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Undergraduate Advising – OM&IS and BSBA (A-L)
Academic Advising Syllabus

Your Academic Advisor
[image: ]Name: 	Shannon Gates	 
Email: 	sgates@niu.edu
Phone: 	815-753-1286 (OM&IS)/815-753-1124 (BSBA)
Office: 	Barsema Hall 328A

I am a double NIU alumna, having received my undergraduate degree in marketing and my master’s in industrial management. As an NIU student, I served on the American Marketing Association (AMA) board, attended an AMA conference in New Orleans and landed a marketing internship at Ideal Industries in Sycamore, Illinois. I began my career at NIU as an admissions counselor in 1995, which helped steer me toward my career path in academic advising in the NIU College of Business.

Advising Philosophy
To serve students with compassion, integrity and equity. To build rapport and collaborate with students throughout their NIU experience. To help students navigate and achieve their personal, academic and career goals. As an advisor, I feel it is important to educate, equip and empower students with the resources available to succeed. Our students matter!

What is Academic Advising?
· Advising is a developmental process.
· Advising fosters clarification of life and career goals.
· Advising assists in the development of educational plans.
· Advising is a decision-making process.
· Advising is an ongoing partnership.
· Advising is the shared responsibility of both student and advisor.

Advising Resources
· Undergraduate Catalog - Your official source of information regarding academic programs and policies at NIU
· College of Business Advising Handbook
· Four Year Degree Paths
· Articulation Handbook
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The College of Business provides professional academic advisors to assist students in meeting their undergraduate academic and career goals. Our advisors work collaboratively with students to:

· Explore and strive for academic and career goals and aspirations.
· Develop an academic plan guiding them to degree completion.
· Effectively utilize campus resources.
· Complete necessary paperwork and logistical items necessary to degree progress.
	

Shared Responsibility and Expectations
	Expectations for Students
	Expectations for Advisors

	To be an active participant in your educational planning process.
	Assist you to understand university policies and procedures, general education requirements and program curriculums.

	To strive for educational achievement to your highest attainable standard.
	Encourage and guide you in the process of defining, developing and attaining your academic and career-related goals.

	Initiate and maintain regular contact with your advisor (minimally once per semester).
	Assist you in developing skills needed to create realistic and attainable educational plans.

	Come prepared and on time for appointments.
	Provide information regarding relevant campus resources and services that will assist you in enhancing your academic performance and college experience.

	Be aware of and utilize the various campus resources and follow through with referrals.
	Foster a collaborative partnership between faculty, staff and students.

	Understand how to read and interpret your Academic Requirements Report.
	Maintain confidentiality.

	Become knowledgeable about university policies, procedures and programs.
	Uphold obligation as a Title IX responsible employee.

	Identify your academic and career-related goals.
	Be accessible to all students for questions and concerns.

	Be responsible for developing your educational plan.
	Encourage your ability to think critically, solve problems and make informed decisions about your future life plans.


Preparing for a Meeting
Schedule an Appointment! 
· Please note: All advising appointments will be held in Barsema Hall 328.
· Schedule an appointment early in the semester. 
· Business Administration majors (A-L), please call 815-753-1124, visit Barsema Hall 245 or schedule an appointment through Navigate. 
· Operations & Information Management majors, please call 815-753-1286, visit Barsema Hall 328 or schedule an appointment through Navigate.
· You may email to ask if any walk-in appointments are available. 
· Arrive promptly for your meeting. If you are going to arrive late or cannot attend, please inform the office as it may be necessary to reschedule.

What to Bring?
· Current Academic Requirements Report (“My Academic Requirements” in MyNIU).
· Ideas for desired class schedule.
· Paper and pen/pencil for taking notes.
· List of questions or concerns.
· Any previous advising notes (program sheet, worksheet, etc.).

After Your Appointment:
· Review the notes you took during appointment as well as your advising worksheet.
· Follow through on any next steps/recommendations discussed during appointment.
· Email me with follow-up questions.
· Make another appointment, if necessary!

Email Etiquette
· Use your NIU email only and check it often!
· Enter a clear/specific subject line. 
· Include full name and Z-ID number.
· Be professional, use proper English, proofread and spell check (no text abbreviations, please!).
· Allow 72 hours for my response, excluding weekends and holidays.



Dear Advisor,

My name is Victor E. Huskie, and I am emailing you today as I lost the advising sheet you gave me from our appointment last week. Can you please email it to me?

Thank You,
Victor E. Huskie
Z1234567


Your Path to Graduation





Schedule Change Process (for 16-week courses)

	Dates during semester
	Actions
	Steps

	Prior to First Day
	Add/Drop course
	Self-service MyNIU

	Week 1
	Add/Drop course
	Self-service MyNIU

	Week 2
	Add course
Drop course
	Contact course department
Contact major college/ department

	Week 3–end of Week 10
	Withdraw course
	Contact major college/ department

	Week 1–end of Week 10 (without academic jeopardy)
	Withdraw all courses
	Contact major college/ department





Advising Calendar

	Month
	To-Do

	June-August
	· Meet with advisor during orientation session.
· Be aware of course add/drop deadlines.

	September
	· Be aware of course drop and withdrawal deadlines.
· Call to schedule an advisement appointment for spring classes.

	September-October
	· Meet with academic advisor.

	November
	· Register online during registration appointment (available on MyNIU); must have all holds cleared to register.

	December
	· View end of semester grades on MyNIU. (Contact me if you don’t pass a class with a C or better for us to discuss how this may impact next semester’s course schedule).

	January
	· Be aware of course add/drop deadlines.

	February
	· Be aware of course drop and withdrawal deadlines.
· Call to schedule an advisement appointment for summer/fall classes.

	February-March
	· Meet with academic advisor.

	April
	· Register online during registration appointment (available on MyNIU); must have all holds cleared to register.

	May
	· View end of semester grades on MyNIU. (Contact me if you don’t pass a class with a C or better for us to discuss how this may impact next semester’s course schedule).
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As a result of being an active participant in your academic advisement, you will be able to:

· Understand our general education requirements and College of Business fundamental business requirements.
· Understand how the courses in your major (minor and/or certificate, if applicable) fit together with general education requirements and relate to your overall learning goals and objectives.
· Correctly interpret the information on your Academic Requirements Report and apply the information to help determine appropriate course selection.
· Understand how to complete degree requirements and develop a plan for timely completion of degree.
· Begin to identify and develop your educational and career goals as it relates to your selection of major, minor, certificates and coursework to help you achieve these goals.
· Identify campus resources that help you reach your goals.
· Understand academic policies and procedures.


Schedule an appointment with your advisor each semester. Make your appointment early; planning ahead is always a great idea.


Review your Academic Requirements Report each semester through MyNIU. You are responsible for your graduation requirements. This report is prepared by Registration and Records, the office that will do a final check on your graduation requirements.


Check your financial aid and scholarship status each 
semester, if applicable.


Make sure encumbrances are removed prior to registration. You will not be able to register unless they 
are addressed.


Always check with me if you are going to adjust anything on your schedule.
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