FYE INSTRUCTOR GUIDE

FOR ADVISING FIRST-YEAR STUDENTS
THE FACULTY ADVISING ROLE

We tend to think of advisors as primarily concerned with helping students choose classes during scheduled appointments with an “advisor” right before the registration period begins.  However, an important objective of the FYE program is to re-imagine the advisor’s role as that of a faculty mentor, who begins, very early in the fall semester to communicate with students about their educational goals , interests, concerns, and questions – and continues throughout the spring semester.  Therefore, FYE instructors are encouraged to open up conversations with individual students early-on, so that when the registration period does begin, we don’t end up in a frantic search for information from our students; rather, because we have already begun that conversation, we know more about our individual students, and we can better help them begin a process of advanced-planning that will help them make more informed decisions about their educations.
THE FYE 101 INSTRUCTOR ADVISING ROLE
FYE instructors are currently the “official” advisors of all students in their FYE 101 courses through the fall and spring semesters. However, their role as “advisor” differs, depending on whether the student has or has not declared a major.  

FYE 101 students who have declared a major:

The FYE instructor should help declared students (or students who are ready to declare)  locate an advisor in their major department, using the attached contact list for advisors in academic departments, well before the freshmen registration date (see attached timeline for current semester dates).  This major advisor will then become the student’s “official” advisor concerning registration issues, degree requirements, etc.  However, FYE instructors should still meet with their students in both fall and spring to help with advising and to mentor.  FYE instructors are also asked to make sure that declared students have made contact with an advisor in their major and feel like they are getting solid advice (not simply given PIN numbers).  If the FYE instructor has a student who is not getting proper advising in their major department, the instructor should contact the Academic Director of the FYE program.

FYE 101 faculty should understand the importance of connecting declared students (or students with a strong interest in a particular area) to faculty advisors in departments, and not try to help these students choose classes on their own because of the complicated nature of not just degree requirements, but issues involving recommended courses and complex prerequisites and plenty of other issues that are not necessarily outlined on degree evaluations or in the catalogue.

If a student has declared a major, but wants to “un-declare” that major, the student should be considered an “undeclared” student.

FYE 101 students who have NOT declared a major

The FYE instructor will be the official advisor to undeclared FYE 101 students for the fall and spring semesters, and will guide them through the registration process, helping them understand their education goals and interests,  choose appropriate courses, understand their general education requirements, learn how to navigate banner and access their own degree evaluations.  If the student presents issues unfamiliar to the FYE instructor, the instructor should contact the Academic Director of the FYE program for assistance.  The FYE instructor should also be helping Undeclared students discover their interests, understand which majors might be related to these interests, and point these students toward faculty advisors in departments related to their interests, so they can begin some advanced-planning in relation to what they “think” they might want to do.

Undeclared FYE 101 students who show particular interest in a major or major area

FYE 101 instructors are expected to have a conversation with their undeclared students about their areas of interest and connect them to a faculty advisor in the appropriate department, so that they can be made aware of the special requirements and situations of that major.  We should also understand that students may not be able to be specific about what they want to major in, but may be able to indicate an interest more generally.  For instance, a student who may develop a strong interest in Physics and later become a physics major, may only know at this point that she is “interested in science.”  Those students should be encouraged to contact an advisor in one of the science departments, so that faculty in this discipline can help guide students through a process that will help them narrow their interests.  This will also help ensure that students are encouraged to take courses that connect to their potential major areas.

Other Populations:

LINKS Students

Undeclared students in LINKS clusters will be advised by one of the instructors in their clusters.  Declared or wanna-be declared LINKS students should be directed by their LINKS instructors to an advisor in the appropriate academic department, but like the FYE instructors, LINKS instructors should continue to help advise and mentor both declared and undeclared students in both the fall and spring semesters.
FY Students in Clusters WITHOUT an FYE 101 course
FY students in clusters WITHOUT an FYE 101 course are still being advised by advisors in the Academic Advising Center in the Wintergreen Building if they are undeclared.  If they have a declared a major, they should be pointed to an advisor in their major department or sent to Academic Advising for help with this.
ADVISING APPOINTMENTS
Although faculty advisors should NOT think of the pre-registration advising appointment as the only place where advising takes place, it is important to schedule these appointments with your students in order to ensure that the courses they are choosing for next semester make sense or that they are pointed to a major advisor who can help them explore their area of interest.  These appointments can be arranged either individually or with small groups of students. All advising appointments with students should include the following:

· A discussion with the student about their educational goals

· A discussion with the student about interests and possible areas of study related to those interests
· (for declared students, wanna-be-declared students, and students with strong interests in one area of study) Detailed contact information about who to contact for advising in an academic department of or related to their interests.

· A review of student’s personalized degree evaluation

· Help in understanding the general education requirements

· (for undeclared) A discussion with the student about their interests in terms of majors (if they think they know what major they might want to declare, you can do a “what if” analysis of their requirements on banner web.  In other words, “what if I were an English major, what courses would I have to take?” – details on this below).  However, if this interest is significant enough, you want to point them toward an advisor in that department and not rely entirely on the “what-if” analysis to help them schedule classes.

· A discussion with the student about how they’re doing in their classes this semester, and if they are struggling, how they can plan their schedule better for the next semester.

· A reminder that students need to take the next Composition course in the sequence (which is 110, 111, 112)

· A reminder that students should take the next math course in the sequence (see attached chart for sequencing of math requirements)

· A reminder that students should be beginning or continuing their foreign language requirement

Students should leave the advising appointment with:

· Notes about the courses they should take next semester

· An understanding of how to access their degree evaluations online

· Their PIN number, which they’ll need to register

· (if applicable) contact information for an advisor in a department related to their area of interest or major

CONFUSING REQUIREMENTS AND PREREQ INFO

· English 110 and 111 are not listed as requirements, even though 90% of FY students place into these courses.  Rather they are prereqs for 112, depending on placement.  Therefore, 110 and 111 fulfill elective credits
· Foreign Language requirements differ depending on whether the student seeks a BA or BS when they declare a major.  Unless a student has placed higher by taking the FL placement exam, they begin with the lowest numbered course in the language of their choice.  If they end up seeking a BS, they need only two semesters of FL. However, if they end up seeking a BA, they need four semesters of FL.  Therefore, undeclared students should begin or continue their FL requirements immediately because it will take BA students two academic years to complete them
· The math sequence is confusing.  Look at attached chart with your students and make sure they understand which courses they need to take.  Math requirements below MAT 103 do not fulfill requirements, even though more than 90% of FY students place into them.  Rather, they fulfill elective credits.
· The Health and Philosophy requirements are different for education majors.  Therefore, if students think they may major in education, they should avoid taking the courses that fulfill these requirements before they speak to an advisor in education.
· The Communication Requirement actually requires that students take TWO courses – English 112 and one of the communication courses listed, in any order.  In other words, students do not need to take 112 before they take their COM course, or vice-versa.
· All students must take 3 Writing-Intensive courses (W-courses, which used to be named L-courses), and those requirements are listed below the electives.  However, students cannot take W-courses until they complete English 112.
SPECIAL POULATIONS

· Athletes have priority registration dates earlier than the rest of the FY students.  See timeline for current semester
· Athletes need to work schedules around game and practice schedules (and this varies by sport) so that they do not end up in courses that they miss for these things.  Ask them to bring their practice schedules (which they can get from their coaches) to the advising appointment.
· Students working with the DRC have the option to be advised by their FYE 101 instructor or the DRC.  A very small number of DRC students are able to register early.  These students will be aware of this fact.
COURSE DROP AND WITHDRAWAL

Please note the very important distinction between dropping and withdrawing from a course:

Students may only “drop” a course during the add/drop period, which lasts for about only one week after the semester begins.  After that, they must withdraw.

If students want to withdraw from a course, their withdraws could have implications beyond a “W” on their transcript.  

The following points are things to keep in mind and discuss with students who want to drop or withdraw from a course:

· Before the last day for course withdrawals date (see timeline for current semester) , students can withdraw from a course by going to the registrar’s office, and they will receive a W.

· After the last date for course withdrawal date, students must get instructor’s permission to withdraw from a course (forms available at the registrar’s office and in most academic departments), and will be assigned either a “WF” or “WP”.

· Students on financial aid must successfully complete (i.e., pass) 21-credits by the end of the academic-year (fall, spring and summer) in order to retain their full-time status and keep their financial aid and housing.  Therefore, if in the fall they have only four 3-credit courses and drop one,  they will be at 9-credits, and should understand that they’ll need to successfully complete 15 more credits by the summer.

· Students who drop (not withdraw from) a course and end up carrying less than 12 credits lose their full-time status (and so, lose housing and financial aid).  

· Students who  withdraw from (not drop)  a course do not lose their full-time status, but need to understand they have to make that up the next semester or summer in order to successfully complete 21-credits in the academic year (see above).
· Any student who considers or ends up carrying less than 12-credits in a semester should contact the Financial Aid office to discuss their particular situation and receive confirmation on their status.
· Students should always be encouraged to speak with the instructor of the course they want to withdraw from before actually withdrawing, particularly if they are withdrawing because they have gotten behind in the work and think they can’t catch up.  Maybe they can’t; but they should discuss this with the instructor before deciding to withdraw.

TRANSFER CREDIT ISSUES

Most FY students will not be transferring in credits.  However, they may still have questions

· Students who want to Take a Course at another University or Community College to fulfill a SCSU requirement
· Before a student registers for a course at another University, he or she must fill out a Transfer Credit Approval Form and submit it to the Registrar's Office with the course descriptions attached. All English, Mathematics, Business, and Biology courses need prior approval from the respective departments before the student returns the form to the Registrar's Office.  Students must have a minimum GPA of 2.0 before any courses will be transferred in. Once the form is submitted,  it will be either approved or rejected and the student will receive a copy of the form in the mail. If the transfer course is approved, the student should send a copy of their transcript from the other university with the graded course to the Registrar's Office to be added to their SCSU transcript. When waiting for a course to be added to a transcript, students must check the unofficial transcript on SCSU Web Services. Once a course is added to a students’ transcript it shows up on the web immediately.

· Students should be encouraged NOT to take English courses at the Community Colleges, but to complete them at SCSU.

PLACEMENT EXAMS

· Math and English

· All students should have taken the math and English placement exams by the time they are in your courses.  However, if for some reason, students have not taken these exams, they should be directed to the office of the Dean of Arts and Sciences immediately at 392-5468
· Placement scores for math and English can be found on banner web (see bannerweb instructions)
· If they believe they were incorrectly placed in Math or English, they should contact Brian Johnson, coordinator of English placement, at 392-7049 (johnsonb2) or Ray Mugno, coordinator of Math placement at 392-5593 (mugnor1)
· See attached for more information about the math and English exams
· Foreign Language

· If the student took the FL exam, scores are also available on bannerweb (see bannerweb instructions)
· Only students who studied at least one year of a foreign language in high school and wish to continue studying that particular language should take the exam.  Students who want to begin at the introductory level in any language do not need to take the exam.
· If they would like to take the placement exam or discuss their placement, they should contact Carlos Arboleda at 392-6754 (arboledac1)
· See attached for more information about the foreign language placement exams, and also FL waivers.
