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DEPARTMENT OF COUNSELOR EDUCATION
COLLEGE OF EDUCATION
FLORIIDA ATLANTIC UNIVERSITY

MHS 5620
ORGANIZATION AND ADMINISTRATION OF POSTSECONDARY ACADEMIC ADVISING
Semester/year - 3 credits

Instructor: Phone:
E-mail: Office Hours:

Class: Campus, Room, Day, and Time

COURSE DESCRIPTION

This course is designed to provide an overview academic advising, and examine the organization and delivery of advising
services, training, tools, assessment, evaluation, and other factors related to the administration of academic advising
programs and practices.

Prerequisites: Permission of Instructor

rREQUlRED READINGS & MATERIALS
Required textbook:
Gordon, V.N., Habley, W.R., & Grites, T.J. (2008). Academic advising: A comprehensive handbook (2nd ed.). San
Francisco, CA: Jossey-Boss.

Readings as assigned
You are expected to access library and Internet resources to complement the textbooks.

REQUIRED RESOURCES: LIVETEXT B
Students in this course are required by the College of Education to have an active LiveText account to track mastery of
programs skills, competencies and critical assignments and to meet program and college accreditation requirements.

Students must have an account within: the first four (4) weeks of the fall or spring semester, within the first three (3) weeks
of summer session, or after the first class of a fast track course. Students who do not have an active LiveText account may
have an academic hold placed on their record. Information regarding account activation is provided on the College of
Education website, http://coe.fau.edu/livetext.

GUIDELINES USED IN DEVELOPING COURSE OBJECTIVES |
FAU Student Learning Outcome Assessments: Content Knowledge, Communication, and Critical Thinking

CACREP Postsecondary Counseling Standards: 1. Foundations — C and E; 2. Contextual Dimensions — F, G, K, L, O and

R; 3. Practice —U and Z

CONCEPTUAL FRAMEWORK |
As a reflective decision-maker the candidate will demonstrate the ability to effectively engage and advocate for students

from diverse backgrounds (race, ethnicity, gender, language and culture, exceptionalities, socioeconomic class, sexuality,
religious diversity, ecological identity, and positionality) as reflected in class participation, discussion, and completion of
assigned tasks and projects. The candidate will demonstrate their ability to: a) make informed decisions, b) exhibit ethical
behavior, ¢) provide evidence of being an empathetic and d) capable professional by engaging in cross-cultural
communication and collaboration. All candidates will receive written and verbal feedback on their work from their

instructor and peers throughout the course.

COURSE OBJECTIVES B
At the conclusion of the course students will be able to:
1. Understand the nature of academic advising.
2. Examine the organizational, management, and leadership theories relevant to advising and counseling in
postsecondary educational settings
3. Identify assessments relevant to postsecondary settings and higher education
4. Describe roles and settings of counselors in postsecondary educational settings and student affairs professionals
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5. Describe roles of counselors in postsecondary education in relation to the operation of the institution's emergency

management plan, and crisis, disasters, and other trauma-causing events

Discuss organizational culture, budgeting and finance, and personnel practices in postsecondary education

Discuss environmental, political, and cultural factors that affect the practice of counseling in postsecondary

educational settings

8. Identify policies, programs, and services that are equitable and responsive to the unique needs of individuals in
postsecondary educational settings

9. Identify professional organization, preparation standards, and credentials relevant to the practice of counseling in
postsecondary educational settings

10. Explain how to collaborate within the postsecondary community to develop programs and interventions to
promote the academic, social, and career success of individuals in postsecondary educational environments

11. Use of multiple data sources to inform programs and services in postsecondary educational settings

N o

COURSE REQUIREMENTS

1. Participation and professional conduct in online discussions/activities/training sessions.
2. Develop a professional advising portfolio.

3. Prepare and facilitate a group presentation.

4. Compete a mid-term and final exam.

| COURSE EVALUATION

Grades will be assigned based on points earned.

*  Online discussions/activities/class meetings 100 points
= Professional advising portfolio 50 points
= Facilitation of group presentation 50 points
=  Mid-term and final exam 100 points
TOTAL: 300 Points
GRADING SCALE |
A =300-282 pts. B+ =268-260 pts. C+=238-230 pts. D+ =208-200 pts. F=179 -0 pts.
A -=281-269 pts. B =259-248 pts. C =229-218 pts. D =199-188 pts.
B- =247-239 pts. C- =217-209 pts. D- =187-180 pts.
| ATTENDANCE |

Students are expected to attend all of their scheduled University classes and to satisfy all academic objectives as outlined by
the instructor. The instructor determines the effect of absences upon grades, and the University reserves the right to deal at
any time with individual cases of nonattendance. Attendance includes active involvement in all class sessions, class
discussions, and class activities, as well as professional conduct in class.

Students are responsible for arranging to make up work missed because of legitimate class absence, such as illness, family
emergencies, military obligation, court-imposed legal obligations, or participation in University-sponsored activities (such
as athletic or scholastic team, musical and theatrical performances, and debate activities). It is the student’s responsibility to
give the instructor notice prior to any anticipated absence, and within a reasonable amount of time after an unanticipated
absence, ordinarily by the next scheduled class meeting. Instructors must allow each student who is absent for a University-
approved reason the opportunity to make up work missed without any reduction in the student’s final course grade as a
direct result of such absence.

Because university-based professional programs are charged with the responsibility of preparing students for certification
and/or licensure, attendance policies and other course requirements tend to be considerably more demanding than academic,
non-professional programs. Accordingly, Counselor Education students are expected to attend every class meeting. Please
notify the University Professor/Instructor if you must miss a session. More than two absences may result in an incomplete
or lower grade in the course. Attendance includes meaningful, active involvement in all class sessions, class discussions,
and class activities as well as professional, ethical, conduct in class.

| CLASSROOM ETIQUETTE

The university expects students to demonstrate respect in class by not talking or interrupting when the instructor or another
student has the floor, and by refraining from behavior that is disrespectful such as texting, phone calls, searching the
internet, playing internet games, etc. The university policy on the use of electronic devices is quite clear. It states: “In order
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to enhance and maintain a productive atmosphere for education, personal communication devices, such as cellular
telephones and pagers, are to be disabled in class sessions.”

RELIGIOUS ACCOMMODATION |
In accordance with rules of the Florida Board of Education and Florida law, students have the right to reasonable
accommodations from the University in order to observe religious practices and beliefs with regard to admissions,
registration, class attendance and the scheduling of examinations and work assignments. Students who wish to be excused
from course work, class activities or examinations must notify the instructor in advance of their intention to participate in
religious observation and request an excused absence. The instructor will provide a reasonable opportunity to make up such
excused absences. Any student who feels aggrieved regarding religious accommodations may present a grievance to the
director of Equal Opportunity Programs. Any such grievances will follow Florida Atlantic University’s established

grievance procedure regarding alleged discrimination.

INFORMATION FOR STUDENTS WITH DISABILITIES J
In Compliance with The Americans with Disabilities Act (A.D.A.), students who require special accommodations due to a
disability to properly execute coursework must register with the Office for Students with Disabilities (OSD) located in

Boca — SU 133 (561-297-3880), in Davie — LA 203 (954-236-1222), or in Jupiter — SR 117 (561-799-8585) and follow all
OSD procedures. The purpose of this office “is to provide reasonable accommodations to students with disabilities.”
Students who require assistance should notify the professor immediately by submitting a letter from the Disabilities

Office to your instructor requesting your need of specific assistance. Without such letter, the instructor is not obligated to
make any accommodations for students.

—

[ CODE OF ACADEMIC INTEGRITY POLICY |
Students at Florida Atlantic University are expected to maintain the highest ethical standards. Academic dishonesty is
considered a serious breach of these ethical standards, because it interferes with the university mission to provide a high
quality education in which no student enjoys an unfair advantage over any other. Academic dishonesty is also destructive of
the university community, which is grounded in a system of mutual trust and places high value on personal integrity and
individual responsibility. The FAU Honor Code requires a faculty member, student, or staff member to notify an instructor
when there is reason to believe an academic irregularity is occurring in a course. The instructor must pursue any reasonable
allegation, taking action where appropriate. The following constitutes academic irregularities:

(a) The use of notes, books or assistance from or to other students while taking an examination or working on other
assignments unless specifically authorized by the instructor are defined as acts of cheating.
(b) The presentation of words or ideas from any other source as one’s own are an act defined as plagiarism.
(¢) Other activities that interfere with the educational mission of the university.
For full details of the FAU Honor Code, see University Regulation 4.001 at
http://www.fau.edu/regulations/chapter4/4.001 Code of Academic_Integrity.pdf

| DEPARTMENT ACADEMIC INTEGRITY STATEMENT |
Because of its gate keeping function in training counselors for professional certification and licensure, the faculty of the
Department of Counselor Education expects all of its students to demonstrate the highest level of integrity in their personal
and professional lives. Like faculty, students are expected to abide by the Ethics Code of the American Counseling
Association and to know and observe both the Department’s and the University’s policies regarding, plagiarism, cheating,
and other academic irregularities. In addition, any special requirements or permission regarding academic integrity in any
course will be stated in the course syllabus and are binding. Failure to abide by these indicators of academic integrity will
result in sanctions. In addition, students are expected to report cases of academic dishonesty to the instructor. The
Counselor Education student handbook is available for download on the Department of Counselor Education website and
includes specific policies regarding the Academic Integrity Statement, Policy on Plagiarism, Cheating, and Other Academic
Irregularities. Students are encouraged to read and adhere to the outline policies.

METHODS OF INSTRUCTION ]

This course uses a variety of teaching methods including PowerPoint presentations, readings, email, Internet resources and
Web-based instruction through Blackboard. Students will receive ongoing feedback from the course instruction throughout

the semester.

| LEARNING SUPPORT SERVICES |
Information on university resources available to support student learning is available on Blackboard. Specific links and
resources for the (a) Library Services, (b) Center for Learning and Student Success (CLASS), (c) Office for Students with
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Disabilities, (d) Center for Teaching and Learning, (¢) FAU Institutional Review Board (IRB), and (f) the University
Writing Center are provided by selecting the Learning Support Services link on the course menu.

| MAKE UP POLICY

Late assignments will result in a daily point deduction as outlined in the assignment descriptions. Assignments more than
five days late will not be accepted. Students must complete all assignments and meet expectations on all evaluations in
order to earn a grade in the course.

| DISTANCE LEARNING REQUIREMENTS

1. Students will access Blackboard for course PowerPoint presentations, materials, discussion forums, syllabus, grading

book, and/or exams.

Students are encouraged to use a broadband (cable or DSL) connection.

Students may use Windows or Mac operating systems.

Students may use Internet Explorer, Firefox, and Safari browsers.

Student assignments must be completed using the Microsoft Office suite (Word, PowerPoint, Excel etc.) for Windows

or Mac.

Student assignments should be emailed to the instructor on the scheduled due date (see course content and outline).

When scheduled, students are expected to make their initial posts on the discussion board by TIME and DAY and

fulfill their discussion board responsibilities by TIME and DAY.

8. Unless otherwise noted, all written assignments should follow APA style, including but not limited to: Title page, page
numbers, running head, reference page, 12 pt. font, | in. margins etc.

9. Students are expected to adhere to all department, college, and university policies of Academic Integrity. This includes
but is not limited to:

SUESER
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a. Cheating

b. Plagiarism

c. Misrepresenting information or failing to give proper credit for citations used
d. Participating or facilitating acts of academic dishonesty by others

e. Unauthorized prior possession or sharing of examinations

f.  Submitting the work or tampering with the work of another person

10. Students will receive feedback on assignments from the instructor via email and Livetext.com. Comments,
suggestions, recommendations are provided in PDF format. If necessary, students can download the free Adobe
Reader from http://www.adobe.com/products/acrobat/readstep2.html

11. Students should contact the instructor if they experience technical difficulty accessing course materials and activities
on Blackboard. Students should contact the IRM helpdesk at
http://blackboard.fau.edu/webapps/portal/frameset.jsp?tab_id= 107 1 if you experience login or connection issues.

12. In order to minimize technological issues, prior to taking this course, students should be able to send and receive email,
send attachments with emails, be familiar with Blackboard, navigating and conducting research on the Internet.

rTECHNlCAL RESOLUTION POLICY

In the online environment, there is always a possibility of technical issues (e.g., lost connection, hardware or software
failure). Many of these can be resolved relatively quickly, but if you wait to the last minute before due dates, the chances of
these glitches affecting your success are greatly increased. Please plan appropriately. Should a problem occur, it is essential
you take immediate action to document the issue so your instructors can verify and take appropriate action regarding a
resolution. Please take the following steps should a problem occur:
1. Ifyou can, make a Print Screen of the monitor when the problem occurred. Save the Print Screen as a .jpg file. If you
are unfamiliar with creating a Print Screen file, click the appropriate links below.

o For PC users (video or script)

o For MAC users
Complete a Help Desk ticket at http://www.fau.edu/helpdesk. Make sure you complete the form entirely and give a full
description of your problem so the Help Desk staff will have the pertinent information in order to assist you properly.
This includes:

o  Select “Blackboard (Student)” for the Ticket Type.

o Input the Course ID.

o Inthe Summary/Additional Details section, include your operating system, Internet browser, and Internet

service provider (ISP).

o Attach the Print Screen file, if available.
3. Send an email within Blackboard to your instructor to notify him/her of the problem. Include all pertinent information

of the incident (2b-d above).

(8]
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4. If you do not have access to Blackboard, send an email to your instructor with all pertinent information of the incident
(2b-d above).

5. Ifyou do not have access to a computer, call your instructor with all pertinent information of the incident. If he/she is
not available, make sure you leave a detailed message.

6. Ifyou do not hear back from the Help Desk or your instructor within a timely manner (48 hours), it is your
responsibility to follow up with the appropriate person until a resolution is obtained.
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| COURSE CONTENT & OUTLINE

The content and/or activities for each week are described below.

Meeting TOPICS READINGS ASSIGNMENTS

1 Course Orientation Orientation Assessment
Introduction

2 Vision, mission, goals and objectives for academic Chapter 14 Discussion Board
advising programs

3 Organization of academic advising services Chapter 15 Discussion Board

4 Advising Delivery: Faculty advising, professional Chapters 16 & 17 Discussion Board
advisors, counselors, and other staff

5 Advising delivery: Group strategies & technology Chapters 18 & 19 Discussion Board

6 Mid term Exam Blackboard exam

7 Training, assessment, recognition, and reward Part II Introduction Discussion Board
Critical concepts in advisor training Chapter 20

8 Tools and resources for advisors Chapters 21 & 22 Discussion Board
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Skills and competencies
9 Assessing student learning Chapter 23 Discussion Board
10 Assessing advisor effectiveness Chapter 24 Discussion Board
11 Assessing program effectiveness Chapter 25 Advising Portfolios
12 Recognitions and reward for academic Advising in Chapter 26 Discussion Board
theory and practice
Perspectives on advising: Campus administrators Part I1I Introduction,
Chapter 27
13 Perspectives on advising: Advising administrators Chapters 28 - 29 Discussion Board
future trends
14 Group Presentations
15 Final Exam Blackboard exam

| ASSIGNMENT: DISCUSSION BOARD/ACTIVITIES/TRAINING SESSIONS |
Description: The student will participate on Blackboard site as indicated on the Course Content and Outline. Participation
is designed to develop understanding of academic advising, examine the organization and delivery of advising services,
training, tools, assessment, evaluation, and other factors related to the administration of academic advising programs and
practices.

Procedures and Evaluation: Students are required to attend all class meetings, view PowerPoint presentations, complete
lesson activities, respond to prompts on the discussion board and provide feedback to classmates. Students will earn up to
100 points for their participation and completion of all assigned activities.

rASSlGNMENT: PROFESSIONAL ADVISING PORTFOLIO J
Description: Students will create a professional portfolio describing their program’s mission, goals, and outcomes,
outcomes for advising, description of program delivery methods, appropriate professional development, evaluation, reward,
and recognition, as well as examples of assessments to evaluation program effectiveness.

Procedures and Evaluation: Portfolios will be created electronically. The instructor will provide an outline and template
for completing the portfolios. Students will earn up to 50 points for the professional advising portfolio.

ASSIGNMENT: GROUP PRESENTATION |
Description: Students will work in small group to develop a campus academic advising program. Students will share a
program mission, goals, and outcomes, describe the advising model, advising loads and methods, hiring practices, budget,
tools and resources needed to support your staff and the community your program serves.

Procedures and Evaluation: Students will submit their materials electronically and deliver their presentations to their
peers online. Students will earn up to 50 points for the group presentation.

ASSIGNMENT: COURSE EXAMS |
Description and Evaluation: Students will demonstrate their mastery of content knowledge of the course material by
completing a mid-term and final exam. Questions will stem from the course materials, assigned readings, and course
discussions. Students will earn up to 50 points for each exam.
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