Terms and Definitions
· Advisor Hold: All undergraduate students in the College may not register for their next semester’s courses until they meet with their advisor and have their “advisor hold” removed (a.k.a. “lifted”).  Students may be restricted from registering for other reasons as well (e.g., unpaid tuition bills, overdue library books, parking fines, etc.).  These “holds” must be “lifted” before the student can register for classes, but not before advising. 
· USP:  Stands for “University Studies Requirements”.  All students at the University must meet these requirements.      
· N-6, N-8, Susan Skees or Advising Resource Center: Susan Skees runs the College’s Advising Resource Center from room N-8 in the Ag-North Building.  The office number is: 257-3468.  Susan and the others in her office are excellent resources for questions about graduation requirements.  Also, all students must go to N-8 to have their advising hold lifted after meeting with their advisor.
· Plan of Study:  A specific document (front and back of one page) that is a useful tool for students in their planning for graduation.
· APEX: This is an online “degree audit” program (requires logon and password) that compares all the classes a student has taken to the requirements of any major at UK.  Advisors can login separately and view any student’s progress.  The link is: www.uky.edu/degreeaudit.
· Online Advising Appointment Calendar:  Advisors may use an online appointment calendar to schedule appointments with advisees.  You can change this calendar easily as needed by accessing the following link:  https://dobson.ca.uky.edu/BegAsp/login.asp.  Your username is your complete UK email address and the password is “advisor”.  You will automatically receive an email each time a student schedules an appointment.

I. Advisor Success  
	All students are surveyed by Susan Skee’s office after their advising appointments.  This survey is used to provide feedback to advisors about their strengths and weaknesses.  Advisors may use this survey as a checklist when advising. 

II. Student Management
· Set up your Online Advising Appointment Calendar.  Open some slots each week.  Open some morning and afternoon times.  Open some Tuesday/Thursday and some MWF times.
· When you get email notification of an appointment, send that student an email that renames the three requirements: a) consult APEX, b) complete Plan of Study, and d) select specific classes.
· Before meeting with the student, consult APEX.  You may want to fill out a new or update a previous Plan of Study (or other tracking plan) for the student.  
· During the advising appointment, make two kinds of suggestions.  One, list for each student a “handful” (about 10) courses that he or she could take.  Two, prioritize for each student which of those courses are most important to take next.  Avoid selecting with or for students specific classes at specific times; this sort of “scheduling” can best be done by most students individually.

III. Academic Requirements
	Academic requirements are outlined in a variety of forms.  
· Bulletin.  The “official” and most basic description is contained in the UK Bulletin (now online only).  The Bulletin is updated each year and is available at the Registrar’s website (http://www.uky.edu/Registrar/Bulletin.htm).  The Bulletin contains individual course descriptions.
· Plan of Study.  AEC students should complete one of two Plans of Study (either Agribusiness or Economics).  This is mostly a graduation planning tool, but it does also help outline required courses.
· APEX.  The online degree audit tool is perhaps the most intuitive layout of degree requirements.  For particular students, APEX provides the clearest description of a student’s progress towards graduation.
· Super Plan of Study.  I developed a more comprehensive graduation planning guide that expands the regular Plan of Study.  This document can be used in a variety of ways.  You may use it simply to consult degree requirements as you talk with advisees.  Or, you may complete one of these forms for each advisee and either a) let the student keep it or b) keep it yourself to update each semester.      
