Advisor Training provided by the College/School/Unit

Office Set-Up/Orientation
· Provide a list of “inside” phone numbers and contact names for admissions, records, financial aid, scholarship office, Honors College, Student Life, DRS, Dean’s offices, etc. 

· Provide a college directory. 

· Provide a current copy of the ASU Directory. 

· Make sure the advisor has a mailbox .

· Provide a tour of the building where the advisor is housed and introduce the advisor to other employees.

· Where is the outgoing mailbox?  When is the outgoing mail picked up? 

· How are packages sent/received?

· Is there a break room/kitchen?  

· What are the rules about using the appliances in the break room?
· Do people contribute each month for coffee, bottled water delivery, birthday cakes, etc.?  If so, how much is expected, how often is it collected, and by whom?

· Order a door plaque, name tag, and business cards for the advisor. 

· Give the advisor keys to the building and his/her office. 

· Give the advisor a college logo/name shirt.

· What is the advisor’s direct phone number and mailing address?

· Who handles ordering of supplies?  How often?  Is there a specific form to use?

· Schedule the advisor for HR orientation.

· Go with the new advisor to Parking Services to get a parking decal and/or bus card.

· Schedule a walking tour of campus with Devils Advocates. 

Technology Training and Access to Information:

· Make sure the computer has appropriate software for the advisor’s use (MicroSoft Office Suite, and internet capabilities).

· Schedule hands-on training for DARS, OASIS, Outlook calendaring.

· Provide a list of commonly used websites to bookmark.

· Demonstrate how to use the Major Exploration website.

· Demonstrate how to use the online Schedule of Classes.
· Submit paperwork for the advisor’s access to DARS, OASIS, Outlook, etc.
Welcome to the College/School of ___________________________.

· Be committed to having NO student appointments scheduled until the advisor has a firm foundation from which to advise. Even if the new advisor has worked in the advising profession elsewhere, they will not know the details of your college/school, the major(s), or the culture of your unit.  Without adequate information and preparation, the advisor may do more harm than good when meeting with students.
· Make sure the new advisor has access to all technology needed before scheduling any advising appointments. 

· When are staff meetings held?

· Where are staff meetings held?

· Are there all-college/school meetings?  If so, how often?  Where are they held?
· What is the unit/school/college/department philosophy of advising? 

· Provide all check sheets, major maps, and information on minors and certificates that are earned in your college/school/unit.  
· Review all of the department forms, worksheets, applications, brochures, and information sheets with the new advisor to make sure there is understanding of the nuances and differences between and among the different paths.

· What are General Studies?

· How are the General Studies built into the degree programs in your unit? 

· How do you advise incoming transfer students? 
· Explain the Arizona Transfer Model and demonstrate the AzCAS website.
· Explain the AGEC and its variations.  How is it applied to your majors/minors/certificates?
· Who are your college/school/unit representatives to the discipline specific Articulation Task Force(s)?
· Who makes the decision on which transfer credits can apply to the major requirements? 
· Who identifies and then posts the DARS exceptions? 
· What is the process for students to appeal the transfer credit evaluation decisions?  
· Is there a specific form?  Where is it kept?
· When is a student on probation?  
· When is a student off track?  
· What are the consequences to being on probation?

· What are the consequences of being off track? 
· What other ASU degree programs exist for students who cannot continue in this unit/College/School? 
· How do you advise Honors College students?  
· Who is the faculty advisor for BHC? 
· When is it appropriate to refer the student to the faculty advisor? 
· How do you advise student athletes?  
· Is there a faculty liaison to ICA within the School? 
· Does this unit have a Career Advisor/Counselor on staff or a Liaison in the Career Services office? 
· Do faculty meet with students concerning career planning?
· Who sits on the college Standards Committee and how often does the committee meet? 
· Does the School have a living/learning community?  
· Who is eligible to live in the community and/or attend the programs?

· Where is it?  

· Who runs it?  

· Who schedules programs?

· What is the schedule for this semester?

· How and when will the new advisor be evaluated? 

· How and when can the new advisor expect a raise/promotion? 

· What internal methods of recognition and reward are available? 

· How often is the advisor expected to participate in programs outside of the usual agreed upon work hours (such as evening events for students or the public?  Out of state orientations?  Saturday events?)  

· How and when will the advisor be compensated for this extra effort?  Comp time off?  Overtime pay?  Other? 

Welcome to the ASU Advising Community:

· Schedule time for the new advisor to shadow other advisors in the unit and to be shadowed by other advisors.
· Schedule time for the new advisor to attend college meetings:  standards, curriculum, faculty assembly, scholarship.
· Schedule time for the new advisor to attend university meetings:  AAAC, AAB, UAB, orientation planning, etc. 
· Refer the new advisor to:  
· Director of Advising Training and Professional Development

· Sign up for advisor camp

· Request to be added to the CAA listserve

· Employee Assistance Program

· Student Recreation Complex 

· Encourage the new advisor to be involved in the New Advisor Network, Council of Academic Advisors, and professional development programs.

· Are there rules within the school/college about taking classes?  If so, what is allowed?

Professional Development:
· Pay the annual NACADA dues (currently $55).

· Pay for one professional conference (local or national) each year for the advisor. 
· Circulate copies of The Chronicle of Higher Education, and discipline specific journals to the advisors.

· Include discussion of advising related topics into staff meetings.

· Plan an annual staff retreat that includes attention to advising issues.
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