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1. Set up a simple and effective blended advising environment 

In blended advising, we should see students in person where safe and practicable, and offer options to meet 
regularly. There are several possible ways to contact students: Their @bath.ac.uk email (Outlook), Teams 
messaging, and calling students on the telephone number listed on their Student Record. To make use of 
telephone, you may wish to set up Teams Telephony. 

If you wish, add your students to a Microsoft Team or Moodle space to share resources with them as a cohort 
and facilitate a community of support among them. Using principles of ‘flipped advising’ you can set reflective 
activities to be completed asynchronously outside meetings. 

Continue to invite your students to individual meetings and record the key details of your meeting via Student 
Notes. This is important as the system may be accessed by other staff who support students and is referred 
to in cases where an audit trail of support is required (e.g. Academic appeals, serious case reviews). You 
can also store documents for future reference e.g. reference letters. 

 

2. Build a human relationship 

The meetings during the first year are important in establishing trust, setting expectations, and getting to 
know your students. Regular check-ins help to establish a truly open door between advisor and student, 
making it more likely that a student will reach out if issues arise. At a minimum, advisors are expected to 
meet their students 3 times in their first Semester at Bath and once per Semester thereafter, with an additional 
meeting for all returning students in Semester One. See Quick guide for academic advisors (bath.ac.uk) 

Whilst academic advisors are not experts in many of the issues that students may disclose, we can listen, 
reassure, and offer an appropriate referral.  

 

3. Establish clear processes 

Use an email footer and/or autoreply to provide essential information for students (see overleaf for an 
example). This may include how and when they can contact you and emergency numbers. Consider how to 
protect your own privacy and work/life boundaries when hybrid working.  

Set and keep office hours that are inclusive for students located in different time zones. You can create office 
hours using Microsoft Bookings for individuals/groups, or arrange them individually using Outlook. Tools such 
as FindTime and Doodle Poll may be helpful. Provide clear instructions for how you will connect e.g. on 
Teams at 13:00 UK time, or create the meeting in Outlook and invite the student. Your Department may also 
schedule meetings for you, especially for first year students. 

  

https://bath.topdesk.net/tas/public/ssp/content/serviceflow?unid=fca0fd4aeca44424bef3ac2634c91176&openedFromService=true
https://www.youtube.com/watch?v=OI-ABFcTELw
https://samis.bath.ac.uk/
https://samis.bath.ac.uk/
https://www.bath.ac.uk/guides/quick-guide-for-academic-advisors/
https://www.bath.ac.uk/announcements/microsoft-bookings-your-online-scheduling-tool/
https://outlook.office.com/findtime/dashboard
https://doodle.com/create


4. Ensure your academic advising is accessible 

Keep use of technology simple and provide options for how students can connect with you, including an 
audio-only call or email correspondence. Ask them about what is working well and what can be adapted.  

Be aware that some students may be less likely to feel comfortable reaching out to a member of staff than 
others. Alongside building trust, we can offer information about further staff and services that are available to 
support them. Students may be working in varying (and sometimes inadequate) conditions or may have 
caring or other responsibilities to balance with their studies. These factors may be influenced by being based 
remotely and require flexibility. 

 

5. Know how to refer and where you can seek support 

Keep up to date with how student support services and staff are changing with increased remote work. This 
information can be found via Student Support, your Senior Academic Advisor, and your department may have 
a central hub for information. Students may also need support from services that you do not normally refer to 
e.g. IT services and the Academic Skills Centre. 

Keep in mind that you can seek immediate advice as a member of staff by calling the Student Support Staff 
Advice line: +44 (0) 1225 38 4321 (open Mon-Fri 9-5, outside these hours call Security on +44 (0) 1225 38 
3999 if you have immediate concerns for a student’s safety). 

 

See also: 

Academic Advising Guidance from the University of Bath  

Top 10 Tips for Personal Tutoring at a Distance from UKAT, assisted by Swansea University 

Top 10 Tips for Student Engagement from UKAT 

Top 10 Tips for Effective Tutoring from UKAT 

 

Example email footer and text for out-of-office messages: 

If you require support, there are several options whilst I am away: 
 
In the first instance, you can contact [insert details of Senior Academic Advisor/Student Experience Officer] who may be able to help you.  
Student Support services also run throughout the holiday, so please do not hesitate to get in touch with them if you need to. There are a few 
options: 

• Use our Be Well-Talk Now service which offers immediate 24/7 support via phone, live chat or video call from wherever you are in the world. 

• Health advice is available online from the NHS 111 Service. 

• Confidential emotional phone support is available 24/7 from Samaritans: 116 123. 

• If you have any immediate concerns about your own (or another student’s) health or welfare, call 999 or Security on 01225 
385349  (email security-office@bath.ac.uk) Security will be able to contact Student Support if needed. 

•  

• Our Student Support Advisors are available. Call them on 01225 383838 or email studentsupport@bath.ac.uk and they will provide a 
confidential space for you to talk through any concerns that you have.  They can also point you in the direction of further support or practical 
help (https://www.bath.ac.uk/guides/student-support-advice-service/)  

https://www.bath.ac.uk/professional-services/student-support/
https://www.bath.ac.uk/teams/senior-academic-advisors/
https://www.bath.ac.uk/locations/it-service-desk/
https://www.bath.ac.uk/professional-services/skills-centre/
https://www.bath.ac.uk/topics/academic-advising-guidance/
https://www.ukat.uk/media/1465/top-10-tips-for-personal-tutoring-at-a-distance.pdf
https://www.ukat.uk/media/1465/top-10-tips-for-personal-tutoring-at-a-distance.pdf
https://www.ukat.ac.uk/media/1729/top-10-tips-for-student-engagement.pdf
https://www.ukat.ac.uk/media/1570/top-10-tips-for-effective-tutoring.pdf
https://www.bath.ac.uk/campaigns/be-well-talk-now/
mailto:security-office@bath.ac.uk
mailto:studentsupport@bath.ac.uk
https://www.bath.ac.uk/guides/student-support-advice-service/

