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Psychology Advising Overview

The Psychology undergraduate department recently
transitioned from faculty advisors to professional advisors. 
Advisor Caseloads between 360~ students each. 
Major: 900-950 students overall with many PSYC Minors.
Professional advisors are responsible for multiple
administrative duties, in addition to advising. 

 
 



 
Summer &
Fall 2019

Spring 2020 Fall 2021 Spring 2022

Advisors

1 Professional
Director of UG
Studies
~35 faculty

2 Professional 
Director of UG
Studies

2 Professional 
Director of UG
Studies

3 Professional 
Director of UG
Studies

Student
Population

Majors: ~ 928
Minors: ~784

Majors: ~ 934
Minors: ~787

Majors: ~951
Minors: ~ 549

Majors: ~ 917
Minors: ~ 523

Advising Load

Faculty ~20-30
Myself and
Director of UG
studies would
see all majors

Professional: ~350
Director of UG
Studies: ~233

Professional:
~357
Director of UG
Studies: ~237

Professional:
~285 x 2 & ~186
Director of UG
studies: ~161

Psychology Advising Overview



Course Substitutions Force Add Processing VT Timetable Changes Forms Processing 

First-Year & Transfer
Student Experience

Graduation Recruitment Events Orientation 

COS/University
Committees 

Professional
Development

Student Reports/
Data Collection 

Advisor Assignments

Administrative Duties



Changes in Student Populations

Compared to the class of 2024, the Virginia Tech class of 2025:
75% more African American students 
43% more Hispanic and Latinx students
47% increase of First-generation students

President Sands stated we are close to reaching the goal of having
40% of an entering class consist of low-income, first-generation,
veteran, and underrepresented students by 2022 (Zapata, 2021).



Leveling the Playing Field

First-generation students lack the cultural capital of the university system
that they enter, including awareness of the existence of a university
system culture or the language that they are expected to know (Jenkins et
al., 2013). 

In many ways, advisors and instructors are meant to level the playing field,
giving students equal access to the same resources (Platt et al., 2021).  



Proactive Advising 
& Intrusive Communication

Proactive academic advising is one approach that may foster students'
sense of engagement with their institution and help them navigate
obstacles on their path to academic success (Varney, 2013). 

The nature of intrusive communication plays a key role in soliciting
student involvement in on- and off-campus opportunities (Finnie et al.,
2017). 



 Motivation for Student
Communication Plan

Efficiently share information with our large advising caseloads.
A solution to a deficit of time to devote per student.

Promote student success, retention, and engagement for all students.
Create a more equal playing field for "assumed" collegiate knowledge
for first-generation, first-year, and transfer students. 
Increase student involvement in on- and off-campus opportunities. 



Two-Part Communication Plan

Communication Plan Directly with Students1.

   2. Communication Plan within our Advising Team



Communication Plan
Directly to Students



Communication Plan 
Directly to Students 

Targeted
Campaigns

Weekly
Announcements

Successful
Starts Tips

Monthly
Newsletters

Social 
Media

Targeted
Campaigns

Targeted
Canvas Pages



Weekly Announcements
Originally we sent multiple emails to students daily about opportunities.  
We transitioned to sending one large visual email every Sunday instead.
We spend Friday afternoons putting this email together. Currently, we
use Google Docs but we are open to other formats such as MailChimp. 
We organize the opportunities by topical categories. 







Successful Starts Tips
Created to ensure first-generation students, first-year students, and new
transfer students know the "assumed" collegiate knowledge.
Some topics include: Review your Syllabi and Find Classrooms,
Organization, Study Skills, Time Management Strategies, Test Taking
Skills, Note Taking, Office Hours, Avoiding Procrastinating, SSD
Accommodations, Campus Involvement, Course Request & Registration.
We send these directly to the PSYC 1024 (First-Year FYE) and PSYC
2024 (Transfer FYE) courses. 









Monthly Newsletters
We established a Psychology Monthly Advising Newsletter to cover
topics in more detail for all our students.
We display them on our website so students can return back to read
the information in the future as a consistent resource.  
Newsletters covers 1-2 pertinent topics, relevant for that specific time
of the semester. 
Some topics include Applying to Grad School, On-campus Involvement,
Tutoring and Academic Support, etc.



Newsletter Topic Outline

Fall semester Spring semester
August: Welcome back, Apply for Degree
September: Academic Resources, Tutoring
October: Ideas for On- and Off-Campus
Involvement
November: Grad School Application &
Career/Internship Tips
December: Final Exam Tips, Wellness

January: Welcome back
February: Academic Resources, Tutoring
March: Finding Summer Internships and
Volunteer  
April: Study Abroad, On- and Off- Campus
Involvement
May: Final Exam Tips, Wellness









Targeted Campaigns

Targeted
Campaigns

Academic
Probation &

Warning

Transfer
Student 

Hokie GPS

Returning from
Academic
Suspension

Multiple U
Grades

Change of
Major

Course 
Request



Targeted Canvas Sites

Internal Change of Major students
Orientation for Transfer Students
Orientation for First-Year Students

 







Social Media
Created Facebook and Instagram
accounts for Psychology
Undergraduate Advising. 

Content will include Advisor
Highlights, Student Highlights,
and Academic Deadline
reminders.  



Communication Type Frequency Directed Towards

Psychology Weekly
Announcements

Weekly
All Psychology Majors

- Upcoming events & deadlines

Successful Starts Tips
Weekly -
Biweekly

First-semester transfer and first-year students
- Topical

Monthly Newsletters Monthly
All Psychology Majors 

- Topical

Targeted Campaigns and
Targeted Canvas Sites

Periodically 
Incoming students, Internal Change of Majors, Academic

Warning, Academic Probation, etc. 
-Topical based on student population

Social Media Periodically
Interested and Current Psychology Majors

-Highlight Advisors, Students, and Academic Deadlines

Communication Frequency



Communication Plan within
our Advising Team



Communication Plan 
as an Advising Team 

Bi-Weekly
Meetings

One Day
Reserved for
Admin Duties

Common
Conversations

Collaborative
Admin Tasks

PSYC Advising
Shared Drive

Specialized
Admin Tasks



One Day Reserved for Admin Duties

We reserve Wednesdays each week for departmental and
college meetings. 
We are able to concentrate on administrative tasks with
more focused energy without the interruption of student
appointments. 



Bi-weekly Meetings

Allows the departmental advising team to: 
Discuss the timetable, prep campaigns, prep for
recruiting, prep for change of major, departmental
graduation planning, discuss communications to be
consistent, etc.  



PSYC Advising Shared Drive



Common Conversations

Allow us to be more efficient by having templates for our
most frequently asked questions.
This allows us to share consistent information with students
regardless of their assigned academic advisor. 

 



Adding Major/Minor Common Free Electives
Common Double 
Majors & Minors

Research/Internship
Resources

Campaign Templates
Graduate School

Resources 

Pre-Law/Pre-Health/Pre-
Education Information

Academic Processes
Templates

Tutoring Resources 

Common Conversations











Collaborative Admin Tasks
For time-consuming tasks, we divide and conquer. 
A few examples: 

Consistently contacting our assigned pending students on
the Graduation Lists.
Assigning and unassigning Psychology majors at various
times of the year.



Specialized Admin Tasks

We take the lead on certain aspects:
Christina - Recruitment Planning, Weekly Announcements,
First-Year Experience PSYC 2024 course, COS Advisor
Handbook and Communication Committee
Courtney - Timetable updates, Monthly Newsletters, Bi-
Weekly Advising meetings, SST's, Navigate Liason,
Curriculum Committee  



Creating Your Own
Communication Strategy



Communication Best Practices

Best day of the week to send an email:
Tuesday, then Thursday, then Wednesday.

Best time to send an email:
10am, then 8pm or later, then 2pm.

Fewer words are better - go for visual and short.
Reinforce the same message through multiple channels.

Reference: (Ellering, 2018) 



Brainstorm Activity

Please take some time to reflect and fill out the flyer.

What other tools or ideas do you have for communication?

Any new insights that you've gained from brainstorming?



Any questions?



Thank You!

Feel free to contact us at:
Courtney Glass - clynnb95@vt.edu 

 Christina Minford - cminfor@vt.edu
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