic advisor signature
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Appendix 2

Academic Advising Meeting Form

Student Name and ID:

Study Programme- Indicate with X: Topic(s) to discuss — Indicate with X:
General Foundation Programme General counselling

Professional Studies Transfer

Undergraduate — CBFS Degrees Dropping a course

Undergraduate — University of Bradford Probation

Postgraduate and Research Change of specialisation

Other (Please specify):

Reason(s) — completed by student (Attach additional notes/documents, if required)

Date/Time/Venue of meeting:

Recommendation(s) — completed by advisor (Attach additional notes/documents, if required)

Date/Time/Venue of follow-up meeting:

Student signature Academic Advisor name & signature

*If a meeting is conducted online, the student can respond to the advisor’s email by typing “I agree” to approve content:
confirmation of attendance, receipt of recommendations and date of follow-up meeting.
No response from student denotes agreement.
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Appendix 3

Request for change of Academic Advisor

Student Name and ID:

Student Study Programme:

Semester #/Academic Year:

Current Advisor:

Reason for Change:

Student’s signature

Date

For Office use only

Decision (Indicate with X):

Reason:

Director:

Advisor change approved?

YES

Date:

NO
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