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ACADEMIC ADVISING

Academic Advising is an
important part of campus life

Through academic advising, students learn to become
members of the campus community; prepare themselves
for their roles and responsibilities as students; and promote
success in their lives. Academic advising treats all students
individually, so that each student can enter, move through,
and leave the campus knowing that help and advice is
always available for them.

\

N\




ACADEMIC ADVISING 2022-2023

CONTENTS

ROIE OF AN AGVISOT ....orrrrrerereisieesesissssssseeesssssssssssssssssssssssssssssssssssssssssssssnos 7
WHEN 10 SEE AN AQVISOI ....ovcerrcevvrvvssssssisssssssessssssssssssssssssssssssssssssssees 8
What to EXpect Of YOUr AQVISOT ....oreeiieeceeeeinsnneseseessssssseeseesssssseeeees 8
What Your AdVisor EXPECES Of YOU ... 8
Student Mentor (Peer Advisor/AcademicC SErviCes)....... . 9
Advice on AcademicC StaNAING .. 10
WOTKSNOPS ovvooeciiseiisesesseecsissesssssss st ssssssssssssss st ssssssssssssssasssess 10
First Year AQViSOr (COMMON YEAI) ......uuvmmmrmmemmememmmsreesssssessesssessssssssssssssssseseees 11
NOteS: IMPOrtaNt DAtES ........orreereeereereessreeeesssseeessssseesssssssessssssessssssssssssnns 12




ACADEMIC ADVISING 2022-2023

ROLE OF AN
ADVISOR

]
Advisors can assist students with most aspects of the LR
academic experience and provide information regarding -
campus resources, as needed. Some of the specific Ty
responsibilities of academic advisors include, but are not L L
limited to:
Assistance with goal setting | Assistance with adjusting to

campus life

Assistance with personal growth
and career development Assistance with attendance,
| tardiness and time management

Selection of educational programs

Staying informed of current and
changing rules, regulations, policies
| and graduation requirements so

as to effectively communicate the

Clarification of academic and l same to students
institutional policies :

Monitoring academic progress

Providing assistance with
Assistance with academic issues Academic Progression

Assistance with personal concerns

Navigation within the campus I
environment

Assistance with campus resource
identification and utilization
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WHEN TO SEE
AN ADVISOR

You should contact your advisor on any matters related to your
educational progress. You are responsible for assisting your advisor to
help you by sharing essential information about your academic progress,
strengths, weaknesses, interests, and goals.

You should meet your advisor to plan your courses before the early
online registration deadline.

WHAT TO EXPECT
OF YOUR ADVISOR

* Be available for appointments with students as necessary

* Be knowledgeable about educational program requirements,
curriculum, and professional and career opportunities

* Be knowledgeable about academic requirements, institutional
policies and procedures to ensure academic success

* Seek information they do not know or refer students to the
appropriate campus resources, as needed

* To be knowledgeable about educational program
requirements, including students’' Degree Audit.

* Please note the Academic Services Department will assist students with course
registration-related issues. The advisor is not responsible for course registration.

WHAT YOUR ADVISOR
EXPECTS OF YOU

* Read and understand the academic
policies and procedures found in the HCT
website and other sources
* Be responsible for registering for your

« Inform your advisor of any academic study plan.

difficulties
* Know your program catalog and ideal

+ Attend any appointments with your semester plan,

advisor on time and with any necessary

documents  Obtain training on Degree Works
* Meet with your advisor to complete the * Be accountable for your academic
study plan ahead of time, every semester progression and success.



STUDENT MENTORING
& PEER ADVISING
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Academic Officer Role

The Academic Officer is responsible for assisting students
with all matters related to registration.

As a Course Add or Drop Facilitator, he/she assists in:

* Advising students on adding/dropping courses, in
coordination with the student's Academic Advisor

* Guiding students on add/drop deadlines and policies and
procedures

* Answering registration-related queries

Peer Advisor - Student Services

Check with Student Services if peer advisors are available on
each campus.

Peer Advisors perform the following tasks:

* Receive student enquiries regarding student services and
programs

* Create files for students who experience academic
difficulties

* Document complaints from students
* File behavioral issues presented by teachers

* Follow up with struggling students to ensure they are
following the study plans

* Answer phone inquiries

* Register all students who visit the office and the nature
of the visits
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ADVICE ON
ACADEMIC STANDING

Students need to maintain a cumulative Grade Point
Average (GPA) of 2.0 to stay in good academic standing
and to be able to graduate from a program. Students

who receive a GPA below 2.0 will be placed on academic
probation and will receive an official notification from their
campus. It is important that academic advisors make
contact with these students to help them understand their
current academic standing and assist in the implementation
of a plan for future success. This is done in coordination
with the Academic Program Chair/ Program Team Leader,
with any necessary oversight by the Dean of Academic
Operations. Academic Advisors can also refer these
students, where appropriate, to relevant support services.

WORKSHOPS

The Academic Officer and the Dean of Academic Operations
take a proactive role in providing workshops to improve the
academic and overall performance of the students. As a
workshop facilitator s/he will assist in the following workshops:

Taking advantage of classroom time
E-services

Introduction to HCT

Developing good study skills
Overcoming stress and anxiety
Organizing and time management
Goal setting and achieving
Adjusting to campus life

Familiarization with campus policies
and procedures
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FIRST-YEAR ADVISOR
(COMMON YEAR)

A First-Year Advisor, performs the following tasks:

Liaises with Academic Program | Establishes a student-to-student

Chair/ Program Team Leader about ) communication strategy, which

expectations of commencing : covers formal student forums,

students in the program, and the . information opportunities for

level of advice to be provided students to network face-to-
face, online communication and
mentoring

Locates and explains the :
campuses' academic policies and i
procedures Encourages students to engage in
self-assessment of their learning
skills

Knows when and how to refer
students to Learning Support or
other campus services/resources Facilitates access to resources and
l developmental opportunities

Introduces Student to Degree :

Works and Ideal Semester Plan : Identifies “at risk” students, making
contact and referring those, where
appropriate, to relevant support
services
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NOTES:
IMPORTANT DATES

Term Dates
TERM BEGINS ENDS

First-Year Advisor (Common Year)
DATE TITLE PRESENTER
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First-Year Advisor (Common Year)
DATE TIME  PURPOSE OF MEETING OUTCOME/  ADVISOR'S  STUDENT'S

FOLLOW UP  SIGNATURE SIGNATURE
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