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T h e  t a rg e t  a u d i e n c e  f o r  t h i s  p re s e n t a t i o n  i s  g r a d u a t e  
s t u d e n t s .  H o w e v e r,  I  h o p e  t h a t  t h e  t i p s  a n d  

f r a m e w o r k s  I  s h a re  h e re  a re  h e l p f u l  f o r  f a c u l t y,  a n d  
o t h e r s  b e y o n d  a c a d e m i a .
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I  d r a w  o n  s e v e r a l  s o u r c e s  f o r  t h i s  p re s e n t a t i o n  
i n c l u d i n g :  m y  p e r s o n a l  l i v e d  e x p e r i e n c e ,  t h e  N a t i o n a l  

C e n t e r  f o r  F a c u l t y  D i v e r s i t y  a n d  D e v e l o p m e n t ,  a n d  
H a r v a rd ’s  A c a d e m i c  R e s o u rc e  C e n t e r.
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A  w o rd  a b o u t  f o r m a t .  I  w i l l  p ro v i d e  y o u  w i t h  
f r a m e w o r k s  a n d  i n f o r m a t i o n .  I  e n c o u r a g e  y o u  t o  d o  

t h e  g u i d e d  a c t i v i t i e s  i n  t h i s  p re s e n t a t i o n .  Yo u  c a n  d o  
t h e  a c t i v i t i e s  w i t h  f o l k s  i n  o u r  D e p a r t m e n t ,  o r  o t h e r  

p e o p l e  o r  g ro u p s  y o u  t r u s t .  
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C O M PA S S I O N



We  a re  l i v i n g  t h ro u g h  a  p a n d e m i c .  I t ’s  O K  t o  n o t  f e e l  
O K .  B e  k i n d  t o  y o u r s e l f .  A n d  b e  k i n d  t o  t h o s e  a ro u n d  

y o u .  
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T h e  p a n d e m i c  h a s  b e e n  a  s h o c k  t o  o u r  l i v e s .   
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T h e  l i f e  a n d  w o r k  f l o w  t h a t  w e  h a d  j u s t  a  m o n t h  a g o  i s  
n o  l o n g e r.  
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Yo u  a re  n o t  a l o n e .  
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T H E  M A N Y  R O L E S  W E  H AV E



A s  g r a d u a t e  s t u d e n t s ,  w e  h a v e  s e v e r a l  d i f f e re n t  j o b s .   

We  a re  s t u d e n t s ,  r e s e a r c h e r s ,  t e a c h e r s ,  a d v i s o r s ,  a n d  
m e n t o r s .   

A n d  w e  a re  a l s o  p a re n t s ,  p a r t n e r s ,  c a re g i v e r s ,  
c o m m u n i t y  m e m b e r s ,  a n d  m o re .  
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E D U C AT O R S



G r a d u a t e  s t u d e n t s  a re  k e y  p o i n t s  o f  c o n t a c t  –  o r  
i n t e r m e d i a r i e s  –  b e t w e e n  u n d e rg r a d u a t e  s t u d e n t s  a n d  

‘ t h e  u n i v e r s i t y ’ .
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G r a d u a t e  s t u d e n t s  a re  c u r re n t l y  o n  t h e  f ro n t l i n e s  o f  
p ro v i d i n g  a n  e d u c a t i o n  f o r  u n d e rg r a d u a t e  s t u d e n t s .  
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A n d .  G r a d u a t e  s t u d e n t s  a re  a l s o  o n  t h e  f ro n t l i n e s  o f  
p ro v i d i n g  m e n t o r s h i p  a n d  c a re .
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L e a r n  a b o u t  t h e  h o m e  e n v i ro n m e n t  a n d  c i r c u m s t a n c e s  
t h a t  y o u r  s t u d e n t s  a re  f a c i n g .  
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D o  y o u r  s t u d e n t s  h a v e :   
• A c c e s s  t o  h i g h - s p e e d ,  re l i a b l e  i n t e r n e t  
• A  s t u d y  s p a c e  
• Q u i e t  s p a c e  

Yo u r  s t u d e n t s  m i g h t  n e e d  h e l p  w i t h :   
• D e v e l o p i n g  n e w  s t u d y  h a b i t s  
• C re a t i n g  ‘ s t u d y ’  s p a c e s  i n  t h e i r  h o m e  c o n t e x t s    
• N e g o t i a t i n g  w i t h  f a m i l i e s  b o u n d a r i e s  f o r  s t u d y i n g  
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Yo u r  s t u d e n t s  m a y  l i v e  i n  n e i g h b o r h o o d s :  
• C l o s e  t o  c o ro n a v i r u s  h o t s p o t s   
• F a r  f ro m  h o s p i t a l s  o r  c l i n i c s  
• G ro c e r y  s t o re s  a re  l o w  o n  g o o d s  

Yo u r  s t u d e n t s  m a y  h a v e  f a m i l y  m e m b e r s  w h o :  
• A re  “ e s s e n t i a l ”  w o r k e r s   
• A re  s t i l l  w o r k i n g  i n  h i g h - r i s k  j o b s  
• H a v e  l o s t  t h e i r  j o b s  
• D o n ’ t  g e t  p a i d  l e a v e   
• D o n ’ t  h a v e  h e a l t h  i n s u r a n c e    
• A re  s t r u g g l i n g  t o  p a y  re n t   
• D o n ’ t  h a v e  c i t i z e n s h i p
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H O M E  +  FA M I LY  C O N T E X T
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B e  s e n s i t i v e  t o  t h e  h o m e  e n v i ro n m e n t s  a n d  
c i r c u m s t a n c e s  t h a t  y o u r  s t u d e n t s  a re  f a c i n g .  
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G E T T I N G  T H E  S U P P O RT  T H AT  W E  N E E D



S o  a s  g r a d u a t e  s t u d e n t s  w i t h  m a n y  ro l e s ,  w e  n e e d  a  
d i v e r s e  s e t  o f  s u p p o r t s  t o  b e  w e l l  a n d  t o  s u c c e e d .   

E s p e c i a l l y  i n  t h e s e  p a n d e m i c  t i m e s .
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A  C O M M U N I T Y  O F  S U P P O RT



T h e  N a t i o n a l  C e n t e r  f o r  F a c u l t y  D e v e l o p m e n t  a n d  
D i v e r s i t y  b re a k s  d o w n  s u p p o r t  n e e d s  i n t o  d i f f e re n t  

c o m p o n e n t  p a r t s .  

H e re ,  I  h a v e  a d a p t e d  t h e i r  f r a m e w o r k .

S o u r c e : h t t p s : / / w w w. f a c u l t y d i v e r s i t y. o r g /

https://www.facultydiversity.org/


S U B S TA N T I V E  
F E E D B A C K

A C C O U N TA B I L I T Y  
( F O R  T H E  T H I N G S  T H AT  M AT T E R )

S P O N S O R S H I P

A C C E S S  T O  
O P P O RT U N I T I E S

P R O F E S S I O N A L  
D E V E L O P M E N T

R O L E  M O D E L S

E M O T I O N A L  +  M E N TA L  
H E A LT H  S U P P O RT

I N T E L L E C T U A L  
C O M M M U N I T Y

N e t w o r k  o f  A d v i s o r s ,  M e n t o r s ,  S p o n s o r s ,  C o l l a b o r a t o r s  
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E M O T I O N A L ,  P H Y S I C A L ,  
M E N TA L  H E A LT H  

S U P P O RT
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S U B S TA N T I V E  
F E E D B A C K

A C C O U N TA B I L I T Y  
( F O R  T H E  T H I N G S  T H AT  M AT T E R )

S P O N S O R S H I P

A C C E S S  T O  
O P P O RT U N I T I E S

P R O F E S S I O N A L  
D E V E L O P M E N T

R O L E  M O D E L S

E M O T I O N A L ,  P H Y S I C A L ,  
M E N TA L  H E A LT H  

S U P P O RT

I N T E L L E C T U A L  
C O M M M U N I T Y

N e t w o r k  o f  A d v i s o r s ,  M e n t o r s ,  S p o n s o r s ,  C o l l a b o r a t o r s  
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P e o p l e  w h o  s e r i o u s l y  e n g a g e  w i t h  y o u r  i d e a s

P e o p l e  w h o  a re  d o i n g  t h i n g s  t h e  w a y  y o u  a s p i re  t o  t o  t h e m

P e o p l e  w h o  s h a re  a n d  n u r t u re  y o u r  i n t e l l e c t u a l  
i d e a s

P e o p l e  w h o  w r i t e  l e t t e r s  o f  re c o m m e n d a t i o n  o r  
’ p u t  i n  a  g o o d  w o rd  f o r  y o u ’

W h o  i s  l e t t i n g  y o u  k n o w  a b o u t  o r  i n c l u d i n g  y o u  i n  
o p p o r t u n i t i e s ?

P e o p l e  w h o  h e l p  y o u  l e a r n  t h e  f o r m a l / i n f o r m a l  ‘ r u l e s  o f  t h e  g a m e ’

P e o p l e  o r  s y s t e m s  t h a t  k e e p  y o u  a c c o u n t a b l e  ( f o r  i m p o r t a n t  t h i n g s ,  
e s p e c i a l l y  i n  a re a s  w i t h  w e a k  a c c o u n t a b i l i t y  s t r u c t u re s :  l i k e  

w r i t i n g ,  h e a l t h  a n d  w e l l - b e i n g )

P e o p l e  w h o  h e l p  o r  s u p p o r t  y o u r  w e l l - b e i n g
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B y  c a t e g o r i z i n g  s u p p o r t s  i n t o  t h e s e  d i f f e re n t  
c o m p o n e n t  p a r t s ,  w e  c a n  t a k e  b e t t e r  i n v e n t o r y  o f  o u r  

s u p p o r t  s y s t e m .  
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We  a l s o  n o t i c e  o t h e r  i m p o r t a n t  t h i n g s .   

L i k e ,  w e  c a n ’ t  r e l y  o n  o n e  s i n g l e  p e r s o n ,  g ro u p ,  o r  
t e a m  t o  p ro v i d e  u s  w i t h  a l l  t h e  s u p p o r t  w e  n e e d .  
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We  n o t i c e  t h a t  d i f f e re n t  p e o p l e  a n d  g ro u p s  p ro v i d e  u s  
w i t h  d i f f e re n t  s u p p o r t .  

We  a l s o  n o t i c e  s o m e  o v e r l a p s .  P e o p l e  m i g h t  p ro v i d e  
u s  w i t h  m o re  t h a n  o n e  t y p e  o f  s u p p o r t .  
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I t  t a k e s  a  v i l l a g e .  
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S U B S TA N T I V E  
F E E D B A C K

A C C O U N TA B I L I T Y  
( F O R  T H E  T H I N G S  T H AT  M AT T E R )

S P O N S O R S H I P

A C C E S S  T O  
O P P O RT U N I T I E S

P R O F E S S I O N A L  
D E V E L O P M E N T

R O L E  M O D E L S

I N T E L L E C T U A L  
C O M M M U N I T Y
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E M O T I O N A L ,  P H Y S I C A L ,  
M E N TA L  H E A LT H  

S U P P O RT
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L e t ’s  t a l k  a b o u t  a  f e w  o f  t h e s e .  
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E M O T I O N A L ,  P H Y S I C A L  +  M E N TA L  
H E A LT H  S U P P O RT



A b o v e  a l l  o t h e r  n e e d s  w e  m u s t  p r i o r i t i z e  e m o t i o n a l ,  
p h y s i c a l ,  a n d  m e n t a l  h e a l t h  w e l l b e i n g .  

A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u

E M O T I O N A L ,  P H Y S I C A L ,  +  M E N TA L  H E A LT H  S U P P O RT

mailto:abautistachavez@fas.harvard.edu


T h i n k  a b o u t  y o u r  p h y s i c a l  h e a l t h .  A re  y o u  i n  p a i n ?  A re  
y o u  m o v i n g  y o u r  b o d y ?  A re  y o u  s t a y i n g  h y d r a t e d ?
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T h i n k  a b o u t  y o u r  e m o t i o n a l  a n d  m e n t a l  h e a l t h .  H o w  
d o  y o u  f e e l ?  C a n  y o u  n a m e  y o u r  e m o t i o n s ?  

A l l  o f  y o u r  e m o t i o n s  a re  v a l i d .
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H o w  a re  y o u  t a k i n g  c a re  o f  y o u r  p h y s i c a l ,  e m o t i o n a l ,  
m e n t a l  h e a l t h ,  a n d  o r  s p i r i t u a l  w e l l - b e i n g ?   
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Yo u  d o n ’ t  h a v e  t o  d o  i t  a l o n e .   

A m o n g  o t h e r s ,  m e n t a l  h e a l t h  p ro f e s s i o n a l s  c a n  b e  o f  
s u p p o r t .
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W h o  d o  y o u  t r u s t  t o  s p e a k  a b o u t  y o u r  w e l l - b e i n g ?  
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1. R e f l e c t  o n  t h e  c u r re n t  s u p p o r t  y o u  h a v e .  ( 3  m i n s )  

2. A re  y o u  l a c k i n g  t h e  s u p p o r t  y o u  n e e d  i n  t h i s  a re a ?  
( 2  m i n s  +  d i s c u s s i o n )  

3. R e f l e c t  o n  w h a t  h a s  p re v e n t e d  y o u  f ro m  g e t t i n g  t h e  
s u p p o r t  y o u  n e e d ,  o r  h o w  y o u  c a n  g e t  m o re  o f  i t .  ( 2  
m i n s  +  d i s c u s s i o n )   

4. B r a i n s t o r m  w a y s  y o u  c a n  m o v e  t o w a rd s  g e t t i n g  t h i s  
s u p p o r t .  ( 3  m i n s  +  d i s c u s s i o n )  

5. Ta k e  a  c o n c re t e  s t e p  t o w a rd  g e t t i n g  t h e  s u p p o r t  
y o u  n e e d !  ( v o l u n t e e r  a c c o u n t a b i l i t y  p a r t n e r )
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C R E AT E  A  C A R E  P L A N
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C R E AT E  A  C A R E  P L A N

1. S e t  u p  a  c a l l / v i d e o  c h a t  w i t h  p e o p l e  y o u  t r u s t .  T h i s  
c a n  b e  o n e  p e r s o n  o r  a  s m a l l  g ro u p .   

2. R e v i e w  t h e s e  s l i d e s  a n d  t a l k  a b o u t  y o u r  n e e d s .  H o w  
c a n  y ’ a l l  s u p p o r t  e a c h  o t h e r ?  

3. C re a t e  a  c a re  p l a n  o r  a n  e m e rg e n c y  c a re  p l a n .   

5. H e re  a re  s o m e  e l e m e n t s  y o u  c a n  i n c l u d e  i n  y o u r  
p l a n :  W h o  c a n  y o u  c a l l  o r  c o n t a c t  i f  y o u  e x p e r i e n c e  
a n y  o f  t h e  f o l l o w i n g ?  

• E x p e r i e n c e  c o ro n a v i r u s  s y m p t o m s  
• H a v e  a  p a n i c  a t t a c k  
• H a v e  t ro u b l e  s t a y i n g  a c t i v e   
• N e e d  e m e rg e n c y  c h i l d  c a re   
• E x p e r i e n c e  a  r a c i s t  a t t a c k  
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H Y D R AT I O N  B R E A K



S U B S TA N T I V E  F E E D B A C K



We  n e e d  a  l o t  o f  s u b s t a n t i v e  f e e d b a c k  t h ro u g h o u t  t h e  
P h D  j o u r n e y.  

S U B S TA N T I V E  F E E D B A C K
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A s  e a r l y - s t a g e  g r a d u a t e  s t u d e n t s ,  w e  n e e d  t h o u g h t f u l  
e n g a g e m e n t  w i t h  o u r  b re w i n g  i d e a s .   

A s  p ro s p e c t u s  w r i t e r s ,  w e  n e e d  e x p e r t s  t o  h e l p  u s  
d e s i g n  a n d  f r a m e  o u r  p ro j e c t s .   

A s  d i s s e r t a t i o n  w r i t e r s ,  w e  n e e d  s e r i o u s  e n g a g e m e n t  
w i t h  o u r  re s e a r c h  a n d  w r i t i n g .

S U B S TA N T I V E  F E E D B A C K
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W h o  i s  p ro v i d i n g  y o u  w i t h  s u b s t a n t i v e  f e e d b a c k  o n  
y o u r  re s e a r c h ,  w r i t i n g ,  o r  o t h e r  w o r k ?

S U B S TA N T I V E  F E E D B A C K
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1. R e f l e c t  o n  t h e  c u r re n t  s u p p o r t  y o u  h a v e .  ( 3  m i n s )  

2. A re  y o u  l a c k i n g  t h e  s u p p o r t  y o u  n e e d  i n  t h i s  a re a ?  
( 2  m i n s  +  d i s c u s s i o n )  

3. R e f l e c t  o n  w h a t  h a s  p re v e n t e d  y o u  f ro m  g e t t i n g  t h e  
s u p p o r t  y o u  n e e d ,  o r  h o w  y o u  c a n  g e t  m o re  o f  i t .  ( 2  
m i n s  +  d i s c u s s i o n )   

4. B r a i n s t o r m  w a y s  y o u  c a n  m o v e  t o w a rd s  g e t t i n g  t h i s  
s u p p o r t .  ( 3  m i n s  +  d i s c u s s i o n )  

5. Ta k e  a  c o n c re t e  s t e p  t o w a rd  g e t t i n g  t h e  s u p p o r t  
y o u  n e e d !  ( v o l u n t e e r  a c c o u n t a b i l i t y  p a r t n e r )  

S U B S TA N T I V E  F E E D B A C K
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A C C O U N TA B I L I T Y



T h i n k  a b o u t  t h e  d i f f e re n t  ro l e s  i n  y o u r  l i f e .   

S t u d e n t .  R e s e a r c h e r.  Te a c h e r.  P a re n t .  P a r t n e r.  F a m i l y  
M e m b e r.  C o m m u n i t y  M e m b e r.  A n d  m o re .  

 

A C C O U N TA B I L I T Y
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W h a t  a re  y o u  a c c o u n t a b l e  f o r ?   
 

W h o  a re  y o u  a c c o u n t a b l e  t o ?   

  

A C C O U N TA B I L I T Y
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W h o  i s  h o l d i n g  y o u  a c c o u n t a b l e  t o  y o u r  g o a l s ?   

H o w  a re  y o u  h o l d i n g  y o u r s e l f  a c c o u n t a b l e  t o  y o u r  
g o a l s ?  

  

A C C O U N TA B I L I T Y

A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u

mailto:abautistachavez@fas.harvard.edu


1. R e f l e c t  o n  t h e  c u r re n t  s u p p o r t  y o u  h a v e .  ( 3  m i n s )  

2. A re  y o u  l a c k i n g  t h e  s u p p o r t  y o u  n e e d  i n  t h i s  a re a ?  
( 2  m i n s  +  d i s c u s s i o n )  

3. R e f l e c t  o n  w h a t  h a s  p re v e n t e d  y o u  f ro m  g e t t i n g  t h e  
s u p p o r t  y o u  n e e d ,  o r  h o w  y o u  c a n  g e t  m o re  o f  i t .  ( 2  
m i n s  +  d i s c u s s i o n )   

4. B r a i n s t o r m  w a y s  y o u  c a n  m o v e  t o w a rd s  g e t t i n g  t h i s  
s u p p o r t .  ( 3  m i n s  +  d i s c u s s i o n )  

5. Ta k e  a  c o n c re t e  s t e p  t o w a rd  g e t t i n g  t h e  s u p p o r t  
y o u  n e e d !  ( v o l u n t e e r  a c c o u n t a b i l i t y  p a r t n e r )

A C C O U N TA B I L I T Y
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T h e  H a r v a rd  A c a d e m i c  R e s o u rc e  C e n t e r  p ro v i d e s  
g r a d u a t e  s t u d e n t s  w i t h  m a n y  s e r v i c e s .  

I  w i l l  h i g h l i g h t  s o m e  re s o u rc e  t h a t  c a n  h e l p  k e e p  y o u  
a c c o u n t a b l e  t o  y o u r  re s e a r c h ,  w r i t i n g ,  a n d  t e a c h i n g .

S o u r c e :  h t t p s : / / a c a d e m i c r e s o u r c e c e n t e r . h a r v a r d . e d u /

https://academicresourcecenter.harvard.edu/


Ta i l o re d  c a l e n d a r s ,  w e e k l y,  a n d  d a i l y  w o r k  s c h e d u l e s  
a re  t o o l s  t o  h e l p  k e e p  y o u  a c c o u n t a b l e .  

A C C O U N TA B I L I T Y

A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u

mailto:abautistachavez@fas.harvard.edu


A C C O U N TA B I L I T Y:  A  S E M E S T E R  P L A N  C A N  H E L P
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T h e  A R C  o f f e r s  a  “ b i rd ’s  e y e  
c a l e n d a r. ”   

A  b i rd ’s  e y e  c a l e n d a r  i s  a  
g re a t  t o o l  f o r  m a k i n g  a  
s e m e s t e r  p l a n .  
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A C C O U N TA B I L I T Y:  A  S E M E S T E R  P L A N  C A N  H E L P
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I n c l u d e  y o u r  k e y  d e a d l i n e s  
a n d  m a j o r  d a t e s .   

T h e s e  c a n  b e  w o r k  +  p e r s o n a l -
re l a t e d  d e a d l i n e s / e v e n t s .  

Yo u  c a n  t h e n  b a c k w a rd s  p l a n  
f ro m  k e y  d e a d l i n e s ,  t o  h e l p  
y o u  p l a n  t h e  w o r k  d i s t r i b u t i o n  
a c ro s s  w e e k s .
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A C C O U N TA B I L I T Y:  A  S E M E S T E R  P L A N  C A N  H E L P

A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u

 
 

Harvard University x Academic Resource Center x 1414 Mass Ave 3R x academicresourcecenter.harvard.edu 

 
 

 
Steps to Making a Bird’s Eye Plan 

 
x Gather syllabi & other places your commitments are written 

 
x On the bird’s eye calendar, 

x List all exams, paper & project deadlines 
x Add weekly reaction papers, p-sets, quizzes, etc. 
x Block out days when work is unlikely (holidays, friends visiting, 

weddings, etc.) 
 

x Add a plan 
x Create early deadlines for deliverables whenever possible 
x Space your deadlines apart  
x Starting at each of your new deadlines, plan the steps back to the 

beginning 
 

More Planning Tips 
 

x Rewrite tomorrow’s plan the night before, with one “must do”  
x Make steps active and specific 
x Allow 2-3X more time for projects than planned 
x Create routines 

x Bedtime  
x Morning 
x Study 

x Create structure (especially on “free” days) 
x Be clear when you’re “on” or “off” duty 

x Date night 
x Friends & family  
x Whatever 

 

T h e  A R C  o f f e r s  w o r k s h o p s  a n d  
w o r k s h e e t s  t o  h e l p  y o u  m a k e  
y o u r  o w n  b i rd ’s  e y e  c a l e n d a r.  

C h e c k  o u t  t h e i r  w e b s i t e .  Yo u ’ l l  
f i n d  a  w o r k s h e e t  t i t l e d  t h e  
“ S t e p s  f o r  M a k i n g  a  B i rd ’s  E y e  
P l a n . ”    
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A C C O U N TA B I L I T Y:  A  W E E K LY  +  D A I LY  P L A N  C A N  H E L P
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N o w  t h a t  y o u  h a v e  m a s t e r  
p l a n ,  i t  i s  a l s o  h e l p f u l  t o  h a v e  
a  w e e k l y  a n d  d a i l y  s c h e d u l e .   
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A C C O U N TA B I L I T Y:  A  W E E K LY  +  D A I LY  P L A N  C A N  H E L P
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S o m e  t i p s :   

1. S c h e d u l e  y o u r  m o s t  i m p o r t a n t / d i f f i c u l t  t a s k s  e a r l y  
i n  t h e  m o r n i n g  ( o r  w h e n e v e r  y o u  w o r k  b e s t ) .  

2. F o r  y o u r  m o s t  i n t e n s i v e  t a s k s ,  t r y  o rg a n i z i n g  y o u r  
w o r k  i n t o  p e r i o d s  o f  3 0  t o  4 5 - m i n u t e s .   

3. Wr i t i n g  o r  w o r k i n g  i n  “ b u r s t s ”  c a n  h e l p  k e e p  y o u  
f o c u s e d .  
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A C C O U N TA B I L I T Y:  A  W E E K LY  +  D A I LY  P L A N  C A N  H E L P
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S o m e  m o re  t i p s :   

1. I n  a d d i t i o n  t o  l i s t i n g  ‘ p ro j e c t s ’ ,  a l s o  l i s t  s p e c i f i c  
t a s k s .  E x a m p l e :  i n s t e a d  o f  s a y i n g  “ w o r k  o n  
d i s s e r t a t i o n  c h a p t e r ”  s a y  “ w o r k  o n  t h e  f i r s t  t h re e  
p a r a g r a p h s  o f  m y  i n t ro d u c t i o n  c h a p t e r ”  

2. T h i n g s  a l w a y s  t a k e  l o n g e r  t h a n  y o u  t h i n k .  T h a t ’s  
O K .  N o  j u d g e m e n t .  B u t  d o  g i v e  y o u r s e l f  m o re  t i m e  
f o r  c o m p l e t i n g  t a s k s .   
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A C C O U N TA B I L I T Y:  A  W E E K LY  +  D A I LY  P L A N  C A N  H E L P
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S o m e  m o re  t i p s :   

1. I n c l u d e  a l l  k e y  e l e m e n t s  o f  y o u r  l i f e .  B l o c k  o f f  t i m e  
f o r  l u n c h ,  w a l k  w i t h  t h e  b a e ,  F a c e T i m e  w i t h  f a m i l y,  
v i r t u a l  h a p p y  h o u r s  w i t h  l o v e d  o n e s .  

2. C o n s i d e r  t h e  n e e d s  o f  t h o s e  y o u  l i v e  w i t h .  H a v e  a  
c o n v e r s a t i o n  a b o u t  s h a r i n g  s p a c e s .  W i l l  y o u  t a k e  
t u r n s  u s i n g  t h e  d e s k  o r  t h e  k i t c h e n  t a b l e ?   
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S U P P O RT  G R O U P S



S U P P O RT  G R O U P S

A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u

We  a re  i n  a  p a n d e m i c .   

M a n y  o f  u s  a re  e f f e c t i v e l y  l o c k e d  i n  a  ro o m ,  
a p a r t m e n t ,  h o u s e .  O u r  o u t s i d e  t i m e  i s  l i m i t e d .   

M a n y  o f  u s  a re  f a r  f ro m  f a m i l y,  f r i e n d s ,  c o - w o r k e r s ,  
a d v i s o r s ,  m e n t o r s ,  c o l l e a g u e s ,  a n d  o t h e r  f o r m s  o f  

s u p p o r t .  

A n d  i t  c a n  f e e l  l o n e l y.  
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S U P P O RT  G R O U P S
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Yo u  a re  n o t  a l o n e .  
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S U P P O RT  G R O U P S
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T h e re  a re  g ro u p s  t h a t  w e  c a n  c re a t e  o r  p l u g  i n t o .   
 

T h e s e  g ro u p s  c a n  h e l p  u s  m e e t  s o m e  o f  o u r  n e e d s .   
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S U B S TA N T I V E  
F E E D B A C K

A C C O U N TA B I L I T Y  
( F O R  T H E  T H I N G S  T H AT  M AT T E R )

S P O N S O R S H I P

A C C E S S  T O  
O P P O RT U N I T I E S

P R O F E S S I O N A L  
D E V E L O P M E N T

R O L E  M O D E L S

I N T E L L E C T U A L  
C O M M M U N I T Y

A re  t h e re  a n y  g ro u p s  y o u  c a n  c re a t e / j o i n  t o  s u p p o r t  y o u ?  

E M O T I O N A L ,  P H Y S I C A L ,  
M E N TA L  H E A LT H  

S U P P O RT
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S U P P O RT  G R O U P S :  W O R K / R E S E A R C H / W R I T I N G
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Yo u  c a n  p l u g  i n t o  e x i s t i n g  a c c o u n t a b i l i t y  g ro u p s  ( l i k e  
t h e  Wr i t i n g  O a s i s ,  o r  t h e  A R C ’s  G r a d u a t e  S t u d e n t  

A c c o u n t a b i l i t y  G ro u p s ) .  

O r  y o u  c a n  c re a t e  y o u r  o w n  g ro u p .   

mailto:abautistachavez@fas.harvard.edu
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S o m e  t i p s :   

1. E x p e r i m e n t  w i t h  w h i c h  g ro u p  w o r k s  b e s t  f o r  y o u .  

2. S m a l l e r  w o r k s  m a y  w o r k  b e t t e r  t h a n  l a rg e r  g ro u p s .  
S m a l l e r  g ro u p s  a l l o w  f o r  m o re  i n t i m a t e  s u p p o r t .  
T h i s  w a y,  t h e  g ro u p  c a n  b e  i n v e s t e d  i n  e a c h  o t h e r ’s  
s u c c e s s  a n d  w e l l - b e i n g .   

3. E x p e r i m e n t  w i t h  f o r m a t .  

4. S o m e  k e y  e l e m e n t s  c a n  i n c l u d e :  i n t ro d u c t i o n s ,  t a l k  
a b o u t  g o a l s  t h e  w e e k ,  d a i l y  c h e c k - i n s ,  e n c o u r a g i n g  
e m a i l s  o r  m e s s a g e s .  

S U P P O RT  G R O U P S :  W O R K / R E S E A R C H / W R I T I N G
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S o m e  t i p s :   

1. B u i l d  c o m m u n i t y,  n o t  j u s t  w o r k  c h e c k - i n .  A s k  a b o u t  
h o w  f o l k s  a re  d o i n g ,  h o w  a re  t h e i r  f a m i l i e s  d o i n g ?   

2. F i n d s  w a y s  t o  re w a rd  y o u r s e l v e s ,  a s  i n d i v i d u a l s  a n d  
a s  a  g ro u p .  P e r h a p s  s c h e d u l e  a  h a p p y  h o u r.   

S U P P O RT  G R O U P S :  W O R K / R E S E A R C H / W R I T I N G
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1. R e f l e c t  o n  w h a t  g ro u p s  y o u  a re  c u r re n t l y  a  p a r t  o f .  
( 3  m i n s )  

2. D o  y o u  w i s h  y o u  w e re  a  p a r t  o f  m o re  g ro u p s ?  I f  s o ,  
f o r  w h a t  p u r p o s e  ( w o r k ,  w o r k - o u t ,  m e n t a l - h e a l t h ,  
o t h e r )  ( 2  m i n s  +  d i s c u s s i o n )  

3. R e f l e c t  o n  w h a t  h a s  p re v e n t e d  y o u  f ro m  g e t t i n g  t h e  
s u p p o r t  y o u  n e e d ,  o r  h o w  y o u  c a n  g e t  m o re  o f  i t .  ( 2  
m i n s  +  d i s c u s s i o n )   

4. B r a i n s t o r m  w a y s  y o u  c a n  m o v e  t o w a rd s  g e t t i n g  t h i s  
s u p p o r t .  ( 3  m i n s  +  d i s c u s s i o n )  

5. Ta k e  a  c o n c re t e  s t e p  t o w a rd  g e t t i n g  t h e  s u p p o r t  
y o u  n e e d !  ( v o l u n t e e r  a c c o u n t a b i l i t y  p a r t n e r )

S U P P O RT  G R O U P S
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C O M M U N I C AT I O N  W I T H  FA C U LT Y  A D V I S O R S
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T h i s  i s  a  g o o d  t i m e  f o r  a d v i s o r s  a n d  a d v i s e e s  t o  
c h e c k - i n .

C O M M U N I C AT I O N  W I T H  A D V I S O R S
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A d v i s o r s - a d v i s e e s  s h o u l d  t a l k  a b o u t :  u p d a t e d  
d e a d l i n e s ,  m o d i f i e d  e x p e c t a t i o n s ,  u p d a t e d  t i m e l i n e s ,  

a n d  p l a n s  f o r  re m a i n i n g  i n  c o m m u n i c a t i o n .  

C O M M U N I C AT I O N  W I T H  A D V I S O R S
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S o u r c e :  h t t p s : / / i c t r . w i s c . e d u /

T h e  U n i v e r s i t y  o f  W i s c o n s i n - M a d i s o n ’s  I n s t i t u t e  f o r  
C l i n i c a l  a n d  Tr a n s l a t i o n a l  R e s e a r c h  o f f e r s  re s o u rc e s  

f o r  h o w  t o  c re a t e  e f f e c t i v e  m e n t o r s h i p  re l a t i o n s h i p s .  

Yo u  c a n  u s e  I C T R ’s  M e n t o r s h i p  A g re e m e n t  t o  h e l p  
g u i d e  y o u r  c o n v e r s a t i o n s .

https://ictr.wisc.edu/


[1]  Goals (what you hope to achieve as a result of this relationship; e.g., gain perspective relative to skills 
necessary for success in academia, explore new career opportunities/alternatives, obtain knowledge of 
organizational culture, networking, leadership skill development, etc.):  
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[2]  Steps to achieving goals as stated above (e.g., meeting regularly, manuscripts/grants, collaborating 
on research projects, steps to achieving independence, etc.):  
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[3]  Meeting frequency (frequency, duration, and location of meetings):   
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[4]  Confidentiality: Any sensitive issues that we discuss will be held in the strictest of confidence.   
Issues that are off limits for discussion include:  
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[5]  Plan for evaluating relationship effectiveness (e.g., bi-annual review of mentorship meeting minutes, 
goals, and outcomes/accomplishments): 
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[6]  Relationship termination clause: In the event that either party finds the mentoring relationship unproductive 
and requests that it be terminated, we agree to honor that individual’s decision without question or blame.   

[7]  Duration: This mentorship relationship will continue as long as both parties feel comfortable with its 
productivity or until: ___________________________________________________________________________________

Mentor’s Signature___________________________   Mentee’s Signature___________________________    Date__________

Mentorship Agreement Template
The purpose of this template is to assist you in documenting mutually agreed upon goals and parameters that 
will serve as the foundation for your mentoring relationships.  While mentors and mentees may find mentorship 
agreements to be useful, they are optional. This template is expected to be altered to meet individual needs.     



[1]  Goals (what you hope to achieve as a result of this relationship; e.g., gain perspective relative to skills 
necessary for success in academia, explore new career opportunities/alternatives, obtain knowledge of 
organizational culture, networking, leadership skill development, etc.):  
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[2]  Steps to achieving goals as stated above (e.g., meeting regularly, manuscripts/grants, collaborating 
on research projects, steps to achieving independence, etc.):  
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[3]  Meeting frequency (frequency, duration, and location of meetings):   
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[4]  Confidentiality: Any sensitive issues that we discuss will be held in the strictest of confidence.   
Issues that are off limits for discussion include:  
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[5]  Plan for evaluating relationship effectiveness (e.g., bi-annual review of mentorship meeting minutes, 
goals, and outcomes/accomplishments): 
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[6]  Relationship termination clause: In the event that either party finds the mentoring relationship unproductive 
and requests that it be terminated, we agree to honor that individual’s decision without question or blame.   

[7]  Duration: This mentorship relationship will continue as long as both parties feel comfortable with its 
productivity or until: ___________________________________________________________________________________

Mentor’s Signature___________________________   Mentee’s Signature___________________________    Date__________

Mentorship Agreement Template
The purpose of this template is to assist you in documenting mutually agreed upon goals and parameters that 
will serve as the foundation for your mentoring relationships.  While mentors and mentees may find mentorship 
agreements to be useful, they are optional. This template is expected to be altered to meet individual needs.     

S o u r c e :  h t t p s : / / i c t r . w i s c . e d u / m e n t o r i n g / m e n t o r i n g - c o m p a c t s c o n t r a c t s - e x a m p l e s /

https://ictr.wisc.edu/mentoring/mentoring-compactscontracts-examples/


[1]  Goals (what you hope to achieve as a result of this relationship; e.g., gain perspective relative to skills 
necessary for success in academia, explore new career opportunities/alternatives, obtain knowledge of 
organizational culture, networking, leadership skill development, etc.):  
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[2]  Steps to achieving goals as stated above (e.g., meeting regularly, manuscripts/grants, collaborating 
on research projects, steps to achieving independence, etc.):  
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[3]  Meeting frequency (frequency, duration, and location of meetings):   
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[4]  Confidentiality: Any sensitive issues that we discuss will be held in the strictest of confidence.   
Issues that are off limits for discussion include:  
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[5]  Plan for evaluating relationship effectiveness (e.g., bi-annual review of mentorship meeting minutes, 
goals, and outcomes/accomplishments): 
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

[6]  Relationship termination clause: In the event that either party finds the mentoring relationship unproductive 
and requests that it be terminated, we agree to honor that individual’s decision without question or blame.   

[7]  Duration: This mentorship relationship will continue as long as both parties feel comfortable with its 
productivity or until: ___________________________________________________________________________________

Mentor’s Signature___________________________   Mentee’s Signature___________________________    Date__________

Mentorship Agreement Template
The purpose of this template is to assist you in documenting mutually agreed upon goals and parameters that 
will serve as the foundation for your mentoring relationships.  While mentors and mentees may find mentorship 
agreements to be useful, they are optional. This template is expected to be altered to meet individual needs.     

S o u r c e :  h t t p s : / / i c t r . w i s c . e d u / m e n t o r i n g / m e n t o r i n g - c o m p a c t s c o n t r a c t s - e x a m p l e s /

https://ictr.wisc.edu/mentoring/mentoring-compactscontracts-examples/


A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u

N o t e :  O n e  i s s u e  f a c u l t y  c a n ’ t  a c c e p t  c o n f i d e n t i a l i t y  
re l a t e s  t o  T i t l e  I X  h a r a s s m e n t  i s s u e s .  

C O M M U N I C AT I O N  W I T H  A D V I S O R S

mailto:abautistachavez@fas.harvard.edu


A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u

Yo u  c a n  t a i l o r  t h i s  t e m p l a t e  t o  m e e t  y o u r  n e e d s .  

I t ’s  O K  i f  y o u  d o n ’ t  w a n t  t o  u s e  t h i s  d o c u m e n t .  Yo u  
c a n  u s e  t h e  p ro m p t s  t o  g u i d e  y o u r  c o n v e r s a t i o n s  w i t h  

y o u r  a d v i s o r s .  

C O M M U N I C AT I O N  W I T H  A D V I S O R S

mailto:abautistachavez@fas.harvard.edu


A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u

D e v e l o p  a g re e m e n t ( s )  w i t h  y o u r  a d v i s o r ( s ) .

C O M M U N I C AT I O N  W I T H  A D V I S O R S
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A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u

R e m e m b e r,  y o u  m a y  n e e d  d i f f e re n t  s u p p o r t s  f ro m  
d i f f e re n t  a d v i s o r s  o r  m e n t o r s .   

Ta i l o r  y o u r  c o n v e r s a t i o n s  a c c o rd i n g l y.

C O M M U N I C AT I O N  W I T H  A D V I S O R S

mailto:abautistachavez@fas.harvard.edu


O K  T O  C O M M U N I C AT E  S P E C I A L  C O N C E R N S
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N o t  e v e r y o n e  h a s  a  s a f e  “ h o m e ”  e n v i ro n m e n t .  

N o t  e v e r y o n e  h a s  a  s t a b l e  i n t e r n e t  c o n n e c t i o n .  

N o t  e v e r y o n e  h a s  a  d e s k .  

N o t  e v e r y o n e  h a s  a  re l i a b l e  l a p t o p .     

Y O U  H AV E  E V E RY  R I G H T  T O  C O M M U N I C AT E  Y O U R  
N E E D S
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S o m e  o f  u s  o r  o u r  l o v e d  o n e s  l o v e d  h a v e  b e e n  o r  
c o u l d  b e  p h y s i c a l l y  a f f e c t e d  b y  c o ro n a v i r u s .  

S o m e  o f  u s  o u r  o u r  l o v e d  o n e s  h a v e  b e e n  o r  c o u l d  b e   
e c o n o m i c a l l y  a f f e c t e d  b y  t h e  p a n d e m i c .  

S o m e  o f  u s  o u r  o u r  l o v e d  o n e s  h a v e  b e e n  o r  c o u l d  b e   
s o c i a l l y  i s o l a t e d .

Y O U  H AV E  E V E RY  R I G H T  T O  C O M M U N I C AT E  Y O U R  
N E E D S

mailto:abautistachavez@fas.harvard.edu


A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u

Y O U  H AV E  E V E RY  R I G H T  T O  C O M M U N I C AT E  Y O U R  
N E E D S  A N D  T O  A S K  F O R  S U P P O RT
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C O M PA S S I O N



I  r e p e a t .   

We  a re  l i v i n g  t h ro u g h  a  p a n d e m i c .  I t ’s  O K  t o  n o t  f e e l  
O K .  B e  k i n d  t o  y o u r s e l f .  A n d  b e  k i n d  t o  t h o s e  a ro u n d  

y o u .  

A n g i e  M .  B a u t i s t a - C h a v e z  |  D e p a r t m e n t  o f  G o v e r n m e n t  |  R a d c l i f f e  I n s t i t u t e  f o r  A d v a n c e d  L e a r n i n g  |  H a r v a r d  U n i v e r s i t y  |  a b a u t i s t a c h a v e z @ f a s . h a r v a r d . e d u
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A n g i e  M .  B a u t i s t a - C h a v e z  

a b a u t i s t a c h a v e z @ f a s . h a r v a rd . e d u


