SUGGESTED ADVISING PROCESS
Ozarka College Advising Task Force 2006


	
Step
	Description    (Suggested additions, deletions, etc. are indicated in red).

	Student submits enrollment application to Ozarka College
	· Student completes application either in person or online.

· Applications and information available in Admissions Center in Main Building.

· Students may enroll online by clicking on the Admissions link on Ozarka College’s Home Page.


	Advisor is assigned by Admissions Office
	· Advisor is determined by indicated degree plan.
· SONIS sends advisor an email informing him/her of the assignment. 
· When advisor receives notice of new advisee, advisor may choose to send a personal e-mail to students to welcome them, send them degree checklists, encourage them to come in, etc.


	Acceptance letter
	Students receive acceptance letter informing them of enrollment requirements (health records, placement exam, transcripts, etc.) registration dates, orientation dates, and advisor’s name and location.


	Placement exam scores or transcript
	· Students take placement exam for initial placement in English, Reading and Math courses.

· Students provide a transcript of completed college courses.
· Transcripts are evaluated to determine courses accepted by Ozarka College.

· All of this will be recorded in My.Ozarka for the student and the advisor to see.


	New Student Orientation
	· Students may attend new student orientation at one of Ozarka’s Campuses. 
· Students should meet advisor, even if the student already has a schedule completed.
· Orientation information and training should be included in the QUEST Course.


	Student meets with assigned or departmental advisor to register
	· Advisor discusses career plans and potential degree path.  Advisor may show student where to update these in My.Ozarka (in a possible “About Me” section).
· Advisor registers students in classes for the semester.

*If student is unable to attend new student orientation, student must see assigned advisor, VP of Student Services, or Division Chair.

If student does not see assigned advisor, an e-mail will be sent to advisor informing the advisor 
-who released the student’s hold.
-what the student’s schedule will be .
During Summer semesters, someone may be hired as full time advisor, or Division chairs might rotate 2 weeks each for advising .

	Advisor begins an advising log in My.Ozarka.  SONIS records Advising History (date of drops, adds, holds lifted, etc.)
	· Advisor enters advising notes and information into My.Ozarka log. (This would be done in My Ozarka under a tab for “advising.”)
· The program checklist will be monitored online  .
· Online notes will be available to all faculty, administration, and the individual student.



	Implement Early Alert Program
	· After the first four weeks, advisors will contact students who are academically at-risk.


	Advisor emails students periodically, especially notifying students of pre-registration dates.
	· Advisor sends emails to advisees two or three times per semester through My.Ozarka, especially informing students of release of schedule and announcing special advising hours for pre-registration.  Advisors will also ask students to contact advisor prior to registration.


	Student contacts advisor to register for classes.

	· Advisor reviews degree and career plans. 
· Advisor shows students how to enter career plans and notes into My.Ozarka.

· Advisor takes student off registration hold.
· Student registers for classes.
· Advisor completes notes in My.Ozarka. 
· After final grades are posted, if a student does not pass a prerequisite course, SONIS will automatically send an email to the student and the advisor notifying them of the problem so the advisor can recommend changes to the student.
· Student will contact advisor for change of schedule to include appropriate courses.
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