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Chapter 4: Discovery Inventory Worksheet
How to Use This Inventory
The Discovery Inventory Worksheet is designed to guide a collaborative, open discussion in which your integrated student support guiding team focuses on the design of the students’ experience from intake through advising and student supports. The worksheet is designed to help the team document key structural, process, and cultural components of the current student support approach that may need to be addressed in order to reach the ideal experience you are striving for in your redesign. 
Remember the five core design principles of an integrated student support approach that were emphasized in Chapter 1 of the Toolkit during your discussion and as you think about the ideal design.  
· Sustained: Students are supported throughout their entire journey at an institution, particularly at key momentum points.
· Strategic: Time, energy, and resources are more intentionally allocated to provide a broad range of support services to all students while also enabling the personalization of supports.
· Integrated: Services are not viewed as stand-alone interventions but an interconnected set of tools that together create a strong support structure. Faculty and staff understand how their role in this support structure connects with the roles of others and once siloed departments work together collaboratively as the norm. Technologies that underpin these support services are integrated on the back end to create a seamless user experience. 
· Proactive: Institutional policies and practices mandate or incentivize preemptive behaviors in support professionals and faculty as well as in students. 
· Personalized: Each student receives the specific type and intensity of support they need in order to identify and achieve their academic and career goals.

 
	Admissions and Entry

	
	Current Design
	What are the issues for students, staff, or faculty with the current design?
	What is the ideal design?  What additional information do you need to answer this?
	What changes or next steps are needed to move toward the ideal design?

	Admissions Documents
a) What admissions documents must a student complete before registering for classes? 
b) What can be submitted online vs. what must be submitted in person? 
c) Who is responsible for obtaining these documents from the student?
	
	
	
	

	Intake Survey
a) Is an intake survey used to gather contextual information about each student? 
b) If so, how is this information used to connect students to support services prior to starting class?
	
	
	
	

	Use of Registration Holds
a) Are there additional holds (other than documentation) on students’ profiles that may prevent them from registering? 
b) If so, who is responsible for removing those holds, and is this process automatic or manual?
c) How do students know their holds have been removed?
	
	
	
	

	Admissions Communications
a) When does a student start receiving communication from the college through their school account? 
b) Is a student alerted to only use the institution email account moving forward? 
c) How are communications sent to a student? For example: email, phone calls, text message.  
d) During the admissions process, how many communications total does a student receive (all departments)?
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	Orientation

	
	Current Design
	What are the issues for students, staff, or faculty with the current design?
	What is the ideal design?  What additional information do you need to answer this?
	What changes or next steps are needed to move toward the ideal design?

	Orientation Policies
a) Are all students required to attend an orientation? 
b) If not, who is required to do so and how did the institution determine which populations needed orientation?
	
	
	
	

	Attending Orientation
a) What steps must a student take to be able to attend orientation? How does a student register for orientation?
b) How often is orientation held (including times) and how do students learn about the available orientation sessions?
	
	
	
	

	Orientation Goals and Topics
a) Are there student learning outcomes for orientation? 
b) List the specific topics that are covered during orientation?
c) How is orientation evaluated for effectiveness?
	
	
	
	

	Orientation Delivery
a) How is new student orientation delivered? 
b) Is it a one-off event or a series of in-person and virtual interactions/nudges? 
c) Who besides orientation staff attend or participate in orientation (faculty, staff, administrators)?
	
	
	
	



	Advising and Planning

	
	Current Design
	What are the issues for students, staff, or faculty with the current design?
	What is the ideal design?  What additional information do you need to answer this?
	What changes or next steps are needed to move toward the ideal design?

	Advising Structure
a) Do you have faculty advisors, professional advisors, or a hybrid model?
b) Do you have full-time advisors?
c) Is advising centralized or decentralized by campus/department?
d) Is one person ultimately responsible for advising? 
e) Does this individual have sufficient time to support and oversee advisors?
f) Does this individual have sufficient authority to ensure advising quality and consistency?
	
	
	
	

	Assignment of Advisors
a) Does every student have an assigned advisor? 
b) If so, how and when are students assigned an advisor? 
c) How are students introduced to their advisors? 
d) Does a student have a specific advisor for the entire academic journey?
e) If not, at what point does the student move from one assigned advisor to another? 
f) What does this hand-off process look like?
g) Can students walk in without an appointment to see an advisor? Do you use a kiosk or sign-in system?
h) What is your student to advisor ratio?
	
	
	
	

	Advising Policies
a) Are students required to meet with an advisor prior to orientation, registration, and/or program placement? If so, explain the process.
b) What policies are in place to encourage or require students to see their advisors after the initial visit? 
	
	
	
	

	Student Use of Advising
a) Where is information related to advising available to students? 
b) What evidence indicates this information is easy to access?
c) Are students required to make an appointment to meet with their advisor? 
d) If so, how far in advance do they need to make the appointment?
e) Is technology used to empower students to complete routine tasks or access basic services?
	
	
	
	

	Advising Sessions
a) Roughly how often does an advisor see a student each term? 
b) How often does an advisor proactively contact each student to schedule an advising appointment?
c) What is the average length of the advising appointment? 
d) What are the top three areas advisors focus their sessions on? For example, career planning, academic planning, financial literacy and planning, identifying unique barriers to success.
e) Are there any student surveys or assessments that advisors use when working with students? If so, please list.
	
	
	
	

	Advising for Student Groups
a) Are any groups of students advised differently? For example, STEM students, Pell recipients, certificate seekers, honor students, student athletes, first-generation students, online students, or undecided students. If so, briefly describe the main differences.
b) Are part-time students’ advising experiences different from those of full-time students? What evidence supports your response?
c) How is advising of noncredit students different in design or process? Does noncredit advising include an emphasis on transition to degree programs?
	
	
	
	

	Academic and Career Planning
a) Do advisors build/use degree plans for every student they advise? 
b) Do students, faculty, and advisors have the ability to easily monitor a student’s progression through a degree program?
c) Do the degree plans automatically update as the student’s path changes?
d) Are students supported in developing a personalized career plan? If so, how?
e) Does this career plan align with the student’s academic plan?
f) In what order are the career plan and academic plan developed?
	
	
	
	

	Definition and Roles
a) Does your institution have a common definition of advising? If so, please list the parts of the current definition.
b) Based on your definition of advising, what skill sets are required for advisors to be successful?
c) Are the roles and responsibilities of advisors clearly defined and differentiated from the roles of other support professionals, such as counselors? 
d) Are student learning, retention, and success included in the role description of advisors and other support professionals?
e) Do you have advising learning outcomes and/or syllabus for students? If so, are these academic-related or do they include non-cognitive skill building and career development?
f) How do you evaluate advising? 
g) Is someone at the college in charge of the coordination and evaluation of, and the reporting on, all advising services?
	
	
	
	

	Training and Collaboration
a) Is there a training or professional development program for advisors at your college? 
b) Is your professional development for advisors optional/mandatory? Ongoing or one-off? Scheduled and in-person and/or available on demand?
c) How do advisors communicate/collaborate with other student service offices or with the academic divisions? For example, when referrals for academic or personal support services are necessary, or when multiple campus locations are involved. 
d) Is there a common student folder or communication tool through which to read advisor notes? Is it utilized by the entire college?
	
	
	
	

	Challenges
a) What are the two biggest challenges students report experiencing with advising supports?
b) What are the two biggest challenges for advisors?
	
	
	
	



	Integration of Student Supports and Success Strategies

	
	Current Design
	What are the issues for students, staff, or faculty with the current design?
	What is the ideal design?  What additional information do you need to answer this?
	What changes or next steps are needed to move toward the ideal design?

	Academic Supports
a) Briefly describe how tutoring works at your institution. How do students get connected or referred to tutors?
b) How do you incorporate library services in coursework and student support services?
	
	
	
	

	Financial Security 
a) What supports does the college provide to students with financial security challenges? For example, tax preparation, public benefits, housing support, emergency loans, food pantry, clothing closet, transportation, childcare. 
b) Are these services provided by the college or through external partnerships? 
c) How are students made aware of and connected to the supports listed above? 
d) Does the college have a system (protocols and/or technology) in place to proactively identify students who need these services and track their use?
e) What percentage of students who require these supports actually receive them? For example, are these services delivered at scale?
f) Are these services provided on campus? If not, how does the college ensure that students receive the support they are referred to?
	
	
	
	

	Other Supports
a) What other service/academic departments do you consider critical to your work in student success? 
b) What structures promote collaboration across departments?
	
	
	
	

	Connection to Supports
a) Are campus-based supports located in one place, or hub, or do students have to go to different offices for different questions/services?
b) How do students get connected to the following supports: counseling, tutoring, library services, career planning and preparation, financial aid?
c) Are students and support staff/advisors alerted when students are at risk of falling off their program path? Are policies in place to intervene to help the student get back on track?
d) How are students “handed off” between departments? What technology or referral process is used?
e) Are all front-line staff trained to know whom to refer students to for different issues? If so, how are they trained?
f) Are all faculty (including adjunct) aware of the range of supports provided by your institution and how to connect students with them? If so, how are they trained?
g) Is this training ongoing? What delivery method is used?
	
	
	
	

	Scheduling
a) To what extent can students get the courses they need, conflict free, at registration?  
b) How are students’ course needs assessed?
	
	
	
	



	Use of Data and Adoption of Technology

	
	Current Design
	What are the issues for students, staff, or faculty with the current design?
	What is the ideal design?  What additional information do you need to answer this?
	What changes or next steps are needed to move toward the ideal design?

	Student-Level Data
a) How are student-level data collected and shared with faculty and staff? 
b) Do you currently have reporting dashboards that are widely used in decision-making?  
c) Do advisors and other student support staff use student-level data on a daily basis to inform their work with students?
d) Does Institutional Research (IR) regularly meet with or train college staff and faculty to discuss and explain the nuances of this data, and to answer questions?
	
	
	
	

	Institutional Data
a) How do you evaluate the impact and effectiveness of your student supports? How often does this occur?
b) How do you analyze and use data to inform policy and process decisions related to student supports?
c) Who is involved in making those decisions? 
d) How is IR involved in the evaluation process?
e) Are you using or planning to use predictive analytics in student success efforts? If so, briefly describe.
f) If you are currently using predictive analytics in student success efforts, how long have you been doing so?
	
	
	

	

	Technology Use
a) How does the college currently use technology to support advising and student support delivery?
b) To what extent are these technologies used by the target end user in the intended manner?
c) To what extent are these technologies integrated with one another?
d) Are there any functionalities available to you with your existing technologies that you are not currently using? If so, why are they not being used?
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Supplemental Tool: Technology Inventory
The table below may be useful in helping your team identify your current or planned technologies that support your integrated student support approach. 
	Technology

	Category
	Technology Solution(s)
	Phase and Scale of Adoption among Target End Users
	Extent of Integration

	Student Information System
	
	
	

	Customer Relationship Management
	
	
	

	Learning Management System
	
	
	

	Early Alert System
	
	
	

	Degree Planning System
	
	
	

	Career Exploration/Planning Tool(s)
	
	
	

	Financial Planning/Management Tool(s)
	
	
	

	Student Portal
	
	
	

	Data Warehouse
	
	
	

	Predictive Analytics System
	
	
	

	Dashboards/Progress Monitoring Tool
	
	
	

	Data Visualization Tool(s)
	
	
	

	Academic Tutoring Tool(s)
	
	
	

	Coaching & Advising Tool(s)
	
	
	

	Resource Connection Tool(s)
May take the form of social networks, portals, campus forums, individualized webpages, text messages, or emails.
	
	
	

	Other Relevant Technologies
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