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| Procedures Name: | Academic Mentorship Procedure

=  Procedures Information:

Code: PRO 11 SDG 1 P4 N 1
Issue date: 2018

Revision, Date: V04, 2024

Evaluation Frequency: Yearly

Level of Confidentiality: Public

Pages: 2

Procedure Approved Date: 22 Feb 2018

Decision of the Deans Council: | 24 July 2018/2019

= Responsibilities and implementation:

Follow-up, review and Strategies and Policies Committee, Sustainability and
development: Ranking Office

Accreditation: Human Resources and Institutional Development Unit
Application (scope): All undergraduate students

= Procedure Steps:
# Step
1. Assigning Academic Advisors:
e Assign an academic advisor for each student from experienced faculty
members.
e The academic advisor contacts the student at the beginning of the
academic year to introduce their role.
2. Academic Mentorship Sessions:
e Organise individual or group mentorship sessions according to the
scheduled timetable.
e Sessions cover:
o Reviewing the study plan
o Course selection
o Guidance on improving academic performance
o Time management strategies
3. Monitoring Academic Performance:
o Periodically review academic performance reports for students.
o Identify students facing academic challenges and develop support plans
for them.
e Provide recommendations for improving performance or taking special
actions, such as granting academic exceptions.
4. Support for Transition and Graduation:
e Provide tailored consultations for graduating students on:
o Completing graduation requirements
o Selecting final projects
o Planning for career or postgraduate opportunities
5. Communication and Contact Mechanisms:
e Provide multiple communication channels such as email, in-person
meetings, or online chats.
o Schedule emergency meetings when necessary.
6. Evaluation and Feedback:
o Conduct periodic surveys for students to evaluate the quality of academic
mentorship.
o Use feedback to improve procedures and enhance effectiveness.
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= Related Forms:
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#

Form Name

Academic Mentorship Plan Form

Academic Performance Monitoring Form

1.
2.
3.

Academic Mentorship Session Evaluation Form
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