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Techniques and Tools for
Improving Advising*

THOMAS J. GRITES, Director of Acadentic Advising, Stockton State College, Poniona,
New Jersey

*This is an excerpt from a fortheoming book titked, Devefopinental Acadenic Advising: Ad-
dressing Students’ Educational, Career, and Personal Needs, by Roger B. Winston, Jr.,
Theodore K. Miller, Steven C. Ender, Thomas J. Grites, and Associates. Published by
Josscy-Bass Inc., price $29.95. Orders may be sept 1o Jossey-Bass Inc., Publishers, 433
California Street, Sant Francisco, California 94104, e C

A solid theoretical foundation for develapmental academic advising may be introduced
throughout the institution and the best educational plans ancl stratcgics could be presented,
but the overalt success of the advising program ultimately rests with individual advisors. A
varicty of malerials and resources are available to assist the advisor and the student in achiev-
ing maximum educational sucvess through the academic advising process. These materials
and resourees are advising *““tools’’ that can be used by the advisor 1o facilitate, monitor, and
review the educational and developmental progress for each student.

This article examines a wide sampling of publications, asscssment instruments, institu-
tionat resource documents, canpus agencies, and human resources that may be usefut to
academic advisors. The technigues and applications of these materials are abso included.

PUBLICATIONS

The success of any advising program may be atiributed to the guality of information
available to the siudents and . advisors, Clarity, conciseness, relevance, accuracy, and
availability are essential characteristics of publications designed to enhance the advising pro-
cess. Some institutional publications that should be reviewed for their eftectiveniess are ad-
missions malerials, the college catalogue, student handbooks, advisor handbooks and the
schedule of classes. Each of these is described here in detail.

The proper use of (hese publications will resulft in more accurate, aclive, and productive
advising; especially il advisors arc involved in their developnient, advisors can encourage
students to becowic more active and responsible in the advising process and their education.
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* Admissions Materials. How can admissions literature help academic advisors? First, this in-
formation mwist represent an accurate picture of what the campus actually provides. This
material helps shape the expectations of students, parents, and counselors. If these expecta-
tons are nest e, the advising process suffers because the advisor becotnes the primary in-
dividual t0 whon the dissatisfaction is expressed. Chickering states that **. . . when the insti-
tunion does not have 1he necessary capacity, when it lacks competence on the facully, when it
lacks critical facilitics or other resources and has no access to them, then it must be candid
about itslinvitations.*'! The “lrulh-m~advemsmg" recruitinent effort helps avoid a polcnual-
ly neptive anitial advising session. :

Sevond, the student’s application can serve as a vehicle for communication. Many
iemographic characteristics are identifiable through applications; personal statements pro-
ide further Information about the siudent's goals, abilities, interests, and expectations. One
specific part of the-application has a special relationship to advising, and that is the *‘choice
of major,” Students are often assigned (o their advisors by this single cruerion no malier

how inappropriate or uninformed (hat choice might be. Furthermore, sonie applications
allow no option to'be *‘undecided,” which ‘forces the sludent [0 make an uninformed choice. -

Fither situation increases the potential for an uncomfortable initial advising session. Ad-
visors' access (o applications can assist them in helping students adjust to academic life.

Systematie reviews of admissions publications, including the application, need to be made
with a spevial consideration for their potential impact on the advising process.

~tdvisor Hardbook. the advisor handbook is a publication designed explicitly for use by the
advisor, rather than by the student. Unlike the other publications described, which are fairly
uniform in their content, advisor handbooks vary greally. At one extreme arc the
voluminous documents that virtually duplicate much of the college catalogue and also in-
clude: .

1} curriculum worksheets,.
2) referral sources,

k}; ad‘vi.sing delinilions,

4) procedures, and

$) methods,

‘These docuients are often distributed in loosc-leal binders so that additions and deletions
v be made casily. The other extreme includes handbooks designed 10 provide only infor-
nxntion that is spevilic 10 the advising role and not found clsewhere. A happy miedium shoulkd
be achieved o that the specific information is pot buried in the duplicate material.

Whatever the Tarmat and content, an advisor necds a well-conceived handbook and must
becomie familiar with it and use it elfectively. Efficient use of this publication results in fewer
phone calls, fewer annecessary referrals, more resourceful advisors, and more satisficd
students. :

AW Chin kewng. *Collage Advisiag BoF ihe 19200 J, Kz, Fd., {San Franciseo: Jossey-Rass, 1973.)
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Schedule of Cltmes. Another msututlonal publu,auon necessary for good advising is the
schedule of ¢lasses for the upcoming term and dcademic year. Not only does this schecule list
courses, Himes, rooms, and instructors, but it-also often includes recent policy or procedure
changes, deadline dates, and other announcemnents that might not have been available when
the cataloguie or the landbooks were printed, The advisor and the student shoutd carcfully
review all material included in the class schedule rather than only the specific course olfer-
ings. When used praperty, this book prevents such unpleasant circumstances as crroneous
registrations (wrong section, time contlicts, and the like), inappropwiate courses (Lo mect re-
quirenients or level of difTiculty), and loss.of the money required (o pay fees lTor fate registra-
tion or extra terms.

External Publications. I addition o the publications produced by the institution, advisors
may wish to review u varicty of external publicalion sources. that can provide ideas for in-

jdwudual udvxsmg and for overall prugmnmauc efforts. Some of these inchide: Crockett's
resource don.umems, wmch contain numerous pfacucal suggestions aind examples of adap-
‘tive material; Grites’¥monograph, which synthesizes the available literattire o academiic ad-

vising and provides recommendations Tor the future; Winston, Ender, and Miller's*
sourcebook, which establishes the concept of developmental academic advising; the
NACADA Journal, newsletter, and conference proceedings published by the National
Academic Advising Association, which provide ongoitg reports of concepts, progruns, and
rescarch in the ficld of academic advising; and other books in the lield.

ASSESSMENT iNSTRUMI'IN' IS
Advisors have a varicty of assessment instcuments available (o aid them in advising
students for personal and acadeinic development.

‘SAT/ACT Prafiles. Many institutions require scores [rom the College Entrance Examina-
tion Board Scholastic Aptitude Test (SAT) or the American College Testing Asscssment
Program (ACT) as part of the admissions process. These scores, and other factors, are used
to predict college success; (o determine whether a student should be admitted; and sometimes
used |o determine levels of placement in mathematics and English courses. In addition (o the
simiple test score reports and analyses, each testing company provides a profile on alf students
taking the test. This prolile includes a wealth of self-reported information about the student
that is invaluable in the advising proccss especially for the first medting of the student and
the advisor.

The SAT student repaort (ixhibit 1) includes responses from the Saxlent Descriptive Quies-
tionnaire, These responses provide the advisor with information about the student’s specitic
college choices, polential majors and careers, aclivities, interests, and special assistance
necds. A complete descriplion of the Student Descriptive Questionnaire and its use was
published by the College Entrance Examination Board (1982). .

P LS. Cracketg, Bd. Acwdomic Advising: A Resouree Dociesent (1979 Sigydement), (lowa City, owa: Anwrican Col-
kepe Testing Progriun, 1979.)
T.0. Cieses. Acaknic Addvising: Getting Us Through the Eiglities. (Washington, 1.0 American Asockiion of | igher
Educaiion: Fducational Resouroes Infonuation Center Figher Edweation Rescinch Report Novw 7, 1979.)

¢ R Winston, Jr., S.C. Eoder, and T.K. Milier, Uds. Devdapenentd Apgpeoaches o Avavderniie Advising. (San Fran-
cisen: Jossey-Hass, [982.)
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The ACT Aw_qsmenl College Reporl, which is sumlar o (he SAT Collcge Report,. (Ex-

hibit 2) prowdcs the advisor with information about extracurricular activities in high school -

andd thase ainticipated in Lo{lcgc cducational and vocational plans, and areas of special in-
1CTeN OF ncmls e ACT Report also provulc\ information froman hnterest Inventory that
shidents camplete al the Umc ‘ol their registration for- assessmeni. The Interes lnvenlory
yickly three prolileseores: a percentile ranking in cach of six bask interest areas; coortlinates
lor the Map ol College Majors, which plot a location that encompasses a group of potential
college inagors for that student; and a region designation for the World of Work Map, which
identifics i nwnber of *job families’ and occupations that seem suited to the student’s in-
terests. These additional scores are especially usefut (o the advisor when discussing both im-
miediate and fong-range educational and career plan,. A thorough description of the use of
the Stndent Profile Report, including its use in group advising, is found in Crockets.*

Whether the inditution uses SAT or ACT scores for admission, the advisor should be pro-
vided with 21 copy of the appropriate report. Itis surprising Lo find how many instilutions re-
tain these reports in the admissions or registrar’s office and do not distribute them (o ad-
visurs. These reparts constitute one of the best developmental advising fools available.

In the fiest dimensional approach, the advisor must examine the reports for the factor of
compatibility or inconsisiency as the basis for initial advising. Are the intended majors,
career e ents, and requisite abilities (as measured by the actual scores) simitar? For exam-
ple. does the ntended enginecring major have a relatively high mathematic score for your in-
stitution? O dos the aspiring lawyer have refatively high verbal/English scores, irrespeclive
of intcided major? I these factors are compatible, then the student’s initial educational plan
is probably appropriate; if they are not, the advisor should point out the inconsistencies to
the student o that they are either clarified or some afternatives can begin (o be explored.

Along a sccond dimension, the advisor should make the same comparisons in the aseas of
sell-rating of skills and assistance {SAT), and of special educational needs, interests and ac-
complishments (ACT). Arc the student's self-ratings consistent with the educational plan
and - or test scares? For example, does the business student’s self-rating of writing, feader-
~hip, and spwaking skifls rank *“*above average*’ on SAT or “*HI" on ACT? Or docs the stu-
dent Gany enajor) indicate a need for special assistance in academic skills development or
counseling services? When these sell-ratings are consistent with the educational plan, the ad-
visar is able to activate the developmental process. When they are not, the advisor must first
eplore the inconsistencies, clarify them, and initiate the student’s development from a dif-
feren perspective,

1Tee thirdd dimension along which the advisor should compare student responses is that of
high school and college extracurricular activities. Doés the student indicate a variety of high
schoul activities ;uwd few plans lor college activities? Docs the student indicate too many col-
lege activities that might detract from academic endeavors? Or does the student indicate fittle
or no involvement either in high school or collcge? Whatever the pattern of responses, the
advisor shoukt explore in inore detail the extracurricular plans of the student. This explora-
tion is a baxsis for general discussion and provides the advisor wnh more complete informa-
tion about the student.

', DN Gk, . Acadenie Advising: A Respurve Docisment. {lowa City, lowa: American College Testing Program,
9%
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’lTle SATandACP prol’ Is as adwsmg loots con(aln a wcalth of mromlauon (hal sludems' ‘
have already provided; they form a basis for discussion upon which to build the devetopmen-
tal adwsms process. Appropnale distribution, training, and use of the profiles will result i
morc cr[ullve advisors .md hclp students to become aware of lhmr own development,

Olher Amsmem Inﬂnm)em& Allhougb SAT and ACT scores are used primarily for ad-
mission, they are mme(lmes used for mathemetics and English course level placements.
Many institutions have supplemented these with other standardized tests in specific cur-"
ricular areas, and some tiave developed their own. Placement tests have been designed for
English, mathematics, forcign languages, and certain science courses. Since the advent of
open admissions policies and additional educational opportunity programs, a varicly of
basic skills assessment tests have been developed. In New Jersey, for example, alt freshimen
entering public institutions (and some private) must take the New Jerscy College Basic Skills
Placement Test qffer admission but before their initial registration.

In addition 10 the assessment of specific academic skills, many institutions assess other
skills and characteristics of their students, Various instruments are available Lo assess goal
setting, career exploration, and individual learning-style behaviors. When appropriately
trained in the use of these instruments, advisors are able 1o recognize student behaviors; plan
an active, intrusive advising approach; and determine student growth as a result. Descrip-
tions of some of these instruinents follow, '

Setting one’s educational goals is not as easy a task for coflege students as onc might
assume. Students often have unrealistic, ill-vonceived, distorted, and conlusing goals during
their college expericnces. The College Student Goals {nventory (CSGl) developed by Gill and
Freuhling, and the Student Developmental Task Inventory, Second Edition, (SDTI-2)
developed by Miller, and Prince, are two iitstruments that advisors can use to assist students
in developing their educational goals and objectives.

The CSG1 assesses the importance of cight goal areas lor students and their perceplions of
how the institution is helping thein achieve those goals, From the 100 items, the degree of stu-
dent need is determined by the difference between the importance and the achicvement of the
goals, From these data, various remedial, developmental, and preventive efforts can be
established and facilitated by the advisor.*

The SDTI-2 is a direct individual student approach. It uses 140 items to yield scores in
three developmental task and nine sub-task areas. The instrument is sctl-scored, and the ad-
visor assists students in identifying generalized areas that may need development; assist them
in creating a developmental plan; and also assist them by reviewing their progress periodical-
ly. Both instrusients (SIYTE-2 aud CSGH contain subscales on educational and career plann-
ing. Winston, Miller and Prince have alw' developed an accompanying sell-assessinent in-
strutuent, the Student Development Protile and Planning Record, which requiires niich less
interpretation amd provides space to log one’s developmental progress. The SDTI-2 can also
be used 10 assess institutionat programs for student development and rescarcly, although its
primary purpose is for individuad student assessaent.’

s LS. Giltad LA Feeuhiling, *Novds Avesanient ancd thie Design of Service Dulivery Svstenas.”” Josrast off Collowe Stu-
dent Peesonnel, X) No. 4 (1979) pp. 322328,
TR Winon, Jr., TR Miller, snud 1S, Prince, Asessieng Steakost Devedognesente: A Prclininary Alartind fov the Stu-

i Developmenial ik fnveniory (Sevoend Filitw) and the Studens Divelopenenid Profile and Planning Recond,
(Athens, Gt Student Doscloguient Asaxciauies, 19M)
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Another instrument often used 10 assess the student's occupational plans more specifically
is Hofland’s Self-Directed Search: A Guide to Educational and Vacational Planning. This
progranunied booklet has activities that help students assess their interests and abilities in six
general occupational classifications. Although it is self-scoring and self-interpective, the
author provides recommendations for later student action, including assistance from ad-
visors,* .

“‘Learning styles"' is a new area of educalional research that has implications for the advis-
ing process. The condilions under which students seem to learn best have been described ac-
cording to the interactions involved, the concreteness versus abstractness of the activity, and
the external influences surrounding the activity. Knowledge of a student’s learning style

'ables the advisor to assist that student in course selection and in encouraging other ac-

vities iroen which the student can best learn. The reader is referred (o Claxton, Adams, and
Williiuns for a concise review of several learning-styles instruments and the description of
two programs where they have been used by students and faculty to make adjustments in the
learning process.*

The use of 1ests and inventories as tools in the advising process is necessary, because (hese
instruments provide data about the student that might not otherwise be readily available.
1{aving this data in advance provides the advisor with a springboard from which (o begin the
developmental aspects of academic advising. For example, knowing that a student is defi-
ciendt in reading skills and/or good study habits has serious implications for the simple advis-
ing tusk of course selection, Without the knowledge of these deliciencies and intervention by
the advisor, the student could easily be “‘programmed for disaster” by registering for several
coutrses (hat require 1aking fecture notes and reading the text as preparation for examina-
tions, as is ofien the case in large survey courses taught in lecture halls, Alternative types of
courses, such as art and music performance, speech, foreign language, and perhaps writing
and mathematics, must be considered so that the student is not averburdened: with the
treading) tasks for which assistance is necessary. Another pritne, but-often unrealized, exam-
nle cxists where the student’s academic abilities appear 1o-be strong, as indicated: by

AT/ACT scores and high school grades, but the study habits and skills are weak. Similarly,

" the student inight have been expased to limited modes of instruction in high school, and the

nature of the academic environment in college becomes a real shock, Furthermore,
unrealistic cducarional and career goals might emanate from the high'school setting. Gordon
said these incompatibilities could be the major reasons for the attrition of college freshimen., '

The employment of these additional tests and inventories makes the advisor more aware
of potential Jifficulties. When the student is also made aware of them, the advisor can assist
in remedying the deficiencies and help to prevent attrition. This adkditional information also
assists the advisor in determining what other campus agencies and resources are available (or
the student 1o correct the deficiencies, and in making an appropriate referral.

S 0L Flotkusd P Seff-Einoctind Search: A Guide 10 Edvcetiona and Vocutionsd Plemting. (Pado Allo, Calif.: Con
sl Py hobiopsds Prew, 19AL)

SO Chn, B Adion, and 1. Williams. *Using Sisdent | caming Styles in Teaching.”” Americon Associition of
Phigher Vdimation Bulictas, 1982, 3 Na 9, (1982), pp. 1. 7 & 10,

VN, Cwdewr. fTie Encvihel Cobkge Stuknt: An Acakenic and Caroor Adbvising Chatkige, (Speinglickd, 18,
Thrasir, 190
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INSTITUTIONAL RESOURCE DOCUMENTS
Within the institution there are several types of documents that can assist advisors.

Transcripts. Probably the most frequently used advising tool is the transcript of previous
academic wark, whether it is from the student’s high school, previous college(s), or the pre-
sent institution. Transcripts reflect the student’s past academic performance and serve as an
additional predictor of future academic success.

Many smaller institutions provide advisors with the high school transcripts of their new
freshnien. Beyond their academic predictive value, these transcripts often include useful
comnments (rom counselors about the student’s inlerests, abilities, potentials, and possible
difficulties. These comments, along with the student's self-reports, provide the advisor with
information that facilitates a more personalized advising relationship. Freshimen are often
anxious and tend (o be both relicved and impressed when someonc in their new and sirange
environment shows a personal interest in them as individuals. The appropriate use of this in-
formation establishes a comforiable, working advising relationship for the uture.

Advisors of transfer students must rely on the (ranscripis from previous institutions in
order (o determine course equivalencics and (o assess future course planning. In many in-
slitutions, the transfer course equivalencies are determined prior to the advisor’s receipt of
the transcripts; this insures consistency in the evaluation and more productive advising in the
time available, especially at the beginning of the advising refationship.

Too often, however, the use of previous transcripts terminates with the course-equivalency
detenminations. Their full use as advising tools requires the advisor to read beyond the list of
courses and becoine miore inquisitive to determine reasons for certain academic siluations
and past decisions. For example, is there a major discrepancy in the student’s performance
from one lerm 10 the niext 7 1 so, this could be due to acadentic abifity, change of academic or
career plans, personal circumistances, living arrangements, or **freshman-itis.”” Is there a pat -
tern of course withdrawals? Such a patiern could reflect study skills deficiencies, overcom-
mitmenis of time, or poor advising. Without examining transcripts for such indicators and
attempting to determinc their sovirce, the advisor is completing only pan of the adlvising task.
A thorough use of transcripts as-advising tools results in better developmental adlvising.

Finally, advisors normally receive institutional transcripts.-for thicie students at the end of
each term (or the beginning of the next), and they often include the student 's current registra-
tion and certain demographic information. The advisor should use these franscripts in the
same manner as those [rom other institutions.

One additional fcature of some instifutional transcripts (or version of the official
transcript) is the graduation audit of graduation requirements, which is displayed in detail.
This feature is associated with the use of a computer in advising. Compuler assistance should
be sought wherever possible, becausc the time saved (by students and advisors) in determin-
ing course requirerients is better utilized, making advising (he true developmental process
that it should be, '

Beyond these simple records ol data about the student, Brown and Citrin have described a
more comprelwnsive student record, **A Student Development Transeript,”” This document
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portrays stident progress along such developmental dimensions as ““intellectual, academic,
personal, moral, social, cultural, and physicial,” The Student Development Transcript may
also serve:

& to stimulate ingtitwtional goal setting; . _

o 10 motivate studenls’ dcvelopmental progressnon,

© to diagnose student sirengths and weaknesses; and -

« 1o prescribe activities for both current and M'dong development. :

The authors offer cxpencnual or competcncy based checklists and a ponfoho as possible
fortnats to record. ‘student data. activilies, and experiences. This’ approach lo sludem
) nmscrlpls is dcady reﬂecuvc of lhc student dcve!opmenl conccpt "

Ir.munpcs, then, serve as adwsmg tools beyond-the simple rcﬂccuou of courscs com-
pleted. The capable advisor will use them to analyze the student’s potential, determine possi-
ble dilfic ulues. and: nionitor the sludenl s progrﬁs toward established cducnuonal goals,

Qnmmmna:res Allhough a weallh of lnformamn is made avallable in !ranscnp(s. olher
spevific delails are oflen desirable, either for the institution or.for the advisor. These addi-
tional details are usually solicited through questionnaires desngncd by directors of academic
sulvising, cotvmitices, or individual advisors. ; e

Some of the informational items on the qucslnonnnire might ihclude the student's hobbia.
musical irvierests, favorite books and movies, and special talents that indicate how Ieisure
tic gl be spent. Other items could inquire about-the student’s expectations of college
{that is, responsibitities, values, academic work load, social adaptations, and confidence in
miccting these) which could indicate inconsistencies with 'what the student expects and the
camtpus provides, Finally, jlems soliciting the student's assessment of progress toward
established goals. shold be included, such as choosmg a m.uor. avondmg dlsmlssal O
remcdying duluu‘nuﬁ

Suchy questionnaires should not be uscd preupnalely. and each institution, or adwsor
aould determine the proper need-for the supplemental information obtained from the ques-

lionnaire. 1t is assumicd, however, thal the additional information solicited will be valuablc ta

|hc SULUCSS ui (hc advmng program admmmcred by mdeual advnsors

Ane :Iuml Rmmlt As (he advusmg relauonshlp progresses, tllc .ndv:sor will not be able to
review all the materials for each advising session, especially when the number of advisces is
Lerge. It hevomes.iniporting, then, for the advisor to review quickly what has already been
achicved wrlw h.u has been planned. Thc best way to be able to make this review is hy keep-
i pvotes Frong us.h previous session and sharmg thcm with the sludcm i‘hcﬁc notes mlglu
inclushe spevitic:course selections and/or recmnmendatxom, snggcs&ed cxpkmmmns or hew
or .|I|urn.u e upmm.s 10 be considered, of speuﬁc tasks daslgndted for the student 1o ac-

complish by ihe current advising session, Cracket pruvulcd 11 suitable format for keeping

sich notes (ee Fxhibit 3),

SR, lrowm ued RS, Citrin, “A Studend Development Truseripl: Assumptions, s, amd Fonnats.™ Jound of
Collre Prsonnsed, 18 No, 3 189773 pp. F6Y-168.
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EXHIBIT 3

Sample Anecdotal Record
» Aq\glsee Conferences

Advlsee ;
lnstrucllons. For each conlerence with the above named sludenl please record
(he date, general subject of the conference, approximate length ol
the conference, and any comments. Group subjects of ‘con-
.. ferences under lhe headings of academic, career, personal, or
... other.This form should be kept inthestudent’s folder in your of-
. fice. 4 o

_ Subjectol . .. CQn(arcncc :

. Conlerence . Length

et
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THE ADVISOR'S RECORD

This adivising tool is created solely by the advisor. The advisor’s own shorthand, organiza-
tion, and cmiphases are recorded and there is no imposition or interpretation implied. The
advisor's individuality prevails.’

Cualendars, Checklists, and Worksheets. Since the advising process ofien becomes over-
shadowed by other ongoing campus activilies, it is helpful for students 10 be reminded when

advising inctivities occur. An easy way to give notice of prercgistration is by distributing lists .

of dates and activities that are relevant 1o the advising process. Thls is usually done for each
term and distributed to all advisors.

Advisinng calendars contain dates that are important to the advising process. These dates

" often appear in some of the publications mentioned earlier but are now provided in a dif-

ferent format. The calendars are usually single sheets that can be attached to the advisor's
desk, door, wall, or bulletin board. Creative artwork often makes them visually attractive so
that studenis, as well as advisors, become aware of them. The calendar dates apply to:

— registration,

— schedule adjustment,

— appicalions for graduation,

— financial aid,

— honorary programs, preregistration for the next term, and

— course withdrawals to avoid academic and/or financial penalties.

Hriel advising tasks or strategies are often suggested throughout the calendar as a means of
peeparing advisors for the upecoming critical dates. Anexample of a calendar is shown in Ex-
hibi 4,

EXHIBIT 4
Sample Advisor Calendar

Sept. 1-3: Orlentation, Advising and Registration
Hold group or individual appointments with new advisees to discuss the advis-
ing relationship, course requirements, registration efforts, co-curricular ac-
tivities, campus services, and career options.

Sept. 8-14: Drop/Add Period
Make an extra effort to be avatilable.

Oct. 1-12: Early Academic Monitoring
Verily finat schedules of advisees, their addresses, phone numbers, etc.

Discuss any academic difficulties to determine possible need for assistance
from Skills Center or course withdrawal {0 save 50% tuition.

LS. Crovkent, I-d. Aaskenic Advising: A Resource Document,
66 October 1984
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Determine student's involvement in campus life (clubs, sporis, jobs, library
use, cultural events, social activities, etc.)

Oct. & Last day to withdraw for class(es) with 50% refund.
Oct. 20: Distribution of graduation certifications for December graduates.

Nov. 8-12: Preregistration for Spring Term.
Consider use of “veteran™ advisees to assist you.
Midterm check for academic difficullies; make appropriate referrals; advise
that Nov. 19 is the last date to withdraw with a "W grade, if appropriate.

Review academic plans and course selections.
Nov. 12: Graduation certifications due. v
Nov. 19: Last date to withdraw from class(es) with a “W" grade.

Dec. 1-15: End of Term “crisis counseling” (as needed) .
Consider “I" grades, “F" grades in favor of concentrating on others, of even an
official withdrawat from the College, it appropriate.

Assist with study tips on preparation for final exams and papers.
Jan. 1: Last date to apply for financial aid for Spring Term.

Advising checklists serve as reminders about the content of advising sessions rather than
emphasizing the specific cfates on the calendar. They reinforce what has already been printed
to insure that the advisor doesn’t overlook some importani aspect thal could jeopardize the
student’s future academic plans. When advisors sec many students, particularly during the
peak advising periods, they cannot possibly remember if they provided all the informartion to
cach student. The checklist reduces the possibility of oversight. Somye have also been design-
ed ta serve as a check on the advisor's personal approach and style of advising.

Some of the advising content thal might be suggested on these checklists includes an over-
view of the advising process, specific course/graduation requirements, academic honesty,
grading and retention policies, and an assessment of the completeness of informalion about
the student. Advisor behaviors that should be “‘checked’ include one’s availability,
knowledge of the academic policies and procedures (which change frequently in some in-
stitutions), knowledge of referral sources, and completeness of advising (that is, the total
developmental approach). An example of such a checklist is shown in Exhibit 5, and others
are included in a book by Crockett."*

" D.S. Crockett, Ed. 1978,
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EXHIBIT 5

Sample Advisor Checklist

Preparaﬂon
=1 'have posted my oﬂlce hours and other times that I am available for advis-
(‘io\u +ing.
’ I have reviewed the calalog, schedule of classes and advisor handbook for
academic policy changes.
«" ~____ I have reviewed the names of my advisees, and | have updaled their files.

Practice {(with the sludent as an active participant)
. We have reviewed the student’s academic plan.
We have reviewed the progress toward that plan.

We have discussed any potenllal academlc dlfflculiles and their possnbfe
f remedies,

i '}Ne have reviewed specific graduation requirements.
We have discussed fulure course selectlons.

. We have dl'sc’us‘sed the student's involvement in other campus activities.
. We have discussed any addltlonal concerns the student may have.

P We have eslablished a future meeting time and have outlined whal tasks
i need te be accomplished by that time. :

=

Follow-Up
| made specific notes about my advusee s slluallon
“ g5 .| felt ] maintained an individualized, caring relationship with my advlsee
‘ . I.clanfled certain misunderstandings. ’
X suggested possnble altemallves o the student’ s choices, opinions, of

e
(s dlrecuons :
- Vencouraged lhe student to assume more responslblllty In the advising

w process‘ e

Advisor calendars and checkhsts can_be combined inlo one document or dnstnbuled
separatcly, In either case, (hey are inexpensive (ools that assist advisars throughout the fernt.
ey als serve as subtle seminders (hat advising is an ongoing process, that it dees not start
and slop on specific dates. The appropriate use of these stmp[e reminders can improve the
overall advising progrem significantly becausc they serve (o improve the process individually.

68 : _ " October 1984
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Advising workshects (or curriculum guides) are used by most advising offices. The sheets
are summary- versions of the major, minor, general education and clective course re-
quircments, and ylhey are olien made available throughout the campus:

Although worksheets simplify course scheduling in the advising process, they may also in-
advertently serve as the major obstacle to developmental advising. Having the student’s cur-
_riculum very clearly outlined on paper, with spaces available to indicatc that courses have
__been completed, has created the misleading impression that academic advising is merely a
 *“check-of”* process, When advisors and students share this impression, developme nial ad-
‘vising is:lost. The workshcels are merely useful tools that expedite the coursc-snheduhng
function of advnsmg. and it is incumabent upon lhc advisor 10 maximize the advising time
made avallablc by crcalmg and mamlmmng lhe devclopmenlal ndturc of advssmg

. CAMPUS bl‘ RVICI&S A(sENCIl‘b. AND l’l' R.SONNI‘I

Rather lhan advising tools: that: are used by the mdmdual adv isor, the following are
‘resources (hat advnson might uise to supplement advising. Knowledge of these resources and
{he appropriate use of them, ellher lllrough rcfcrml or consultnuon. \\ill resull in better-
informed students and advisors.

Every institution has various offices, programs, and personnel ihat provide specialized ser-
vices 10 students. These resources often have a direct influence on the developmenial advising

.program, and the advisor must be aware of their types of assistance. A number ol these

mource unils are desmbed bdow. N

Learning Resource Center This is one of the most important referral units available to the
advisor. These centers usually provide remedial or tutorial assistance in all arcas of study, but
thiey are most frequently used for reading, wiriting, mathematics, and study skills ilmprove-
ment, Since students ofien feel embarassed o stigmatized by. receiving such assistance, the

“influence of another in making such a recommendation is important. When viewed in-a

positive construciive way (by the advisor and student), the results are frequently positive and
constructive, For students on iwademic probation, the service is critical; for those who ex-
perience only periodic dlfﬂulhcs, it is recommended l'or those who seen (o have no learn-
ing skill. problcms, it is rcassurmg : i : :

Camer Develo;m:em C‘enler Thisis a s1gml‘cmu referral unit, for “undeckled” freshmen
and graduating seniors. These two dcvdopmenlal periods are often the most anxious for vol-

“lege students, at. least as they relate (o careers and  jobs, The freshman feels pressurc o decide

o011 & Cireer but «does.nol_have enough. mformatmn to do so wnsely. the senior suddenly
realizes the meaning of entering the profcssmal world of jobs to apply what was learned buit
knowmg the competllive criteria upon which to be ;udged Pmﬁssnonals at the carcer center -
are able'to assist students along this commuum of anxle(y. The ceniter is customarily well
equipped with prinf, non-print, and assisted medla that l‘dcnhlalc «career decision rn.xlung
The advisor should be knowledgeable of this lmporianl advising resource and should use it
propetly (hroughoul the advising relationship. :

The function of job placement for graduals is oflen altached to the carcer development
center, The most common placenicat efforis are to maintain job listings; to arrange on-

October 1984 & ' 69




NACADA Journal

campus interviews by major industries, agencies, graduate schools, and business firms; to
pruvide a credentials service; and to teach resume’ wriling and interview skills. In addition,
many cesiers attemipt (o collect job placement data on the graduales. Whereas the advisor
would probably refer students to the center for rost services, the job placemeiyt data can'be
mad in e advising office. [tis important 10 know how many graduates of a specific'pro-
grin wre auployed in entry-level positions, how many have advanced; and in what areas of
the comtry and at what salaries they are employed. Of course, not all the data will be
favorable, and such information, though unfavorable, should also be provided, The advisor
should have access to such information and should be able to use it effectively with students.

Tounselir and Testing Center. Another important referral unit on campus is the counseling
and teding center. In most institutions, this center provides educational and vocational
vennscling (more sophisticated services-than. academic advisors offer), and individual or
group pavehological services. The latter should be provided only by the appropriately trained
aalt of the center; however, some advising ‘situations could -‘warrant. the advisor’s direet
assistance and can be achieved through (telephone) intervention by the counseling staff,
Hhough advisors can be trained to use certain minimal psychological recognition and referral
skills, their Fimitations miust be recognized, Academic advisors shoutd not attempt (o become
therapiss.. ’

Many different kinds of services have been.administratively placed under the counseling
cemter, snchuas the functions of learning assistance and career development. Many communi-
ty volleges perform their primary academic advising services through this center. Some in-
stitutions have atteinpted to integrate these services into a unit called the CAP center, that is,
the center tor Counseling, Advising, and Placement. .

Whatexcr (he administrative arrangement, thie advisor must be familiar with the functions
and services of the center. Referrals to this resource unit and/or consultation with its person-
el cam prevent future advising problems and correct those that have occurred.

tegistrar s Office. A resource unit frequently used by advisors is the Registrar's Qffice.
Though the information provided by this office is rather-spevific, such as deadline dates,
forms and signatures required, issuing of grades and transcripts, and sometimes the deter-
mination of grachuation requirements, it is important (o the advising process. Such routine
information does not lend itsell directly to developmental advising, but the advisor can at-
tempt to muke it so. When a student has failed to meet a deadline; complete a form, obtain a
sighature, reguest a transeript, or fulfill a requirement, the advisor has the opportunity (o
reinforee the student’s responsibility in the total learning process. When such circumstances
are related 1o life or work situations, the apparently meaningless évenits are {ransformed into
developmental learning activities. The advisor might also use this resource ta obtain the miost
comnplete, accurate, and current information on students, smccnll permanent acadenuctran-
sactions are stored here.

Other Resource Offices. Various other resource offices are available 1o students and advisors
on cach coaunpus. Most of them have specific functions and are designed to serve a specific
clientele of students, but the advisor shoukd be aware of them and use them il necessary.
Those offices are financial aid, admissions, center for women, international, minority,
0 October 1984
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(older) adult, commuter, handicapped, veteran, and undecided students. Often an office of
institutional studics will be usefut not only to determine certain academnic behavior patterns
(changing majors, dropping courses and the like) but to obtain information on attrition as
well. Itis helpful Tor advisors to know these patlerns so that appropriate prwumu measurcs
can be attenipted.

Orher Advisors. A readily available, but often overlooked, resource fur impraving advising
is one’s own colleagues. One advisor may have a particular strategy, technique or format that
works especially well with certain kinds of students, and such effective means should be
shared. This sharing should occur across the campus, that is, ecruss academic disciplines, ad-
ministrative reporting lines, and specific service areas. Al least once each academic lerm,
some planned sharing activily should be scheduled. Once this activity has become establish-
cd, the meelings should be used for sharing an advisor’s technique and its assessment of use
by others. The goal is (o have each advisor mlroducc a specilic idea; the result is improved
advising by all.

One effective means of sharing advisor techniques is through videotaping. This is not
always practical, but when accomplished, it is very iHlustrative, Soine commercial advising
videolapes are available (from the American College Testing Program), but those produced
on campus (with one’s own advisors, students, and siluatioins) arc usually quite cffective
because they arc candid, rather than staged. Those responsible for advising programs should
investigate the possibility of videotaping as a resource for all advisors.

The Student. The best resource for the advisor to assees how ta proceed developimentally is
the individual student. As the student provides various information, the advisor decides
which tools and resources need to be used, The specific advising (ool used throughout this
process is the interview skill of questioning.

Hyman described the application of this skili in the college classroum as being essential to
the thinking process. Many of his tactics and strategies are also applicable to the advising ses-
sian. For example, rather than simply acknowledging that a student’s course sclections fulfill
cerlain academic requirements, the advisor should ask why (he student made those choices or
why the student didl nof choose other options that would meet the same requirements.
Similarty, the advisor might ask the student (o provide a rationale for the choice of a major.
Very aften the reasons are inappropsiate or incompatible for this student, or they have been
made in haste and under pressure. The effort here is to challenge students to think abowt
their choices so that the advisor can then proceed to advise developmentally. *

One obvious implication from this procedure is that a *“file’ has been established for cach
student. An advising file contains such items as the SAT/ACT profile, transcripts, test
resulls, questionaire data, anecdotal records, and curriculum worksheets. Additional items
might be academic notices, specific correspondcme to/about the student, the student’s
resumic, and various forms used in the advising process. This file should be reviewed
petiodically and forwarded to a new advisor if a change is. made. .

T Uviaan. Qrasstiossing in the Collee Cleoroom, e Caper No. 7. (Manhatan, Kisis.: Center lor Facully Evahaa-
tiow and Developaion, Kansans Stare University, 1982.)
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1e advising lools and ‘resources described here are not used by every advisor with
udent. The widest range of tools and resources is presented so that an advisor will
ides of whal isavailoble, The ielcc(mn of the best tools. that arc appropnnte for the
tatl studgnt miisl be made by the advisor. The next sccnon d&nbes ‘some o(' lhe

T |hmugh whsch lhc mols and Fesources can be used

TI'LHNIQUI‘\ ANI) STRATI'I.II',S

sic d(,thl;_., h.-u. lnduuonally been vu:wcd as a onc-(o-onc, facully-st udcnt rcln(wn—

v this task, the obvious question is **How can | find the time todo lhns'l" The techni-

et ise of the umc .wml.nblc and in-maintaining the devctopmenlal nature ol' advis-

dy'is‘ing. Adviking seve_ral (ﬁve 1o eight) in one session sa'v‘: advising limc, and more
can bé advised in shorter periods of tiine withoul sacrificing the quality of advising,

vising Facts, my&hs ‘rumors, and misinlerpretations; and locncouragclhe explora-
various. courses, majors, and careers, One-o-one advnsmg somctimes . breeds
for lhc advisor through the repetition of common information, prevents the shar-
nmon concerns among students, and can inhibit student development. The group
imikar 1o the classroom teacher, facilitates discussion, suggests altermatives, and
pevific questions. This is developmental advising at its peak. The advisor may be
wiine by mecting with cight students for a total of l'nrly—l' ive mimutes lhan by
wiv cdualb with one for filleén minutes.

sion of group adwsmg is the team approac.h where {wo or lhrec adv:sors c.ouducl

vgether. - Student - participation. might -range . from -tweniy-five ‘to “seventy-five

er session, This appreach ofTers the same advantages as the group session with-one -
1t has a broader-based expertise regarding policics, requirements, and other infor-

I excmplifies: the use of ather advisors as resources that was described in the

cction. Furthermore, authors Grahn, Kahn and Kroll found that the team ap-

t only reduced the amount of advising time but did so with no significant overall

wlent -knowledge of academic pohcm and procedures, and no loss in studemt

1 with advising." . :

vnnalion_on group: advnsmg does not ‘mean lhal individual advnsmg should be
it should nat, Advisors should; however, consider the group approach asan alter-
wetally during: the peak advnsmg pcnods of prereglslranon. reglslrallon. and
Apisiment; - :

u’me. Students have always “assisted other students with all:kinds of -matiers
t higher cducation. Many institutions have takeén advantage of these strong peer
% 10 lormalize tutorial, orientation, residence hall, counseling, and academic ad-
rams in which guadénts provide specific assistance to other students,

Kalur, aud B Kroll. **tacully Team Approach to Group Advising. " A of Collexse Stucdent Person-
1L N3 (9RY pp. 214-208.
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reviewing the developmental nature of advising and the possible tools availableto ac-

cribed here are provided 1o assist the advisor in creating nore adwsmg (imc, in mak--

Jn‘siug helps 1o illustrate the commonness of student concerns;’ fo identify and ~

chhniqua and. Toals for lmprbving Advising

thn no fomlal peer-adv:smg program e:nsls. however, the advisor can crcalc one by
snmply suggesting that a highly inotivated and interested, upper-division student assist the
lowcr-dmsnon E udents in the advmng process, This student can help in scheduling appoint-
nients, rcwemng uadmuon Tequirements, u)mpicllng Torms, and insuring that all necessary
informatios is available {0 the advisor. Between advising sessions, the peer advisor can help
verify student schedules, addresses, and student participation in suggesied activilics. The
amount of assistance that an advisor can expect depcnds upon the stadent’s availability and
the: conipensation provndcd 50me sludcn(s are pa:d somc earn mdcrmldcnl sludy credit;
and some votunlccr R

Whether l'onnaltzed or uot the com.epl or peer advnsmg should be rcv:c\w:d asa u.\hmque
for improving the advnsmg program Peer relallonshtps are slrong and slmuld be utilized as a
dcvclopmemal advmng effort,

Advmng Cantruc!s. Kramcr and Gardner described the advismg condract as **. . .a shared
definition of what is to be accomplished, the principal duties of cach party, aml the pro-
cedures o be-used 10 moititor, evaluate, or change that relationship.”*** This description can
be considered analogous o homework” asslgnmenls ror a course, aad it ¢an hc applied'to a
vanely of advising suuanons

For examplc‘ the initial adwsmg session might be used 1o establish the respective student
and advisor responsibilities in the relationship. These responsibilitics can be written in the
formy of a contract (Iul will prevent confusion and faully assumptions m the future. This is
similar to rwwwmg a sy!labm and the grading me\.hannms for a a course, More specitically,
the advisor lmghl “contract”™ the student (o visil the Learning Resousce Center at least three
times pnor lo the next advising session in order (o improve certain academic skills needed ina
current dourse. Of the advisor mighi reguire the student to obtain writtetrapprovals for some
rcqucsled course of action.

“The use of ndvmng contracts is ddvdnt.ngcous for monitoring the pmgn:ss toward cenain
cdm.mlonal objeuwes. lor determining allcrnallves when contract conditions are not being
mel, and for an ongoing review of student growth and development. It can be espevially
useful tor st udenls who'need considerable structure in their learming environment . This must
not be overdone, however, ar the  developmental process will be aullified. The advisoe st
dcudc when o use lhc advnsmg contract with a specilic sludcnl

S‘c(f Advising, One micasure of the effectiveness of a developinental advising program is how
well students. are able to advise themselves. Advisors should cncourage sclf-advising
whenever p(mthie They might, Tor example, refuse (0 meet with stwdents uniil a teniative
course plan has already hu:u atttlined; they miglt chcourage sludcms toidiscover the answers
to qucsuons abowt L.lrcu' uppnrlnmllcs, grichiate sdmul .ulmmu NS, O j()h mlmm, w iochni-
Gues,

Al a minimum, Mudcms sllould know how 1o I'ulllll the gr'ldunu(m rcqulrcmcnl\ Thcy

should also learn how o deterine alternatives for themselves, how to nsike digisions about
those alfernatives, and how (o aceept the responsibility and comsequences of those decisions,

* HA Kewer sind R Gandir. cAedvising by Facdry, Dud e, (Washington, 1.0 National Udocioion Assqciion,
1943)
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Such oulcomes exemplily academic advising as a developmental process that enhances the
quality of higher education.
College Catalogue. The single most important publication aflecting the advising process is
the collee catalogue. Ofien considered *‘the bible,” studenis and advisors are expetied to
read and understand the degree requirements and all other academic -and institutional
policies. Most catalogues emphasize the student*s responsibility in inceting the requirements
and polickes of the insitution, yet the advisor is often the interpreter and monitor of these
policies. : ,
The collcge catalogue, then, is one of the bonds of ihe advising relationship; it isa tool that
both student amd advisor should study and refer 1o frequently. This document could also
wve as evidenee in any litigation concerning academic policies. With such importance plac-
o onhis official publiction, the need for clarity and accuragy is obvious. lustitutions
showild review their catalogues frequently to insure that they accurately state the intentions
and policias of the institution,

Steelont Fanethook. The student handbook isanother publication that enhances the advising
process. Many handbooks restate in detail the important academic policies in the catalogue,
and this restatement is always helpful. After the restatement of policies comes a description
uf student services and resources providing assistance with all kinds of malters, ranging from
career indedision aid poor study skills, to resolving roommate, alcohol, and financial prob-
lerus. Stucddent clubs and organizations are also described in this publication.

Wihicen advising students developmentatly, the advisor may use the student handbook to
identify ot her campus resources that will assist students (o improve their decision making,
“irdving, deadership, coping, and valuing abilities and skills,

SUMMARY AND IMPLICATIONS

‘This paper has provided a comprehensive set of advising imaterials and 1echniques that ad-
visors might use in the developmental advising process. The advisor is the Facilitator in this
socess and st select from these materials those elements that are most appropriate for the
mdividual stndent and circumstance, in accordance with the overall student developineni
process modet.

F'o set goals, for example, iwo published instruments have been described; several in-
svunients and sirategies for self-assessmient have also been enclosed. The various resource
oftices Klentilicd here offer continuous opportunities for the instruction and consultalion
phases of the process. Institutional publications, personnel, and perhaps a version of the stu-
dent devedopmenit transcript, are mechanisins for evalfuation of the covironment and the
student,

In order 10 be able (o scloct and use these malerials effectively, an advisor trining program
is necessary. The training program enables the advisor to achieve the maximum potential use
ol the aivarlable advising 100ols and resources, and it must include techniques strategies for in-
troducing them, especially for those advisors who are not familiar with student development
litevatre, Pinticipation in such a program is itself a developmental activity for the advisor.
Fhis asarcness senves 1o insure the siune kind of resulis with students who are secking 10 at-
in spevilse cduvational and personal goals,
M October 1984
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The Myers-BriggS Type Indicator:
A Resource for Developmental Advising

VIRGINIA N. GORDON, Coordinator of Academic Advising, University Collcge, and
JULIE DRYDEN CARBERRY, Graduate Associate, College of Education, The Ohio
State Universily, Columbus, Ohio

The two important functions of academic advising are to help students succeed in the col-
fege environment and (o help them become aware of their unique approaches to academic
and career decision making, Academic advisors employ various methods and techniques to
help students accomplish these tasks. One seldom used method is to employ instruntents that
enhance students’ scif-awareness and aid advisors in establishing a rapport with students.

The importance of the inlerpersonal advising relationship should not be underestiniated .
Academic advisors who recognize that students are different in how they undersiand the
evenls in their lives, make judgements, and interact with others, will be more apt to com-
municate with them on an individualized and productive level. Studenlts’ positive evaluations
of effective advisors have often centered on interpersonal and social dimiensions as wetl as on
technical competence or skill in dealing with academic problems.*

The purpose of this article is (0 describe an instrument which can be a valuabke source of
information for students and advisers; il is the Myers-Briggs Type Indlicator (MBT1), a prac-
tical toof for helping students understand some of the dynamics of how they communicate
and approach the decision making process.’ This article will explorc the need for such a tool,
give a briel overview of the instrument, and discuss specific outcomes and benefits for
students and advisors.

Academic advising may be represented as-a_combination of infornnation-giving and

counseling (o help students internalize and process academic-information in a personal con-
text.* Most advisors are comfortable with information dissemination since they often view
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