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Advising Notes: Best Practices  

Student Success Collaborative (SSC) 
 

The SSC advising platform allows for an integrated campus-wide advising notes system.  Rather than have each advising or 

student support office keep independent notes, SSC advising reports will be accessible across campus by students, advisors, 

and student support staff.  Benefits to widely accessible notes include improved communication, coordination, efficiency, 

transparency, and a more personalized student experience in advising. 
 

Why take advising notes? 

 Help students remember advice they received during advising appointments 

 Help advisors and other student support staff communicate and provide consistent service 

 Create an “institutional memory” of contacts and recommended actions 

 Personalize the advising experience by refreshing the advisor’s recollection of previous conversations 

The content of advising notes aims to communicate: 

 What was the student seeking help with? 

 What steps were taken to address the student’s concerns? 

 What advice and recommendations were made? 

 What are agreed upon follow-up actions?  Were specific referrals made? 

 Overall, summarize what you discussed as it relates to the student’s academic success. 

With this in mind: 

 Assume students, parents, or the general public will read anything and everything you have written. 
 

 When writing your notes, ask yourself the following questions: 

1) Is this something the student would want other people to know? 

2) Is this something another advisor would need to know?  Why? 

3) Is this something that is within my scope of practice to say?  (i.e., Do I have the necessary training, and 

is this something germane to my area of professional expertise?) 

4) Are the details in my notes based on fact?   

Or,  

Do they merely represent my own observations, perspectives, guesses, predictions, diagnoses, etc.?   

 

 “Describe, don’t evaluate”     

“When in doubt, leave it out” 
 Notes should be academic-related and avoid including personal, potentially sensitive content. 

 Personal and/or sensitive content, whether reported by the student or assumed by you, may include: 

 Medical / mental health concerns 

 Legal problems 

 Relationship problems 

 Family concerns 

 Conflicts with specific instructors 
 

 

Portions are summarized or directly adapted from: Adopting a Campus-Wide Student Notes System.  www.eab.com 

Advising Connect: Note-Taking and Other Documentation in Advising Connect.  u.osu.edu/advisortraining/files/2014/04/NoteTaking-14biai7.doc 

The Family Educational Rights and Privacy Act (FERPA) entitles students to access any notes considered part of their 
academic record.  Any notes completed in the Student Success Collaborative (SSC) advising platform are considered part of 
a student’s academic record and are accessible by students, open records requests, and court subpoenas.  This applies to 
notes whether they are designated as shared with students in the platform or not. 

 

TIPS 

http://www.eab.com/


 

 


