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Introduction 

This policy concerns the appointment of Academic Personal Advisors in distance learning postgraduate programmes at NUP. Each student is assigned a personal advisor, responsible for assisting the student in defining and developing realistic educational goals, in keeping with his/her abilities, skills, interests, and career aspirations. All students of distance learning programmes have their own personal advisor who is shown on Moodle. Personal Advisors are also responsible for ensuring the student is aware of university regulations and policies. Students are encouraged to contact their Advisor at any time during their total duration of studies. However, it is mandatory for the group to meet at least once per semester to discuss academic matters as a head start of the semester through a formal tele-meeting on Moodle platform. The personal advisor and the students are encouraged also to communicate and discuss through phone, email, skype or moodle platform. 

Stage 1

The designation of the Personal Advisor for the is implemented by the programme coordinator at the beginning of the students’ first academic semester. The distribution of students is made alphabetically per academic advisor according to the admission list of students (respectively alphabetically for both students and faculty member). During the first semester of their studies, students are informed about their Personal Advisor and can make use of their assistance and services until the completion of his / her studies. 
Stage 2
· The Personal Advisor is an academic member of staff, and will play a distinctive core role in the delivery of personal tutoring, aimed at supporting the student's general academic and personal development
· Duties and Role of an Academic Advisor:  The Personal Advisor is a reference point for the student and a reliable person who can provide the student with reliable information. The Personal Advisor aim is to support the academic, personal and professional development of students counseling and provide guidance on any academic issue arising during the student's studies. Academic issues may include questions about curriculum, lessons, student progress, regulations, and more. 
· The Personal Advisor has the obligation to be kept fully informed about the progress of the student.  The student may also discuss with his / her Personal Advisor issues related to his / her personal life and can influence their studies (economics, family and health problems). The Personal Advisor maintains complete confidentiality about what is being discussed with the student.  If the Personal Advisor considers that he / she is dealing with a major issue, the Programme Coordinator must be informed and in collaboration will deal with the matter.
· If the Personal Advisor considers that he / she is dealing with a minor issue, the Course Coordinator must be informed and in collaboration will deal with the matter.
· The formal tele-meeting must be established within the first month of the beginning of the semester.  Hereupon it is recommended that at least two meetings per academic year will be arranged on agreed dates. It is also recommended that the Personal Advisor keep minutes as feedback of the meetings although the tele-meeting will be recorded.
· In case of a long absence of the Personal Advisor from his/her obligations either for health reasons or educational leave, the course coordinator appoints a new Personal Advisor for the students. In case of a student’s wish to change the pre-appointed Advisor, he / she submits a reasoned request to the course coordinator supporting his / her request. 
Implementation Monitoring
· The programme coordinator is responsible for the selection and ratification of the total personal advisors and dealing with major issues
· [bookmark: _GoBack]The course coordinator is responsible for the appointment of a new personal advisor and dealing with minor issues
· The programme coordinator with the assistance of the DLU Administrator, is responsible for monitoring the implementation of this Procedure.
Relevant documents 

 
• Study guide for undergraduate and postgraduate programs
· Quality Management Handbook (point 6.2.5 The role of Academic Personal Advisors 
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