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Introduction: Academic advising is a collaborative relationship between a student and an advisor. It is an ongoing decision-making process with responsibility for both the advisor and the student that facilitates a successful academic experience. The intent of this relationship is to support the student in the development of meaningful educational goals and plans that are consistent with the student’s personal interests, values, aspirations and educational potential. Academic advising utilizes the full range of institutional resources and refers students to the appropriate academic support services. To advise is to facilitate decision-making and problem solving, explore options, provide recommendations, and assess the student’s situation (i.e. course placement, academic needs, etc.) within the context of academic advising. Academic advising is performed by faculty and a limited number of administrative/exempt and classified employees as delineated through the position review process established through the Memorandum of Understanding of 6/13/06 regarding Advising and Counseling Work and Space.

KEY:


Assist = provide information, listen, encourage, direct to resources


Advise = facilitate decision-making, facilitate problem-solving, explore options, provide recommendations, and assess student’s situation (course 
placement, academic needs, etc.) within the context of academic advising 


Counsel = facilitate decision-making, facilitate problem-solving, explore options, provide recommendations and assess student’s situation (identity, 
family, culture, community, personal growth and development, etc.) within the application of counseling theory and practice

	
	Information and Services Provided to Students
	Personnel Delivering the Service

	
	
	Academic Employees
	Non-Academic Employees**

	
	
	Advising & Counseling Faculty
	Non 

A & C Faculty*
	

	1
	Advise students in developing educational plans/selecting academic programs that are consistent with their abilities, interests, values, individual learning needs, strengths and learning style
	X
	X
	

	2
	Advise students in understanding the implications of academic choices for career and life goals
	X
	X
	

	3
	Advise students in selecting classes to fulfill degree or certificate requirements for graduation that are congruent with their developmental level, academic skill level and goals
	X
	X
	

	4
	Advise students regarding the ways in which learning in different disciplines differs and intersects
	X
	X
	

	5
	Advise students in developing decision-making skills related to educational goals 
	X
	X
	

	6
	Advise students about non-traditional educational and career pathways
	X
	X
	

	7
	Advise students about course substitutions or waivers related to certificate or degree requirements of their programs of study
	X
	X
	

	
	Information and Services Provided to Students
	Personnel Delivering the Service

	
	
	Academic Employees
	Non-Academic Employees**

	
	
	Advising & Counseling Faculty
	Non 

A & C Faculty*
	

	8
	Advise students in evaluating factors that inform decision-making about enrollment into a program including cost, time required, job market, level of competitiveness and differences between programs
	X
	X
	

	9
	Provide information about program costs and length of degrees and certificates
	X
	X
	X

	
	
	
	
	

	10
	Advise students of the importance and philosophy of general education requirements
	X
	X
	

	11
	Provide general information on general education requirements
	X
	X
	X

	
	
	
	
	

	12
	Advise students regarding academic expectations – formal and unwritten norms
	X
	X
	

	13
	Explain the purpose, goals, roles, expectations and methods of academic advising and planning
	X
	X
	

	14
	Describe the importance of the advisor/advisee relationship
	X
	X
	X

	
	
	
	
	

	15
	Assess academic skills and assist/support students in their development of skills required for student success
	X
	X
	

	16
	Advise students whose test scores, transfer credit, or special circumstances require further review prior to course placement
	X
	X
	

	17
	Interpret course placement testing results and address concerns related to test scores
	X
	X
	

	18
	Describe course placement testing process
	X
	X
	X

	
	
	
	
	

	19
	Advise prospective students 
	X
	X
	

	20
	Advise students regarding their questions and concerns related to admissions to SCC, SCC programs and transfer institutions
	X
	X
	

	21
	Advise students about admissions applications process and writing competitive personal statements for transfer
	X
	X
	

	22
	Advise students in obtaining information from transfer institutions related to students’ academic goals
	X
	X
	

	23
	Advise students about transfer options to other colleges and universities related to the students’ program of study
	X
	X
	

	24
	Advise high school students in high school settings and at other events
	X
	X
	

	
	Information and Services Provided to Students
	Personnel Delivering the Service

	
	
	Academic Employees
	Non-Academic Employees**

	
	
	Advising & Counseling Faculty
	Non 

A & C Faculty*
	

	25
	Assist high school students and/or their parents with admissions information at high school-college conferences, high school settings and other events
	X
	X
	X^
^in consultation with faculty

	26
	Describe procedures and guidelines related to SCC admissions
	X
	X
	X

	
	
	
	
	

	27
	Perform unofficial evaluation of incoming transfer credits
	X
	X


	

	28
	Perform unofficial transcript evaluation for current students
	X
	X
	

	29
	Officially evaluate transcripts for incoming students and SCC transfer degree programs
	
	
	X^

^Specific Enrollment Services positions

	30
	Officially evaluate transcripts for SCC professional/technical degree programs
	
	X^

^Professional/Technical only
	

	
	
	
	
	

	31
	Advise students regarding their academic progress 
	X
	X


	

	32
	Advise students regarding academic warning, probation and suspension
	X
	X
	X^

^Registrar only

	33
	Develop plans for academic success with students on academic warning, probation or suspension 


	X
	X
	X^

^Registrar only

	34
	Explain minimum criteria for students to remain in good academic standing (financial aid, veterans, academic probation, athletic eligibility, etc.)
	X
	X
	X

	
	
	
	
	

	35
	Advise students on courses to use in the calculation of GPA for (on- and off-campus) program admissions 
	X
	X
	

	36
	Explain grade point average
	X
	X
	X

	
	Information and Services Provided to Students
	Personnel Delivering the Service

	
	
	Academic Employees
	Non-Academic Employees**

	
	
	Advising & Counseling Faculty
	Non 

A & C Faculty*
	

	37
	Develop advisor training programs and materials
	X
	X
	

	
	
	
	
	

	38
	Advise students about the implications of deadlines, pass/fail, audit, withdrawal, repeating a class, Incompletes, Independent Study, credit by exam, prior experience credit, etc. 
	X
	X
	

	39
	Provide general information about deadlines, pass/fail, audit, withdrawal, repeating a class, Incompletes, Independent Study, credit by exam, prior experience credit, etc.
	X
	X
	X

	40
	Provide information about institutional policies, procedures and resources  
	X
	X
	X

	41
	Explain academic terminology (ex: audit, withdrawal, pass/fail, major/minor, etc.)
	X
	X
	X

	42
	Explain the content of the class schedule
	X
	X
	X

	
	
	
	
	

	43
	Explain the registration process
	X
	X
	X

	44
	Describe use of online services, e.g., registration, accessing grades and quarterly schedule, etc.
	X
	X
	X

	45
	Describe procedures related to closed classes and waiting lists
	X
	X
	X

	46
	Provide general information on programs/degrees available at SCC
	X
	X
	X

	
	
	
	
	

	47
	Direct students with educational, career and/or personal questions, concerns or skills/learning difficulties to appropriate campus and community resources
	X
	X
	X

	48
	Inform students about co-curricular activities (e.g., clubs, intramurals, campus performances/presentations, etc.) and how they contribute to students’ overall success
	X
	X
	X

	49
	Assist students in understanding the process for student complaints or difficulties
	X
	X
	X

	50
	Explain the role of the student advocate in assisting in student complaints
	X
	X
	X

	
	
	
	
	

	51
	Provide administrative co-ordination and assistance for campus-wide College fairs
	
	
	X^

^Needs clear assignment and staffing


* includes non-academic employees identified in 6/20/06 Memorandum of Understanding between SCC and SCCFT                                                                      
** non-academic employees in relevant programs, including but not limited to Student Services, Safety & Security, Technology Support Services, etc.
10/8/07
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** non-academic employees in relevant programs, including but not limited to Student Services, Safety & Security, Technology Support Services, etc.
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