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to change academic advisors, such requests are handled by the office of the relevant 
Dean.) Time is allotted during orientation activities for students to have their initial 
meetings with their advisors. During these meetings, advisors assist new students in 
mapping out a plan that will allow for the completion of a programme of study in a timely 
and cost-effective manner. Students’ long- term career/educational plans, schedule of 
non-academic activities, and prior academic performance are some factors that should 
be considered during the development of this plan. This manual is designed to assist 
faculty with executing the advising process effectively. 

II. Effective Advising

a. What is an Advisor?
An advisor is someone who guides another, officially or professionally. An advisee is 
the person who receives such guidance. At HLSCC, academic advisors are faculty or 
staff members who are knowledgeable in their areas of study and assigned to help 
advisees (students) make appropriate academic and career choices.  
 

b. Role/Responsibilities of the Advisor
Some of the advisor’s responsibilities include: 
• Helping advisee to select the appropriate programme and courses;
• Helping advisee understand the requirements of his/her programme;
• Monitoring advisee’s academic progress and, if necessary, referring him/her to the

relevant support services;
• Helping advisee to select the most effective sequence of courses to graduate in a

timely manner; and
• Keeping appointments with advisees to discuss pertinent matters.
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c. Role/Responsibilities of the Advisee 

Advisees must also play their role. It is the duty of the advisor to ensure that advisees 
are aware of their roles/responsibilities and to encourage them to participate actively in 
the advising process. Some of the roles of advisees include: 
• Being aware of their advisor’s c o n t a c t  d e t a i l s  ( name, location, telephone 

number and e-mail address); 
• Knowing the course requirements for their programmes so that they can monitor 

their personal progress; 
• Helping to schedule meetings with their advisors during ‘Advising Week’; 
• Consulting with their advisors when experiencing academic or other problems that may 

affect their performance; 
• Maintaining regular rapport with their advisors; 
• Being open-minded to the recommendations made by their advisors and willing to 

act on areas that may need improvement; 
• Becoming acquainted with the resources available at HLSCC such as Academic 

Support Services, Career Development, Counselling and Health Services, 
Computer Labs and the Learning Resource Centre; 

• Maintaining accurate and current academic records such as copies of registration 
forms, add-drop transactions and receipts for tuition and fees; 

• Being familiar with their sponsor’s requirement for course load, if applicable; and 
• Being aware of the requirements or stipulations of the Immigration Department 

regarding the required course load per semester (International students only). 
 

d. Roles/Responsibilities of Other Members of the Advising Team 

Although advisors and advisees are the main actors involved in advising, for the 
process to be effective, other individuals or departments must perform certain 
important functions. These other members include Heads of Departments, Deans, and 
the Registry. The table below shows several functions that other members of the 
Advising Team are required to perform if advising is to occur effectively. 


