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INTRODUCTION

The job of a faculty member at Sultan Qaboos University (SQU) involves teaching, research,
academic advising, administrative duties, and community service. This handbook defines
the duties of an academic advisor and provides guidelines for referrals to the second level of
advising, that is professional counseling provided by SOU Counseling Centre.

Academic advising is an important part of an academician’s job at Sultan Qaboos
University. Thus, academic advisors should familiarize themselves with appropriate University
policies and regulations and plan to spend sufficient time with each of their advisees. Careful
advising can prevent small problems from becoming big ones and can help students to be
successful and enjoy their programme of studies at the University.

ACADEMIC ADVISING

As a faculty member, you will be required to act as an academic advisor who guides students
toward successful completion of their degrees. Your role is to help students make reasonable
academic decisions and encourage them to take responsibility for their own academic
progress.

Because students are seldom familiar with University and departmental requirements, or
clear about career goals, your duties may include advice on “selecting a course” to
discussing career opportunities” You should act as an interested and informed adult who”
can help students identify problems and consider alternative solutions and generally guide
them in their decision making. You should inform them about relevant academic
.regulations, but ultimately the student is responsible for knowing the academic regulations

The academic regulations are contained in the booklet “Undergraduate Academic
Regulations ~ (UAR)”  obtainable from the Deanship of Admissions and
Registration’s website. The Undergraduate Academic Regulations booklet should be
studied, as it is the definitive source of all regulations with which you will be working.

The job of an academic advisor is outlined below as a set of obligatory as well as
recommended duties.
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2.1|STUDENT FILE

While most of the information about your advisees is available on-line, it is appropriate to
maintain a separate file (Appendix 1) for hard copies of administrative documents that
minimally include the student’s details and their degree and work plans (Appendix 2). The degree programme
work plan is provided by your department and is usually organized by semester and year for a student with a typical
registration so that courses not taken can be easily identified. The degree programme work plan is designed to
ensurethattheadviseeiscompleting the courses required for graduation. If the student changes advisorsand/or

departments, then the file is forwarded to the new advisor.

2.2| GENERAL ORIENTATION

Students should come to their advisor at the beginning of the semester to discuss their progress. You should

take this time to ensure that they know what to do and where to go. Answer their questions or direct them to

someone who can.

a. Pre-registration

Study the student file and degree programme for each of your advisees in advance in order to prepare for your
meeting with them. Students will eventually register for courses on-line (Appendix 3), but prior to this they
should come to you for your advice. It is obligatory for students on academic probation to visit their advisor, but

if you also need to see other advisees you may request Admissions and Registration to block their on-line access.

b. Course Selection:

Help the students select their courses using the degree programme work plan. Carefully check the studentss
transcript to ensure that the student has passed all the required and prerequisite courses from the previous
semesters. A student will not be allowed to register in a course unless the student has passed the prerequisite.

You are responsible for advising your advisees on co-requisite and prerequisite course requirements.

If students have not passed the prerequisites required to take up a typical course load for a given semester, then

they have the following options:

1.Take an alternative required or elective course for which they have passed all prerequisites.

2. Retake a course which they have failed or received C or below in a previous semester .

3.Take an extra elective course (Advise the student that this does not contribute toward the graduation
requirements).

4.Take a reduced load (Remind the student that this acts to delay graduation).
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2.3|GRADE POINT AVERAGE (GPA)

The semester and cumulative GPAs are measurements of the student>s semester and cumulative perfor-

mance respectively, as a weighted average of grades attained by students in all courses attempted (Appendix
4). They offer a quick and easy measure of students’ performance. You should explain the meaning of the
GPA to your advisees. Students are performing adequately if their GPA is 2.00 and above. Students would be
at risk if their GPA falls between 1.00 and 1.99 by completing 9 or more credits in the first semester and on
probation if the GPA falls below 2.00. Students at risk and on probation are required to visit you to be able

to use on-line registration. Appendix 4 provides a sample calculation of the GPA.

2.4| PERFORMANCE EVALUATION

You should discuss with students their performance during previous semesters and it is crucial that

you are familiar with progression standards especially those concerning probation (UAR-C8). A
student whose semester and cumulative GPA are at least 2.00 can carry a normal course load (15-18 credits)
depending on their work plan, but students on probation are only allowed to register between 12
and 9 credits (Appendix 6). The UAR also sets minimum satisfactory credit accumulation
during the study at the University (UAR-D5) as these will determine students’ semester
credit course loads. As an example, a student who has been in the University for 5 semesters should have
accumulated between 37-60 credits. It is unacceptable for this student to earn 36 credits only. Details on the

number of credits students should take depends on the progression of the student as outlined in the UAR-C8).

You should communicate clearly to the students on-probation that probation is not punitive. It allows them to

continue with a reduced course load to help them improve their work.

One of the best strategies for improving the cumulative and semester GPA is to repeat a course(s) which the

student previously failed, or in which low grades (D, D* or C’) were obtained.

2.5|GRADUATION REQUIREMENTS

The following are required for completion of the degree:

a .Completion of the university requirements:
i. 3 credits in Arabic Language
ii. 2 credits in Oman and Islamic Civilization or Islamic Culture
iii. 1 credit in Contemporary Omani Society
iv. 6 credits in general (university) elective courses
b. Completion of college requirements
c. Completion of major requirements:
d. Completion of a minimum number of credits as specified by the degree.
e. Completion of all required courses with a minimum graduating GPA of 2.00.

If a student falls behind or is out of sequence, you should help the student formulate a plan and timetable for
completing the degree within the maximum number of semesters allowed (UAR-D6).
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Use the degree programme work plan and a schedule of course offerings to devise such a plan.

Students may have been unable to take a course required by their degree plan and must take a substitute course
to replace it. A request (Appendix 8) must be submitted before registration in the substituted course. Details on

the rules governing substituted courses are outlined in UAR-D4.

In their final semester students should apply for graduation clearance (Appendix 9) so that formalities, including

a degree audit, can be undertaken.

2.6/ ADMINISTRATIVE

The UAR details various regulations pertaining to course registration and other related matters. In addition to

assisting in registration, there are several other administrative procedures through which you need to coach

your advisee.

2.6.1 Course load

Semester course load depends on student progress in previous semesters (GPA) and whether the
student is graduating or not. The course load also depends on whether the student is on extended,
normal, at-risk or on probation (UAR-C8 and UAR-B3). Note that for graduating students the course
loads may be extended (UAR-C8, Appendix 7).

2.6.2 Dropping or Adding a Course

Changes to students> original registration may be made on-line by the students during the first week
of scheduled classes. If, however, the new registration requires an

exception to either the course load or prerequisite requirement, students will have to use the «Drop
and Add Form” The Add and Drop Form can be obtained from the Deanship of Admission and
Registration website (Appendix 13). Note that Foundation Programme students registered for credit
courses can only withdraw from them

manually (Appendix 12).

2.6.3 Course Withdrawal

From the second week to the end of halfway semester in the course, students may withdraw from it
and receive a «W” on their transcripts. Students may withdraw up to 4 times during their study in
the University provided that their semester load does not fall below 9 credits. While withdrawal can
be done on-line for the 1st and 2nd withdraws, the student should get authorization from you for the
3rd and 4th withdraws (UAR-B2).

2.6.4 Repeated Courses

A student may repeat failed courses (F, FW) that are required in the degree programme.
All components of the repeated course must be repeated. A student may repeat a course with a

passing grade C or below within three semesters (UAR-C12).

e ©



2.6.5Re-sit

A re-sit may be granted to student who completed all degree requirements, but failed that course in

the last two semesters.

2.6.6 Student Attendance

Students are primarily responsible for their attendance and absenteeism is monitored by course
instructors. Attendance in classes is mandatory. Absence without prior notice or reason will result
first in a warning notice followed by a withdrawal notice if absence continues. A’FW” letter grade is
given if the student is asked to withdraw from a course because of absence. A student may be granted

an excuse of absence as detailed in the UAR-B6.

2.6.7 Selection of a Major

Students must fulfil all pre-requisite courses and any other criteria set by the department before

applying for a major.

2.6.8 Transfer between Colleges and Majors

Students may transfer from the college or an academic program in which they were admitted to
another college in SQU or a program if they satisfy the transfer criteria specified in the UAR-A4.
Students are allowed to transfer once only. The total duration time of study should not exceed the
maximum allowable duration as per the rules stated in UAR-D6.Transfer between majors takes
place with the college itself, but transfer to another college is done through the Student Information
System (SIS). Students who experience academic problems for the first time, or have trouble with
English, often panic and seek transfer as an escape. An advisee asking about transfer may simply need

reassurance or assistance with study skills.

2.6.9 Postponement and Withdrawal

Occasionally a student may wish to leave the university. A “postponement” is atemporary leave of
absence for a semester, renewable for a second semester with a guaranteed re-entry. The conditions and
regulations related to postponement is given in UAR-B7. Withdrawal from the university (UAR-B8) is a
more permanent departure with readmission only allowed under certain conditions. Students who feel
a need to leave the university should usually be advised to file for postponement and not withdrawal.
This gives them a way back if they later change their mind. The “Study Postponement” or “Withdrawal

from University” forms are available from the Deanship of Admissions and Registration (Appendix 13).

2.6.10 Summer Semester

Eligibility and general registration regulations for the summer semester are elaborated in UAR-BI.
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2.7

CONFLICT RESOLUTION

Some students will have difficulty with their programme of study sooner or later. In many
instances small problems are mismanaged and become big problems. As an advisor you can
sometimes help your advisee resolve such conflicts by:

(1) helping them to identify the real source of the difficulty and

(2) suggesting a course of prudent action.

Without such advice students will often take the wrong action or take no action at all.

Students’ problems often fall into one or more of the following classic areas:

2.7.1 Course Management

Which part of the course needs the most attention? Do students spend their time copying notes or
working on assigned problems? Do they ask their instructors where they should focus their efforts in
the course? Do they know the grading policy of their instructor? Do they make use of the time they
give to study efficiently? Do they attend all lectures or labs?

2.7.2 Time Management
Do students have a realistic understanding of how much study time is required? Do they waste their
time? Have they thought about their priorities? Do they spend disproportionate amount of time on

their courses? Do they prepare for exams well in advance?

2.7.3 Student-faculty Working Relationship

Does the student have a problem with the course or the instructor? Does the student use office

(consultation) hours for extra help from the instructor?

2.7.4 Study Skills and Habits

Where and when do the students study? Give them suggestions for improvements. Do they read the

prescribed textbook for the course?

2.7.5 Test Taking Skills

If they suffer from “test anxiety”, what can they do about it? Do they have basic test taking skills? Do

they have access to previous tests/exams in the course?

2.7.6 Need for Additional Tutoring

At times a student will not have the background or ability to keep up with a course without additional
help. They may need your help to recognize this. Special tutoring may not always be available, but

many times it is available and the student needs to be encouraged to make arrangements for it.
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2.7.7 Alternative Course Selection

If a student has difficulty with one elective subject, it may be possible to switch to

another elective (e.g, a student with a weak math background may take earth science or biology as an
elective instead of physics or calculus). It is important to deal with such problems early on. Difficulties

with required courses may necessitate a change of major.

2.7.8 Dropping a Course

Dropping courses is acceptable and the preferred action under certain circumstances that may include

the following:

a. It is done before the deadline (See Appendix 8) and with the realization that it will
probably lengthen the duration of the student’s studies.

b. The student is working hard, but he/she cannot carry their full course load with
passing marks. It is possible that a heavy work load is causing the student to
perform poorly in courses where he/she would otherwise perform adequately.

c. By dropping one course the student is then likely to perform adequately in the remaining
courses.

d. The student is under extreme physical or psychological stress (e.g., is undergoing
medical treatment or has certain personal problems).

e. If you think by dropping a course your advisee is more likely to succeed.

The following reasons are not acceptable ones for dropping a course during the semester:
a. Quitting due to a low score on the first exam.

b. Not liking the course or the instructor.

c. Failing a course due to insufficient effort.

d. To maintain a high GPA on a reduced load

2.7.9 Non-Academic Problems that Hinder

As an advisor you need to be sensitive to these issues even though you may not be able to offer your
advisee any professional help. When your advisee has a difficulty, you can usually isolate the real
issues by asking a few questions. This is important to do because the
student will usually come to you for your approval of his/her solution to his/her
perceived problem (i.e., not really seeking your advice, just your “rubber stamp”).
Frequently they have not identified the best solution and possibly they have not identified the
real source of the problem. Help the student to analyze carefully their situation and guide them

toward a reasonable course of action.

You should encourage your advisees to resolve such conflicts before their studies suffer
seriously. In cases where the student fails to adjust and becomes overwhelmed with psychological,
social, or physical challenges, refer the student to the second level of advising which consists

of the professional counseling or medical help that SQU provides (see Counseling section).
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2.8|ENCOURAGEMENT

Even capable and conscientious students can run into difficulties which discourage them and

hinder their academic performances. A few timely words of encouragement are worth their weight in gold.

2.9|STUDENT ACADEMIC

a. You should inform your students of the importance of refraining from any academic misconduct.

b. The Student Academic Misconduct Policy provides details of procedure to be followed in case
of students’ academic misconduct in assignments and in-semester examinations, projects and
theses, and final examinations. The policy details the procedure to be followed for prevention,
detection, inquiry, decisions, reporting, penalties and appeals.

c. You should inform your students that an online system has been instituted to report all academic misconduct

cases.

2.10|CAREER DECISIONS

As an academic working in the Sultanate of Oman, you may not have a complete picture of the career

opportunities for Sultan Qaboos University graduates. However, you can stimulate your students’
thinking by mentioning possibilities. Students often have a very limited understanding of the variety of job
opportunities that may be available to someone within their academic discipline.

Talk with them about possibilities.

Many capable students would not consider proceeding to graduate school unless advised by one of their

instructors. When you advise students, who in your view have potential for further study, encourage them to

COUNSELING

Counseling is offered by the wuniversity through the Student Counseling Center to meet
students” needs who exhibit maladaptive behavior for some certain reasons. Students”
maladjustment to university life may pertain to academic, personal, social, familial,
vocational, or physical problems that make it difficult for them

toadjust to the wuniversity environment and adversely affect their academic performance.

Counseling is usually performed by specialist counseling psychologists and counselor educators. After
reviewing the student>s case, a guidance and counseling specialist would arrange a number of closed counseling
sessions discussing the students> problem(s) based on the code of ethics for the counseling profession. When
there is a need for a student to meet a counseling specialist, you should either call the Student Counseling Center
on extension number 1826 to book an appointment, or refer the student to the Student Counseling Center using

the specified referral form that is electronically available in the Center>s webpage at the SQU website.
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Signs of maladjustment signifying the need for counseling include, but are not limited to, the

following:

a. Sudden and drastic drop in an otherwise high level of academic performance with no
justifying reasons

b. Unjustified request of postponement or withdrawal from the university

c. Persistent negative behavior shown by the student

d. Apparent high level of anxiety relating to exams, assignments, social life, or anxieties of
unspecified origin

e. Students inability to face, clearly communicate or describe his/her problem

f. Obvious signs of confusion, frustration, apathy, or despair

g. Persistent complaints of physical problems, loss of appetite, sleep disturbance, persistent
fatigue and social withdrawal

h. The clear expression of a desire for psychological consultation (students often say that the
consultation concerns a close friend or a family member)

i. Obvious signs of depression such as pessimism, negativity, unwillingness to do everyday tasks,
or reduced motivation

When referral to counseling is considered, the following should be noted:

a. You will continue to be the academic advisor of this student.

b. Counseling is usually confused by the students with psychotherapy and psychiatry. Advisors
should explain to the student that seeing a counselor does not mean that he/she is
psychologically or mentally ill. Advisors must play a major role in convincing the student and
facilitating the contact with a counselor. Students should be particularly assured about
“privacy” and «confidentiality» of information he/she provides to the counselor.

c. Academic advisors must provide the guidance and counseling specialist with brief
information about the students case, either verbally or in writing.

d. You should explain to the student the nature of counseling and that meeting the guidance and
counseling specialist will be in the Student Counseling Center.

e. If the student is under probation, you should consider the following:

i. Meeting the student weekly to motivate him/her for studying and doing assignments

ii. Helping the student to acquire effective study skills for his/her major

iii. Encouraging the student to develop self-confidence to improve his/her academic
performance

iv. Assisting the student with registration of required courses and help him/her to exit
academic probation

v. Referring the student to the Student Counseling Center as soon as you observe any signs of

maladjustment
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APPENDICES

APPENDIX 1. student Information sheet

Much of this information is available through your on-line access as “Advisor” to the students.




APPENDIX 2. Example of a Degree Programme Work Plan

Each programme has its own work or study plan as part of the degree plan. These can be accessed and

downloaded from either the College/Department or Deanship of Admissions and Registration web sites .
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APPENDIX 3. On-line Registration

The on-line screen for registration appears differently for the student and the academic advisor. These are

shown in the following screen shots.

Academic advisor screen for on-line registration




APPENDIX 4. Example CGPA Calculation

A second-year student has 84 points from 28 credits (attempted and earned) with a cumulative GPA of

3.00. In the next semester the following grades were obtained in new courses without any repeats:

Course code (credits) Letter grade

CHEM2101 (4 credits)
MATH2107 (4 credits)
ERSC1007 (2 credits)
ILSM1010 (2 credits)
PHYS2101 (4 credits)
Total credits = 16

Semester GPA = 38/16 = 2.375 = 2.38

C
C-
A
B
C+

The new cumulative GPA is calculated by:
Adding the points together (84 + 38 = 122) and dividing them by the credits taken in this semester added
to the previous total credits attempted (16+28 = 44). Thus the CGPA = 122/44 = 2.77

Calculated points
20x4=8.0
1.7x4=6.8
4.0x2=8.0
3.0x2=6.0
23x4=92
total points = 38

Note that both semester and cumulative GPAs are rounded to two decimal places.
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APPENDIX 5. Registration Form for Advanced Probation Students

Students who are on probation cannot register on-line and must use this two-page form.




The second page of the form has important information regarding required credits to avoid the student

being asked to leave the University.
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APPENDIX 6 .sample Deficit GPA Calculation

Suppose a student is on probation with a cumulative GPA of less than 2.00. He is limited to 12 credits and
wants to know what it will take to get the cumulative GPA to 2.00.

« The starting point is to look at the bottom line of the transcript to see the «Total Credits
Attempted», “Total Credits Earned”, “Total Grade Points” and the semester and cumulative GPA
values.

o If the credits attempted are greater than credits earned it usually means that the student has
failed (F) one or more courses.

o If there is no difference between the two numbers, then it means that all courses have passing
grades (D and above).

o If the semester GPA is below 2.00, then, in the following semester it has to be above 2.00 to
avoid continued probation.

o Identify which courses will be taken in the following semester and work out their impact on the
“Total Credits Attempted” as this is crucial for calculating what the semester GPA will have to be
to return to “Normal” course load status. This is best explained with the following examples:

o In the first example a student’s transcript shows:
Semester GPA 0.60, Cumulative GPA [CGPA] 1.88, Total Credits Attempted 29, Total Credits

Earned 25, Total Grade Points 54.6 Registering 12 credits of new courses takes the “Total
Credits Attempted” to 41 (29 + 12).

Total points required to reach CGPA of 2.00 is 82 (41 x 2.00)
Points required in the semester are 27.4 (82 - 54.6).
Semester GPA should be 2.28 (27.4/12) to reach a CGPA of 2.00

Thus Four ‘C+ grades will allow the student to return to a normal course load status

o If the 12-credit registration included repeating the failed 4-credit course, then Total Credits
Attempted is 37 (29 + 8)

Total points required to reach CGPA of 2.00 is 74 (37 x 2.00)
Points required in the semester are 19.4 (74 - 54.6)
Semester GPA should be 1.62 (19.4/12) to reach a CGPA of 2.00

BUT because the previous semester GPA was below 2.00, this semester GPA must
be 2.00 (24/12)

the new CGPA will be 2.12 [(54.6 + 24)/(29 + 8)]
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o In the second example, a student’s transcript shows Semester GPA 2.59 CGPA
1.88, Total Credits Attempted 35, Total Credits Earned 35, Total Grade Points 65.7.
Registering 12 credits in all new courses takes the “Total Credits Attempted”
to 47 (35 + 12).

Total points required to reach CGPA of 2.00 is 94 (47 x 2.00)

Points required in the semester are 28.3 (94 - 65.7)

Semester GPA should be > 2.358 (28.3/12) to reach a CGPA of 2.00

Grades of ‘C+” and ‘B-“ will allow the student to return to a normal course load
status.

o If the 12-credit registration included repeating two 3-credit courses with low

grades (‘D’ and ‘D+’) then «Total Credits Attempted” is 41 (35 + 6)
But the Total Grade Points are reduced by removing the points for the two courses.

For the ‘D’ -3 points (1 x 3) and for the D+ -3.9 (1.3 x 3)
Used grade points becomes: 58.8 (65.7 - 6.9)
Total points required to reach CGPA of 2.00 is 82 (41 x 2.00)
Points required in the semester are 23.2 (82 - 58.8)
Semester GPA should be 1.93 (23.2/12) to reach CGPA of 2.00
‘C’ grades will be sufficient for the student to return to a normal course load

« In most cases, repeating course is the best way to return to a normal course load status
provided that the minimum acceptable semester credit accumulation is met.
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APPENDIX 7. Overload Request for a Graduating Student




APPENDIX 8. substitution Form for a Required Course
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APPENDIX 9. Graduation Clearance Form




APPENDIX 10. Change of Major

SULTAN QABOOS UNIVERSITY

College of Agricultural and Marine Sciences
Assistant Dean for Undergraduate Studies Office
Change of Major Form

Student’s Name: ID & Cohort:

Current Major: CGPA:

Total credits completed in the current major (major requirements & electives only):
Current Minor:

Expected Graduation Date: Fall 20 Spring 20 Summer 20
Requested Major:

If the major change request get accepted, the Minor will be in:

Basic Courses Completed & Grade:

Title Course Code Grade | Remarks

General Biology | BIOL2101

Introduction to CAMS | CAMS2000

General Chemistry | CHEM2101

English for CAMS | LANC2140 or LANC2145

English for CAMS Il LANC2141 or LANC2146

Pre-Calculus MATH1106

Calculus MATH2107

General Physics | PHYS2101
Student’s Signature: Date:
Advisor’s Name/Signature: Date:
HoD's Name/Signature: Date: Date:

For Assistant Dean for Undergraduate Studies office use only:

The application is accepted / not accepted. If accepted, the new advisor is:

Signature of ADUS: Date:
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Conditions/important points:
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Major changes are allowed only once and within the first year of the current major.

Students applying for a major change must meet admission requirements of the requested
program and should have passed one science course, LANC2141, and the introductory course of
his/her current major.

The new major will count only the courses relevant to the program. Note: not counting some of
the courses may delay graduation.

For non-vacant major, the applicant should have “a minimum of 2.3 cumulative GPA” or “higher
than the last admitted student” in case the last admitted student had a cumulative GPA higher
than 2.3.

Priority of major allocation will be given to students without major during the major selection
period.

In all cases and without exception, the maximum allowable transfer should not exceed 10% of

the assigned number in each major.

Student’s Signature:




APPENDIX 11. Drop and Add

Students may add a course on-line within the first week of classes provided the following criteria are met:
oThere is room in the course. This may require authorization by the instructor of the course.
«The prerequisite courses have been passed.

oIt is within the student>s course load maximum.

However, there are circumstances when the addition of a course must be done manually on the Add/
Drop Form (for example, a missing prerequisite, trying to repeat a course after 2 years, requesting course

overload). This form requires several signatures including that of the course instructor.

For substituting a course that is a degree requirement, a separate form is used. This should be completed

before registration in the course, otherwise the substitution will not be approved.

Students may drop a course on-line within the first week of classes with no effect to their transcript. A
course which is dropped from the second week of classes to the half-way point of the semester will result
in a «W> grade for that course on the students transcript. A course dropped after the half-way point will
result in an «F» grade on the student>s transcript. Students in the foundation programme cannot drop

FP courses and can only drop a credit course manually on the appropriate form.
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APPENDIX 12. Mmanual Drop Form for Foundation Students




APPENDIX 13. study Postponement and Withdrawal from the University Forms

The two forms are identical except for the colour
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