First-Year Advising Responsibilities for Spring 2013
As we begin winding down the fall semester, certainly pre-advising for the spring 2013 semester is behind us, but our advising responsibilities are not quite complete.  In the past we have transitioned the First-Year advisees from their FY advisors to their new departmental advisors in January.  This year we are exploring a modification to this routine, FY academic advising will extend through the end of February. This is intended to provide FY students with a seamless advising experience from Orientation through the spring early warning period. 

· Early January (Jan. 2-14)
· Students will confirm or change their intended majors or identify as undeclared.  This is done electronically, and is part of the formal check-in for the spring semester (this is what was done last January 2012).  Since most of your advisees will declare their majors encourage a co-advising model, having students consult with department faculty for any major-specific questions. Remember you are also encouraged to consult with other faculty in order to provide and clarify accurate information.
· Students and advisors should be aware certain majors require formal acceptance (Education, International Business, Occupational Therapy, Music, Music Therapy).

· Prior to the start of classes January 14
· Check the (a) the Fall 2012 grades and (b) Spring 2013 course schedule of your First-Year students.  
· If there are any failing or D grades, note if this would have an impact on any courses for which the students are registered in the spring NOTE: FYS & POL-ENG need to be completed during the first year. If a student failed either of these they must adjust their schedule in order to repeat in the spring 2013 term.

· In reviewing fall grades and making changes to spring schedules, remind students they may need to re-take courses required for their major in which they have earned a D or F and the course has to be taken at Elizabethtown College. Recommend they contact the chair of their major dept. to verify the need to retake. 

· Please send an email to the advisee noting your concern. Problem-solve with the student to determine if they need to make changes to their schedule. 
· Make sure you print out a copy of the Spring 2013 course schedule and make sure it is in line with the suggestions for that given major per the First-Year advising check sheets.  
· Encourage your advisees to introduce themselves to their departmental faculty, chairs and directors of programs. 

· NOTE: Some departments such as Business will hold formal welcoming ceremonies, receptions, or sessions for newly-declared majors in early February. 

· NOTE: The Education Dept. expects FY students to work with department faculty early in the spring term in order to prepare/review application portfolios for provisional acceptance into the program later in the semester.
· Within first two weeks of the start of the Spring 2013
· Touch base with your students to see how they are doing.  How was their break?  Reflect on their progress during the Fall 2012 semester.  Ask if they have any questions about this semester.  Is there any information they would like to share with you? (e.g., death of a relative; parent losing their job; etc.)  
· Note if any of your advisees have been placed on academic probation for spring term.

· Show them the schedule you have printed out and confirm that no changes have taken place in their course selection.  
· If a student has failed (or done poorly in a course) problem solve with them, and also determine if alterations in their current (Spring 2013) course schedule need to be made.  
· Students are able to add/drop courses using JayWeb until 4:00 pm Friday, January 18.
· Early Warning Period (EW report date is Feb. 19)
· If any of your First-Year students has received an early warning, meet with them to problem solve the situation.  You are in the best position to do this since you have been their advisor since June 2012.  Help and encourage them to be proactive.  Remind them at the end of this month they will be transitioning to an advisor in their declared major department. Encourage them to touch base with you from time to time.  

· Advisor Change Day March 1, 2013

· Make sure First-Year advising folders are turned in to Academic Advising, BSC 216 by Tuesday, February 26 to help ensure a smooth advising transition process.  You are asked to retain folders for your undecided advisees until the end of the semester.
· Ensure the following items are contained within the folder for each advisee

· First-Year student placement sheet (mandatory- distributed Summer 2012))
· Notification sheets for AP or Course transfer credit (mandatory- distributed Summer 2012))

· BCSSE sheet (mandatory- distributed summer 2012)

· Grad Audit (strongly recommended)

· Departmental check sheet for the student’s major (suggested)

· Core check sheet (suggested)

· Fall 2012 schedule (provided Summer 2012)

· Spring 2013 schedule (suggested)

· Disability accommodation letters(as provided by Office of Disability Services)

· Disciplinary Notification letters(as provided by the Office of Student Rights and Responsibilites)

· Academic probation letters(as provided by Dr. Betty Rider, Chair of Academic Standing Committee)

