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➢ Advise the whole student - keeping in mind that they have 
different developmental needs as they transition through the 
four-year path.  

➢ Ensure smooth transition for students declaring and changing 
majors.   

➢ Keep accurate and up-to-date advising records in SSC.    
➢ Be resourceful, utilizing web-based resources, advising tools and 

professional development  opportunities to become more 
proficient in advising.   

➢   
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➢ Inform students about possible pitfalls of changing majors (e.g., 
time-to-degree; tuition, surcharge; financial implications).   

➢ Discuss consequences of withdrawing (from a single course 
and/or the University) and repeating a course; help them to 
understand the consequences (e.g., time-to-degree; tuition 
surcharge; financial implications; unique consequences per 
college/department). Send emails regarding these topics as 
appropriate.  

➢ Be proactive when students indicate they may intend to withdraw 
or transfer and notify the office responsible for monitoring 
withdrawals that the student has expressed interest so others 
may engage in outreach to the student. 
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➢ Use the four-year outline on the Advising Quick Links and upload 
a PDF copy to SSC each semester. 

➢ Review and reference the Advising Quick Links and Advising 
Guide and review the best practice document for recording 
advising sessions.  

➢ Discuss unsatisfactory mid-term grade notifications, semester 
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➢ Communicate regularly with students through emails about 
appointments and appointment  preparation (this can be 
automated through SSC).   

➢ Utilize departmental worksheets for major and General 
Education requirements.   

➢ Participate in advising workshops for faculty and staff. 
➢ New advisors should join NACADA, the National Association for 

Academic Advising, and attend their regional conferences and 
webinars as possible. 

➢ Seek an advisor mentor, a more experienced faculty/staff 
mentor, in your department that you  




