ACM Notetaking Guidelines
The following guidelines aim to help professional and faculty advisors, academic coaches, and other staff openly share information about student performance and progress toward degree completion. This contributes to providing a holistic view of a student for those involved in working with them. This community approach to facilitating student success is done while respecting students’ privacy and ability to share personal information when they see fit with whom they feel comfortable.

Since any contact logged into our Advising Case Management tool is considered a student record, according to FERPA, a student has the right to review the information recorded in the system. 

General Guidelines
· Notes should be respectful, factual, and based on the advisor’s professional judgment. Using phrases such as “it appears’ and ‘student reports’ is a good way to phrase concerns.  
· Notes may NOT include information referring to health or disability.
· Write in general terms and keep more specific or sensitive information in your personal advising notes. That way another advisor can contact you directly for more information about how to support the student.
· When writing about another staff or faculty members, be mindful that this information will be available for them to review. Make every attempt to give faculty and staff the benefit of the doubt while gathering information and assisting the student. 
· Check the student’s general info in WISER to see if they have specific preferences.

	Do
	Don’t

	John has not had a math class in five years and is concerned about ability to succeed. Discussed importance of starting math sequence ASAP, and tutoring resources.
	Student fears math and is avoiding it. Major test anxiety.

	Jane dropped CHEM 115. Discussed their concerns about instructor.
	Student dropped CHEM 115 due to unfair grading policies of instructor. 

	Referred Anna to financial aid counselor and U-ACCESS. 
	First generation college student. Widowed mother. No financial support from family. Referred to financial aid counselor and UACCESS for resources. 

	Joe missed two weeks of classes because of hospitalization. 
	Student missed two weeks of classes because of hospitalization for cancer treatment. 

	I asked Beth to return for another advising session when she has prepared a list of courses for next semester. 
	Not ready to meet with me for our appointment, adjusting to college expectations still. 

	Mike expressed stress balancing his classes, work, and co-curricular activities. 
	Student needs to get their priorities in order, too distracted by non-academics. 

	Chris requested tutoring support. Referred to Academic Support Services. 
	Chris over emotional about course challenges and needs support. Calmed her down and referred them to Academic Support Services for help. 

	Carrie plans to appeal the grade they received in her Psychology class last semester.
	Student is angry at professor and will be advocating for herself to get the grade she deserves.

	Peter has been referred to the Dean of Students Office regarding a personal matter. Please contact their office or me if you have any additional concerns about him/his situation.  
	Referred student to Dean of Students to deal with the fact he is being stalked by ex-girlfriend.






Examples of what to include when taking notes:

1. Include notes that will help the student. 
· “Reminded Shawn to send transcripts from previous institution to the Admissions Office as soon as possible to have a completed transfer credit evaluation during registration.” 
· “Jen did not come to her scheduled appointment. Needs to reschedule as soon as possible.” 
· “Discussed importance of repeating MATH 115 and ECON 101 in Spring semester.” 

2. Include notes that will help future advisors understand the student or the advice that you gave. 
· “Encouraged Dan to enroll in MATH 129 because of interest in Management.” 
· “Sarah took PHIL 108 to fulfill the U.S. Diversity Requirement.  They are interested in and plan to take American Studies (AMST) 100, they understand this class will be counted only as an elective.” 
· “Charlie intends to go to Boston University for Medical School. Is focused on taking prerequisite courses to get admitted there.” 

3. Include list of courses approved, along with alternatives. 
· “We agreed to the following 13 hours for Spring semester: MATH 140, BIO 112, CHEM 116 and 118. I also suggested Maya complete the arts distribution requirement for an additional 3 credits. She will search for several alternatives to meet this requirement given her schedule.” 
· “Summer classes we discussed were ECON 101 and ENGL 101 for six hours. Will take SOCIOL 101 if ECON fills.” 

4. Include notes that will facilitate the relationship with a student. 
· “Encouraged Sam to make an appointment to come see me after their mid-term exams are over.”  
· “Reminded Rachel to make appointment well in advance of her enrollment appointment date for Fall.” 
· “Congratulated Gabe for excellent grades last semester.” 

5. Include possible consequences of not following advice given. 
· “Discussed need to take MATH 115 during Spring semester so MATH 130 can be taken in Fall and Lauren can take CHEM 115 and 117 as co-requisite. Explained possible delay in completion if this is not done.” 
· “Owen wants to seek permission from Undergraduate Studies to enroll in 18 credit hours. Cautioned him regarding heavy academic load.” 
· “Reminded Susan to finish 30 credit hours for the academic year in order to keep scholarship.” 

6. Include referrals of a non-sensitive nature. 
· “Encouraged Frank to contact @XXXX in Undergraduate Admissions about possibility of getting General Education credit for some transfer courses.” 
· “Encouraged Erica to make appointment with career specialist, referred them to @XXXX in Career Services.” 
· “Garrett is interested in becoming a student leader; referred them to the Office for Student Leadership and Community Engagement about application process.” 

7. Include comments that help you in future interactions with a student. (Perhaps in helping students with reference letters or scholarship applications.) 
· “Karen was well prepared for the advising session. Had tentative schedule already worked out.” 
· “Student has consistently expressed an interest in attending dental school at Boston University.” 


Examples of what to exclude when taking notes:

1. Exclude your subjective judgments about the student, especially when they are negative. (In some cases, you may wish to use personal files. In most cases, should probably omit altogether.) 
· “Aaron is not motivated to succeed in classes this semester.” 
· “Gina struggling in all classes; I think she would have been better off at community college.” 
· “I doubt Duane’s ability to succeed in this major.” 

2. Exclude facts of a sensitive or personal nature. (May wish to use personal notes.) 
· “Referred Hannah to the Ross Student Center and Counseling Center. She self-reported high levels of test anxiety and depression.”
· “Asked Ben to connect with the Ross Student Center, he is having difficulty getting accommodations for his visual disability.”

3. Exclude comments regarding a student’s instructors or other advisors, especially when they are negative. (May wish to use personal notes.) 
· “Meg is having a personality conflict with SOCIOL 101 instructor.” 
· “Joan indicated that she is considering filing a sexual harassment charge against her Political Science professor.” 
· “David was misadvised by XXXX in XXXX office.”

3. Exclude personal concerns of a student. (May wish to use personal notes.) 
· “Stephen was assaulted earlier this academic year.” 
· “Sister has terminal illness; Michelle is having a very difficult time staying focused on academics.” 
· “Greg has to go to court next week; will miss classes.” 



IN GENERAL:

• If in doubt, leave it out.
• Describe, do not evaluate.
• Be aware that other faculty and staff also have access to view these notes.

*This is a working document, and we invite your suggestions to continuously improve it, and make it more inclusive and asset based. 

Guidelines adapted from Missouri State University, updated Spring 2025.
