	WEEK
	CAMPUS ACTIVITIES
	SUGGESTED ADVISOR ACTIONS

	Weeks 
1-2
	Orientation
Classes begin
Schedule adjustment period
	Be visible on campus, say hello to students, introduce yourself

	
	
	Ensure office is clearly marked with your name, contact information, and office hours

	
	
	Hold/announce open-door office hours

	
	
	Email introductory message to all advisees; invite advisees to come meet you 

	
	
	Call upcoming graduate advisees to ensure they are enrolled in remaining program requirements

	
	
	Respond to emails and return calls from advisees

	Weeks 
3-5
	Course withdraw period
Early alerts

	Be available for advisees who drop in seeking assistance

	
	
	Meet with advisees on academic probation to develop an improvement plan  

	
	
	Email advisees with details on available academic support services (i.e. tutoring) 

	
	
	Follow-up on Early Alerts related to your assigned advisees   

	
	
	Respond to emails and return calls from advisees

	Weeks 
6-9
	Midterm

	Review midterm grades for each assigned advisee

	
	
	Call advisees that have earned 1-2 midterm deficiencies; provide referrals to appropriate college and community resources

	
	
	Meet with advisees that have earned 3+ midterm deficiencies; provide referrals to appropriate college and community resources

	
	
	Email congratulatory message to advisees with no midterm deficiencies 

	
	
	Email advisees in their second semester inviting them to meet with you to work on developing specific career and transfer goals and plans for achieving those goals 

	
	
	Email undecided advisees inviting them to meet with you to complete a career assessment 

	
	
	Email all advisees informing them of upcoming registration period; review process (appointment sign up, HOLDS, registration process) and next steps

	
	
	Call upcoming graduate advisees for mid-semester check-in

	
	
	Respond to emails and return calls from advisees

	Weeks 
10-14
	Registration period
	Be visible on campus; remind students that the registration period has begun 

	
	
	Post and hold regular office hours

	
	
	Email advisees an offer to meet and answer questions and concerns regarding registration   

	
	
	Email advisees informing them that the registration period has begun 

	
	
	Meet with advisees for required formal academic advising appointment 

	
	
	Respond to emails and return calls from advisees

	Weeks 
15-16
	Final Exam
	Call advisees that have not yet registered for classes 

	
	
	Email advisees farewell/semester conclusion message, providing details on who they may contact in the event that you are unavailable (i.e. summer)

	
	
	Respond to emails and return calls from advisees

	Post-Semester
	Schedule adjustment period
End of semester
	Email advisees in need of schedule adjustments (i.e. repeat a failed class, prerequisite drop)

	
	
	[bookmark: _GoBack]Respond to emails and return calls from advisees

	
	
	Set out-of-office automatic email message and voicemail greeting, if applicable (include details on when you will be unavailable, when you will return, and alternative contact person)
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