WHAT DO I DO FIRST?  

“Competent advising requires resources--
just as competent classroom instruction does” (Bonar, 1976B, p. 403)

ADVISOR RESPONSIBILTIES

Advising responsibilities vary from school to school, and each university should identify and specify these responsibilities so that advisors can achieve the university’s expected advising outcomes. In general, advisors

· Help Students Define and Develop Realistic Goals

· Identify Special Needs

· Match Students to Available Resources

· Assist Students in Planning Programs Consistent with Their Abilities and Interests

· Monitor Progress Toward Students’ Educational/Career Goals

· Discuss Links Between Academic Preparation and World-of-Work

(The ACT Program, 1979, p. 11)

CLU Advisor Responsibilities include:

 1. A personal and professional interest in being an advisor.

 2. Constructive Listening--attempting to hear all aspects of students’ expressed    problems

 3. Setting aside enough regularly scheduled time to adequately meet the advising needs of assigned advisees.

 4. Familiarity with university policy and practice in sufficient detail to provide advisees with accurate, useable information.

 5. Knowing how and when to refer students to other sources of information and assistance when referral seems the best student-centered option.

 6. Attempting to understand student concerns from a student point of view.

 7. Viewing long-range planning as well as immediate problem-solving as an essential part of effective advising.

 8. Sharing advising skills and knowledge with working colleagues who are also advisors. 

 9. Continually attempting to improve both the style and substance of advising.

10. Willingly and actively participating in advisor-development programs, both initial and 

in-service (Metz and Allan, 1981).

RELATIONAL SKILLS TO REMEMBER

“A BIT OF ADVICE: SAY NOTHING OFTEN” (McKenzie, 1980, p. 11)

1. Attempt to become acquainted with the advisee in as many aspects as possible.


Getting to know the advisees outside the formality of the classroom and office 

when possible, and not only during class scheduling or unusual circumstances, 

can be extremely valuable. Having good documentation is essential (ACT scores, transfer credits, degree audit)

2. Explore the objectives, interests, and motivations of the advisee.

The advisee’s actual certainty of future objective and goals is difficult to 

ascertain. When the advisor has some knowledge of the advisee’s non-academic 

background –such as home influence, hobbies, and friends, a more thorough type of advisement is possible.

3. Develop rapport with advisees.

If the student knows the advisor as a professional person who has a genuine 

interest in students, the advisement process becomes much more beneficial for both advisor and advisee.  The student should be encouraged to become acquainted with other faculty members in the department, for multiple contacts can be useful to the student who is attempting to assess his personal goals.

4. Become knowledgeable concerning university rules, policies, regulations and 

procedures that affect academic advising programs and activity.

Every advisor must be well informed regarding current academic policies and 

procedures for these are the foundations on which all advisement efforts will be 

built. Review policies and refresh on policy changes. Familiarity with courses generally taken by advisees, the characteristics of teachers of the courses, and how the courses have been appraised by prior students can make the

advisement process smoother and more successful.

5. Evaluate student motivation

Enhancing a student’s motivation by capitalizing on good academic planning can 

be a very helpful strategy. While lack of motivation is generally recognized as the most common cause of poor academic performance, no clear cut methods to help a student achieve maximum motivation have been developed.

6. Be aware of the limitations of responsibility which place the burden of 

advisement process on the shoulders of the student.

  
Obviously, an advisor cannot make decisions for an advisee, but can be a 

sympathetic listener and offer various alternatives for the advisee’s 

consideration.

7. Seek to determine the level of advisement appropriate for your own comfort and 

training.

Generally, advisors should not attempt to personally hand complex problems 

concerning financial aid, mental or physical health, personal or social counseling. 

When these situations do arise, the faculty advisor should refer students to 

professional personnel who are specially trained and knowledgeable about 

dealing with such problems (Morehead State Univ, 1981)

Remember, students innately assume you are the expert and can answer their questions, and they are typically more intimidated by you and impressed by you than you think. They have yet to believe they are truly adults and look to you as a parental or boss figure. Our goal is to develop them into adults who will take responsibility for their own future and actions, and become well integrated into adult society. We don’t want 26

them to become dependant on us and our approval, but rather more empowered to act on their own.

Developmental Aspects

Advising is a process which links students' needs and educational experiences from freshman through senior years and beyond. This process evolves gradually within the framework of the degree program and the student's level of maturation. Where students are in this progression helps to determine what kind of assistance they need from advisors. The following chart identifies these stages, provides examples of some academic and personal issues within each stage, and gives examples of how advisors may respond.

Academic Personal Advisor's Role

Freshmen 
Fearful of failing
Unsure of requirements

Confused or unrealistic   expectations

New academic demands

Vague career goals

Managing emotions

Finding a social fit

Exposure to new values

Increased financial worries

Separation from family

Adjusting to life changes

Anxious/vulnerable

Be accessible

Be a good listener

Provide support

Give information on requirements, courses

Be nonjudgmental

Make referrals

Sophomore
More aware of expectations

Tired of school

Impatient to get into major courses/major

Pressure to find a major

Mixed confidence level

Increased self-awareness

Developing support systems

Campus involvement

More relaxed

Encourage further exploration

Help with assessment of skills

Focus options on realistic choices

Junior Settled into a major or

desperately seeking one

Looking for enhancements (e.g.,

minor or double major)

Developing faculty relations

Application of learning

Balance of work, study, free time

More confident

Looking beyond college

Leadership roles in organizations

Romantic involvement

Begin mentor relationship

Encourage responsibilities

Provide information on graduate school/careers

Encourage creativity to enhance degree

Senior 

Winding down

Applying and integrating knowledge

Commencing job search/preparing for grad school

Graduation audit

Nervous

Stressed

Unsure of future

Transition to independent adult

Assist with graduation audit

Prepare student to make transition

Continue discussion of career

Continue mentor relationship

Write recommendation

(Advising Handbook at George Mason University, on-line)

This was included so Faculty Advisors/Mentors are aware of what we are advising and giving students as to their part in this relationship development!!!!!

ADVISEE RESPONSIBILITIES

The goal of CLU’s advising program is to develop a mentoring relationship between students and a faculty member. This is where students to perform some self-advising – leaving the mentoring, goal setting, and personal value evaluation time to be spent with the faculty advisor. We want to provide and modify any resources we have that can expedite this process, so students will be able to come more prepared to advising sessions so the faculty advisor can become a faculty mentor rather than a registration and scheduling guide.

RESPONSIBILITIES OF ADVISEES

Gather all relevant decision making information

Clarify personal values and goals

Knowledgeable about policies, procedures and requirements

Accepts responsibilities for decisions

(The ACT Program, 1979, p. 13)

HOW YOU AND YOUR FACULTY ADVISOR SHOULD WORK TOGETHER

Each student at CLU is assigned to a faculty member in their discipline for both educational and vocational guidance. The advising process is designed to help you, the student, as you make important decisions related to your academic progress at the university. As new advisees, recently admitted student should become familiar with both your advisor and the advising process. Below you will find some guidelines to follow throughout the year to make the advising process a successful part of your university experience.

WHEN TO SEE YOUR ADVISOR

1. To discuss any problems with academic performance

2. To discuss career considerations

3. To discuss academic progress

4. To discuss adding or dropping courses

5. To discuss electives, minor, concentration ideas

6. To file a degree plan or four year plan

7. To register to take a course pass-fail or audit

8. To select study-abroad, internships, co-operative education

9. To select courses for the upcoming semester 

HOW TO SEE YOUR ADVISOR

1. Become familiar with your advisor’s office hours/schedule

2. Whenever possible, call to make an appointment instead of dropping by without one.

3. If it is necessary to drop by without an appointment, try to do so at a time when your 

advisor has posted office hours, avoid the busiest time of the day (10:00am-

2:00pm) and allow plenty of time in case you have to wait to see your advisor.

4. Because the first and last two weeks of each semester are the busiest for advisors, 

schedule longer conferences during the middle portion of the semester.

5. In order to change advisors, secure a “Request for Change in Faculty Advisor” form 

from the CAAR office located in the back of the school library.
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This was included so Faculty Advisors/Mentors are aware of what we are advising and giving students as to their part in this relationship development!!!!!

JOINT RESPONSIBILITES

WHAT YOU AND YOUR ADVISOR SHOULD DO

1. You should…………… contact and keep in touch with your advisor

    Your advisor should… post office hours

2. You should …………… make and keep appointments or call if it is necessary to    

     
  change or cancel an appointment

    Your advisor should… keep appointment or call if it is necessary to change or cancel   

       
 an appointment.

3. You should …………… come with specific questions in mind

    Your advisor should… provide accurate and specific information

4. You should…………… come with necessary materials (pencil/pen, class schedule, 

process forms, audit forms, etc)

    Your advisor should… have resource material on hand

5. You should…………… ask about other sources of information

    Your advisor should … suggest other sources of information

6. You should …………… be open concerning schoolwork, study habits, academic 

progress,

    Your advisor should … listen and help you solve problems

7. You should …………… build a schedule free of conflicts in time

    Your advisor should… check your schedule for appropriate selection of courses

8. Your should…………… make decisions concerning careers, choice of majors, and 

selection of courses

    Your advisor should … suggest options concerning careers, choice of majors, and 

selection of courses.

Adapted from How You and Your Advisor Will Work Together by the Undergraduate Advising Center at the University of Iowa, July 1981.
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GET THE BEST OUT OF ADVISORS

There are probably no elaborate rules for getting the best advice from advisors, but a few general guidelines might assist as students earnestly solicit advice (especially concerning life changing events or other delicate dilemmas):

1. Seek advice from more than one source.

Never ask only one person for advice when a major decision is being made. Ask several—other advisors, faculty members, administrators, students who have experienced your dilemma, etc. This allows you to cover a wider range of considerations, broaden your horizons, and contemplate events that you might not have otherwise reviewed while you are making your decision(s). “Know that you know that you know you have the right answer, advice, or solution before you take action or make a decision!”

2. Be critical of advice given.

You do yourself an injustice by accepting advice in a “herky-jerky” fashion. The result of

uncritical acceptance or unchallenged acceptance of advice and recommendations may prove to be a disaster later.

3. Listen carefully to advice given.

You must make certain that you have understood precisely what the advisor has said. Hear your advisor out without interruption. When the advisor has finished, ask questions to emphasize points that may have been over looked. At the end of an advising session, restate the conclusion in your own words to make sure that the meaning you gleaned was actually the intended meaning.

4. Do not be defensive about advice.

Try not to be defensive if the advice contains criticism of you or the way you do things. This can be a very difficult task. Several “Don’ts” to consider include:

a. Don’t try to find personal fault with the advisor to disqualify him or her as a judge of 

your situation.

b. Don’t be flippant about the advice given.

c. Don’t argue with the advisor.

d. Don’t try to change the subject to avoid a disagreeable message.

e. Don’t be paranoid in the face of criticism. Your advisor probably does not have a 

hidden agenda (“The Way of Advice,” 1991, p. 3).

“Don’t believe everything you read. I spent the summer taking a course I absolutely hated only to find out that the requirement had been dropped! You need to talk with advisors on a regular basis. The printed requirements for majors aren’t always up to date, or they’ll accept something other than what is listed” (Tyler, 1997, p. 63).   

ABILITIES:

1. COAX and WHEEDLE – “A student with your GPA (3.7) and breadth of interests 

should be exploring a variety of career options.”

2. COERCE – “If you want me to support your reinstatement request, then you must 

schedule only these courses next semester.”

3. CONFRONT – “But you really don’t believe that I can tell you what to major in – do 

you?”

4. PERSUADE – “The reading and study skills course we offer can certainly help you 

improve your academic performance!”

5. PRESCRIBE – “With your SAT scores, you should take two preparatory math courses 

(before taking Engineering Calculus) and get plenty of tutoring assistance. Come 

back in three weeks and we’ll check on how things are going.”

6. SUGGEST – “You can decide whether it makes sense, but I think withdrawing this 

semester is the best thing to do.”

7. DENY – “I know how you feel, but I cannot retroactively drop your last semester’s \
course just because you flunked it!”

8. BACKSLIDE – “Look, I know what the campus policy is, but, given your situation, I’ll \
make an exception (Metz and Allen, 1981)

