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E About the Deanship

€ The Deanship of Admission and Registration is

considered the main gateway for students to join the
Islamic University of Minnesota, and the relationship
between the student and the university begins with
the Deanship of Admission and Registration, from
which he obtains an application for enrollment to be
filled out and returned, and also ends with the
Deanship of Admission and Registration, from which
he obtains after his graduation a degree Graduation
documents. Therefore, the relationship between the
student and the deanship Is permanent throughout
his studies.

€ The role of the Deanship of Admission and

Registration is not limited to following up students
academically until graduation from the university.
Rather, its responsibilities extend to include providing
all information about the university, its faculties and



majors, and announcing the university admission
requirements and academic regulations and
regulations. The required statistics from various
parties Inside and outside the university, which
contribute to clarifying the important role of the
university in the process of scientific renaissance.
The Deanship of Admission and Registration is the
external face of the university, as is its executive tool
within 1t. In addition to the administrative and
technical tasks of the deanship within the university,
we find that its responsibilities extend outside the
university due to the requirements of successive
developments In academic institutions and their
systems of the importance of constructive and
continuous coordination and cooperation between
all the various units within University and other
entities outside It.



. Deanship Vision

The vision of the Deanship is leadership in achieving the
highest quality standards in admission and registration
services according to the latest methods and modern
electronic systems, and excellence In the services
provided and attracting the best students to the
university in a way that contributes to building society.

Deanship Mission

Efficiency and excellence in the performance of all
admission, registration, and advising processes with
quality, transparency, and fairness among students,
through the optimal use of modern technologies, the
availability of high-quality work systems, support for the
academic advising system, and the application of clear
policies and standards that ensure transparency among
students, and contribute to the development of
university performance.



Strategic Goals of the Deanship

© Serving the student since admission to the
university and during his studies until his graduation
from the university.

@ Developing mechanisms and criteria for accepting
male and female students inside America and
through the Internet.

© Achieving quality and contributing to accreditation
In accordance with comprehensive quality
standards for all services and work provided by the
Deanship.

© Developing all the services of the deanship
administratively and technically to keep pace with
the developments of the times and the
requirements of the future in order to provide the
best services to students and members of



academic bodies, colleges, centers, and the
community.

© Developing mechanisms and criteria for admission
and registration for students internally and
externally by all means to reach the vision of the
future deanship and achieve its mission.

© Computerizing all admission and registration work,
and academic advising, and presenting them to all
university employees.

@ Attracting the best male and female students to the
university from high school and university
graduates.

© Educating students about the regulations and
systems of study and examinations in the various
faculties of the university



*f‘;/*‘. Values

The values that the Deanship adheres to:

W Fairness in student admission and registration
processes.

W Equal application of admission and registration
criteria to all.

W Spreading the spirit of cooperation between
students and the staff of the deanship.

W Executing the tasks assigned to the deanship with
high accuracy and professionalism.

W Contributing to raising the efficiency of the services
provided by the Deanship.



s—| Deanship Duties

(© Endeavor to implement the established and
approved academic regulations. For this purpose,
records and lists are used that show the student's
academic status since joining the university until
he graduates from it.

(© Follow up on the student's academic status from
the moment he joins the university until he
graduates and receives graduation documents.

(® Establishing a mechanism for accepting students
with specific criteria commensurate with the
capabilities of the university and the requirements
of societies.

(© Informing students of all new academic matters,
such as changes In the study plan or changes in
the instructions for granting a bachelor's degree.

(© Providing students with a student proof certificate
to be used for all purposes and to reveal his grades
upon request.

(© Develop, in cooperation with the specialized
committees, instructions and procedures for



registration for the various classes, and announces
the study program.

(9 Participating in the internal committees of the
university.

® Providing academic services to the fullest in the
shortest time and least effort.

(® Implementing the decisions of the University
Councll, college councils, the standing Committee
for student problems, and the Student disciplinary
committee.

(® The Deanship of Admission and Registration at the
Islamic University of Minnesota is looking forward
to achieving the highest levels of satisfaction with
the provision of services to students from entry to
graduation, as they are the main component of the
educational process, and thus providing services in
accordance with quality standards within the
Islamic and international university education
system in a manner that serves and is consistent
with Vision, mission and goals of the university.



Departments affiliated
with the Deanship

Registration Department



(xp Goals of the
® Registration Department

Study the plans developed by the concerned colleges
and departments and express the Deanship's
observations on them from the technical and academic
aspects and send these observations to the Curricula
and Plans Unit.

© Updating study plans and courses on the computer
after approval.

@ Updating departments and majors on the
computer after being approved by the competent
authorities.

© Following-up and updating plans and set controls
and restrictions for them to ensure the registration
process Iin accordance with the requirements of the
colleges, whether for courses or levels.

© Sending copies of schedules and plans to colleges
for modification.

© Following up the colleges on updating study
schedules, extracting error reports, notifying the
colleges about them, and developing appropriate
solutions to address these errors.

© Coordinating with the university faculties to carry



©©

out the final maintenance of the study schedules in
preparation for the final registration.

Deleting the trial recording from the database.
Preparing final exam schedules and exam conflict
lists for male and female students, and
coordinating with colleges regarding handling such
conflict.

Registration of visiting students from outside the
university.

Cancellation of the material in which the number of
registered persons is less than the limit allowed to
open the material.

Preparing the proposed academic calendar for the
next year.

Printing the official academic record for graduates,
requlars and discontinued students, and collect
fees for that.

Reprint the document (modified - lost - damaged)
and collect the related fees.

Issuance of (PhD - Fellowship - Master's)
documents after the approval of the University
Counclil to grant the degree.



@ Handing over wall certificates (Bachelor - Master -
PhD) to graduates.

© Amending the names of all students of scientific
degrees in Arabic according to the "National
ldentity” and in English according to the "Passport”.

© Responding to external inquiries regarding the
validity of graduate data in university records.

© Contributing to the preparation of the alumni guide
each year.

© Contributing to preparing for the graduation
ceremony and preparing lists of graduates,
expected and honors degrees.

© Attestation of copies of the graduation document.

@ Preparing the two graduation notes for the
numbers expected to graduate to be awarded the
degree by the University Council and the actual
graduates to inform the Council (Bachelor's, Higher
Diploma, Diploma, Associate).

© Distributing graduation documents and academic
records to graduates at the end of each semester
INn cooperation with the deanship departments



Departments affiliated
with the Deanship

Admission and Document
department



Goals of the Admission
® and Document department

\r

© Implementing of the university's admission policy
and coordination with university colleges for the
admission stage in terms of the numbers and
conditions required for each college in accordance
with the university's policy.

@ Following-up the electronic admission process, the
final admission result, and the entry of students'
data into the academic system.

© Coordinating the transfer process from outside the
university according to the regulations regulating it.

© Checking the files of accepted students and
keeping them in the designated places according
to the regulations governing the process of
receiving, checking and saving files in the
department after installing them in the academic
system and recording university numbers on them.



© Following up and solve the problems of accepted
students.

© Organizing procedures for accepting male and
female students from scholarships according to
the allocated scholarships.

© Accepting of visiting students from other
universities to study at the Islamic University of
Minnesota.

© Implementing of withdrawal from admission for
accepted students who withdraw at the beginning
of the study:.

© Responding to students' emails and inquiries
through the admission mail

© Suggesting plans for the workflow and developing
and simplifying its procedures.



Departments affiliated
with the Deanship

Data audit department
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{xp Objectives of the data

® audit department

Following up the academic cases of male and
female regular students at the university for the
bachelor's levels.

Studying the cases of students who have
approvals from the college counclils to give them
an opportunity or to request re-enrolment and
implementation of cases that meet the conditions
and presenting cases that do not meet the
conditions to the Student Problems Committee.
Following up and implement the decisions of the
University Council for students who have approval
for exceptional opportunities.

Implementing of student disciplinary committee
decisions.

Recelving and checking internal and external
equivalency forms, and sending them to the
equivalency department for implementation.
Following-up and implementation of the transfer



© @0 OB © O

©

from within the university.

Preparing letters from visiting students and
entering their data into the academic system.
Providing students with a definition of their
academic status.

Issuing student placement forms.

Recelving the final grades monitoring lists from the
control unit.

Checking students expected to graduate.
Graduating all university students with bachelor's
degrees and printing their documents.

Managing and operating the academic portal and
providing comprehensive and continuous support
to faculties and users in all matters related to it.
Equipping classrooms on the system and following
up major automated registration processes for all
university students.

Performing collective calculations of students'



cumulative averages.

© Working on improving the screens and outputs of
the academic system and following up on its
developments and modifications.

@ Following-up of the progress of the new services
provided on the academic system and the quality
of their provision in a way that achieves its
function.

@ Sending alert messages to students and teaching
staff about all important events and variables.

© Managing the Deanship's network, where the main
server of the Deanship is located in the computer
department, which contains folders and files for
each department of the Deanship and access to
them according to specific powers.

© Administering a server for the electronic archiving
system, which is a system for academic records
for old male and female students.
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