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1 Introduction

This handbook sets out the University of Dundee’s standards and requirements for student
advising, identifies common issues that may arise when advising students, and offers advice
and further links to help Advisers of Studies to carry out the role.

Section 2 of the Handbook outlines the role of the Adviser of Studies, as well as identifying
School-level responsibilities in the advising process. It also introduces some basic guidelines
for meetings with students. Section 3 then provides some important guidance on
Safeguarding.

Section 4 identifies some of the common academic issues that might arise when advising
students, and offers some guidance for responding to such matters, whilst Section 5
identifies common pastoral issues and signposts University support services and processes
in these areas.

Recognising the increasingly diverse nature of the student body, Section 5 outlines the
University’s policy on Equality, Diversity and Inclusion in the context of the adviser role and
explores some of the challenges which may emerge when advising different types of
students.

The information in this handbook sets out base-level expectations and guidance but allows
for the fact that Schools and individual advisers may approach the task in a range of different
ways. It is important therefore that the guidance here is considered in conjunction with
School policy and with other relevant University regulations.
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2 The academic advising role

The Adviser of Studies acts as a point of contact for individual students, often for the
duration of their degree. As such, Advisers play an essential role in enhancing the student
experience, supporting retention, progression and attainment, and ensuring the general
academic and pastoral wellbeing of the students they advise.

2.1 Roles and responsibilities of an Adviser of Studies

The principal role of the Adviser of Studies is to provide their advisees with academic support
throughout their studies. This may include offering guidance on and approval of course or
module choices or changes, supporting academic and career development planning, or
simply helping their advisees to understand and navigate their way through their course.
Some of the more common areas of academic support are discussed in more detail in Section
3.

In addition to an academic role, Advisers also have an important part to play in the pastoral
well-being of their advisees. The University has a duty of care to all of its students, and as
someone who meets individual students on a regular basis, the Adviser may be well placed to
identify any pastoral or well-being concerns, or to notice changes in a student’s academic
performance or general demeanour.

As a named contact within the University students may often view their Adviser as the person
to reach out to for both academic and pastoral support. In terms of the latter however, it is
important to be aware of the limits of your responsibility. Advisers should therefore have a
good and up-to-date understanding of the University’s support services and processes, and
know how to refer their advisees to these services as appropriate (see Section 4).

2.1.1  Meeting with students

Advisers should normally meet with their students on a minimum of two occasions in the first
semester of study (or once for part-time students), and thereafter a minimum of one
occasion per semester. These are minimum guidelines and it is recognised that that some
Schools or individual advisers may wish to offer further contact. In addition, advisers may
need to respond to further ad hoc meeting requests from their students.

2.2 School responsibilities
Individual Advisers should be supported by appropriate structures and processes within their
School.

2.2.1 Minimum requirement

Itis recognised that the specific demands of different academic disciplines mean that the
role of Adviser of Studies may differ in practice across or even within Schools but the
following minimum provision is recommended. Schools/Discipline areas should ensure:

9 appropriate allocation of students to Advisers of Studies;

1 proper administration of the Adviser of Studies system within the School or Discipline

 adequate time to undertake the Adviser role is allocated within the workload model.
Current University guidance is that Advisers should be allocated a minimum of 2
hours for each advisee per year in their workload model;

9 Advisers of Studies are properly supported and trained;

i students are provided with clear information about the purpose and operation of the
Advisers of Studies scheme via handbooks and other sources;
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9 allocation of an alternative Adviser of Study in the long-term absence of the assigned
Adviser;

1 processes for monitoring student attendance, submission of work and progress more
generally, and the issuing of formal warnings where necessary, should include input
from Advisers of Studies.

2.2.2 Adviser of Studies forum
Every School is expected to develop an Adviser of Studies Forum which should meet each
semester and should be chaired by the School’s Senior Adviser (see below).

2.2.3 Senior Advisers of studies

Every School/Division is expected to appoint at least one Senior Adviser of Studies to co-
ordinate advising within the School. Larger and/or more diverse Schools may choose to
appoint more than one Senior Adviser. See Appendix 2 for a full description of the Senior
Adviser role.

A list of the current Senior Advisers for each School can be found in the Staff section of the
Academic Skills Centre Resources. Visit page

2.3 Advising Students

2.3.1 Initial meeting

The initial meeting with new advisees will usually take place in Welcome Week (Week 0) or
Week 1and should be arranged through the processes and channels in place within the
individual School. If for any reason this is not possible (for example if the student is late
arriving), this initial meeting should be held as soon as possible.

The initial meeting is an important one. The student is likely to have many questions and
doubts as they adjust to their new environment, and meeting their Adviser can provide
reassurance and support at this time. The exact nature of these meetings is likely to vary
according to individual circumstances, but it is likely that the meeting will include some or all
of the following:

1 Discussion and approval of module choices

An explanation of the advising role, its purpose and its limitations.

Clear expectation-setting in terms of how the relationship will work;

Agreement as to how Adviser and advisee will communicate with each other;
Answering any questions the student may have at this stage and, where appropriate,
signposting other services around the University.

= =4 —a A

Itis also recommended that a time and date is agreed at this stage for the next meeting,
sometime during the first semester. This will provide a degree of reassurance to the student
and allow them to prepare for the next meeting.

2.3.2 Subsequent meetings

Beyond the initial meeting for new students, Advisers are required to meet with all of their
advisees at least once per semester. The content of these meetings will depend greatly on
the students’ level of study, progress, and individual needs. However, the following are
suggested as common discussion points for subsequent meetings:

I Academic progress, including assessment and feedback;
T Academic planning, such as module choice for subsequent year;
1 Opportunities to develop academic or graduate attributes;
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T Any pastoral support needs that may arise.

Students may also wish to discuss career plans with their Adviser. The University’s Careers
Service offers bespoke information sessions for any Adviser of Studies who would like to
know more about the services available, and students may also be referred directly for advice
and guidance, potential internship opportunities, and information about events and
workshops.

2.3.3 Group meetings

It is recognised that in Schools or Disciplines with very large numbers of students, a group
approach to advising may be deemed necessary or desirable. Indeed, there are potential
benefits to the students in this approach, in terms of building up a network of peer support.
Where Schools or Disciplines do take a group approach, the following points should be
considered:

I Group meetings should not be used as a means of reducing the amount of time
allocated per student - even where group meetings are employed, the overall
required workload allocation remains 2 hours per student per academic year.

I Group sizes should be kept as small as possible - the effectiveness of such an
approach is likely to become compromised if groups are too large;

T  Some students may be less comfortable in a group situation and may therefore
become alienated from the advising process;

T Many students will be uncomfortable raising personal issues in a group environment -
itis essential that it’s made clear to students that they may also contact their Adviser
to arrange an individual meeting.

2.3.4 Record keeping

ad hoc
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