	Certificate, Degree, and Transfer Programs
	[Initial Student Experience: Advisor Template] 



For many students, their meeting with their advisor is their first chance to get assistance figuring out what majors relate to their career interests and learning about the many resources the college has to help them complete their certificates or degrees. Take time to listen and encourage new students. Explain the basic application and registration steps and ask which steps they have completed. Make sure they have the registration checklist and they know how to get to each office. Remember, many students may not be familiar with college terminology. Make sure to explain words and acronyms in ways a first-generation college student can understand.
Use the following checklist to help the student determine which program is best for them and connect them to resources they need to help them successfully complete. The clock icon indicates core questions to ask in shortened form when pressed for time.
Student Name: 





Date:
Advisor Name:

· Update/verify their contact information. (
· Motivation and Concerns. Why did they decide to attend college? Do they have any concerns or questions to start with? (
· Career Interests. Are they interested in a particular career?  (
· If yes, ask a few probing questions to find out how much they know about their career goals. Encourage students to find out as much as possible about their potential career.
What interests you about this career? What skills or strengths will you bring to this 
career?
(Refer them to the career center Rm XXX (777) 555-5555 or the free on-line resources listed on their student handout for more information:
· Career Coach: www.womenemployed.org/careercoach
· America’s Career InfoNet: http://acinet.org
· ONet: www.onetcenter.org

Have you ever talked to someone who works in this career to learn more? 

       Provide them with the Informational Interviewing handout.

Does it fit your values or lifestyle needs? Does it pay enough for entry level work? Would you need to work nights, outdoors, or travel? Would you need to move to get a job in this field?

· If no, explain how important career research can be for selecting a major. Suggest that they complete an interest inventory in the career center or for free at www.womenemployed.org/careercoach or other source. 
· Major/Concentration. If the student has some career ideas, make sure they know which majors would prepare them for that career. Ask how they did in related courses in high school and if they would like help getting up to speed. If so, refer them to the tutoring center Rm XXX (777) 555-5555. (
· Certificates vs. Degrees. Remind students that some careers only require a short term certificate while others could require a two- or four-year degree. In some cases, they may be able to complete a certificate and begin working in the field while they return to school for the next level of education. If financial aid is not available for the related certificates, make sure students know this.
· Licensing. Tell the student that some careers will require licensing or certification.  Ask if they have any criminal offenses. If yes, explain that some careers are restricted for people with criminal backgrounds.  The Illinois Department of Professional Regulation http://idfpr.com or other source may be able to help.
· Academics. Review high school or college transcripts for GPA issues or incompletes. Did they drop out of high school? Have they attended college before? What kept them from completing? What would help them this time around? (
· Encourage students to contact you or ask for help from their professors immediately if they start having issues in class.

· Encourage students to  sign up for tutoring immediately if they’ve had past issues. Room X (777) 555-5555.
· Financial Planning. Attending college may be this students’ only opportunity to provide a good living for themselves and their family. Make sure to connect them to any financial resources they will need to help them enter and complete a program of study. 
· Have they figured out how they will pay for college? Explain the basic difference between grants, scholarships, and loans and refer them to the financial aid office. ( If available, provide students with a Budgeting Worksheet.
· Will student need to work part- or full-time to pay bills? Will they be able to change their work shift or stop working to attend classes or attend clinicals? Make sure the student knows that they should anticipate having 1-3 hours of study time for each credit hour.

· Do they owe back tuition? Let them know the college policy and ask them if they have a plan for paying this back.

· Ask if they need help paying for childcare, books, food, transportation, basic living expenses, or housing. (
Childcare Low-income students can receive help paying for childcare while they are in school or studying. They can get help finding childcare and/or get help paying for childcare by calling 1-877-20-CHILD (202-4453) to get connected to the local Child Care Resource and Referral agency. More information is available through the Women Employed child care brochure in English http://www.womenemployed.org/fileadmin/templates/docs/WEChildcare_06FINAL.pdf and in Spanish http://www.womenemployed.org/fileadmin/templates/docs/WEChildcare_Spanish2008.pdf.
Books or Fees Refer students to campus resources.
Food Students can call X Food Bank (777) 555-5555 or apply for food stamps at the local DHS office (777) 555-5555.  

Transportation Refer students to X to get help with transportation costs (777) 555-5555.
Basic Living Expenses Explain to students that they may be able to use some financial aid for living expenses, but should plan carefully so they don’t run out of financial aid before they complete their education. Students with children can also apply for Temporary Aid for Needy Families (TANF) at the local DHS office (777) 555-5555.  
Emergency Assistance for Housing Costs Refer students to X Organization (777) 555-5555.
Shelters  Refer students to XXXX  (777) 555-5555.
· Optional: Childcare. Do they have a plan? If they need help finding childcare refer them to the Child Care Resource and Referral network listed above.
· Mental and Health Issues. Do not ask them directly, instead, ask if they have any medical or health issues that could prevent them from attending school or gaining employment? If no, do not push. If yes, ask for their agreement to talk about it.
Mental Health. [insert suggestion consistent with college policy, include contact information for any mental health facilities or counselors who can help]
· Support System. If they are married or in a serious relationship, will their partner be supportive? Do they have a plan for how to deal with this, if they are not?

Domestic Violence. If you suspect the student has or is experiencing domestic violence-insert basic college protocol and resources.
Next Steps 
· Register student for classes

· If students need to do more career research, ask them to do so and schedule a follow-up meeting if possible. Date: 
· Provide students with the Career Map and explain how to fill it out

· Make sure students have contact information for all the resources they need.
· Make sure they know where to go for the next step in their registration.

· ……………………………………………………………………………………………………………………………………………..

· …………………………………………………………………………………………………………………………………………….
Partially adapted from materials created by Capital IDEA


