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What do I do when I get a new advisee to prepare for our session?

A. If the student is a new major: 

1. Check out the student’s file from the Office. When you take a file, indicate it by putting a “checked out” marker in the file drawer. 

2. Open the file and check the Declaration of Major form’s “effective” date. 

3. Get a Liberal Studies checksheet and Major Concentration checksheet. Make sure the Major Concentration checksheet’s revision date corresponds with “effective” date on the Declaration of Major form. Make sure you put the student’s name on each checksheet. 
(Note: it’s crucial that you fill out the right checksheet, usually the one corresponding to the date their declaration of major was approved.  If it helps them, you can move students to another catalog, usually a more recent one. But you have to use the corresponding checksheet. Indicate any changes in checksheet/ catalog on the “Notes” page to the right. )
4. Log onto Banner and perform a Degree Audit. It helps to print the audit by right clicking on the audit page and selecting “Print.”
5. Using the degree audit as a very loose guide, indicate which courses the student has taken on the Liberal Studies checksheet and the Major Concentration checksheet. For each course, mark both the semester the course was taken (e.g. “Fall04” or “043”) and the grade the student received. 

6. Do NOT mark courses the student “plans” to take on the checksheet. Do not put other marks, arrows, squiggles, or questions on the checksheet. 
B. If the student is already a major, is changing advisors, or is changing her concentration: 

1. Follow the steps above, checking over the Checksheets to make sure they’re accurate and up to date. 
2. If the student is changing concentrations, you can use the catalog for the original declaration of major or a more recent one, just so long as you select the corresponding checksheet and indicate the change on the “Notes” page. 

3. If the student is changing concentrations, email the change to Sherry Fox. If the student is changing majors and hasn’t already filled out the change of major form, fill that out with him or her and send it in   Advise the student to use the courses left over from the old major for a minor, or, if there’s no corresponding minor, for an Approved Program. . 

What should I do in a typical advising session?

1. Check to make sure the student has selected a minor, second major, or approved program. Approved programs are easy to get approved, so if you can’t settle on a minor, help the student plan an Approved Program. . (Note: you don’t need a Declaration form for a minor or a new concentration within the major. Just email SHERRY FOX, give her the student’s ID number, and tell her what the minor or new concentration is.)
2. Check that the student has begun taking a Foreign Language and is making satisfactory progress towards the Foreign Language Requirement (for placement in a Foreign Language course, the student must go to the MFL office in McKee.)
3. Check to make sure the student understands any special requirements of the major, such as an Internship, Program Requirement, entrance application, etc.  

4. Check that the student’s GPA hasn’t dropped below the College’s or Concentration’s minimum. 

5. Check to make sure that 50% of the student’s courses have been taken at the Junior or Senior level (See 50% Rule. )
6. Check the number of hours earned to make sure the student is making satisfactory progress towards the major, without incurring the 25% Tuition Surcharge on hours exceeding 110% of the total hours required. 
7. If the hours earned is above 90, tell the student to fill out an Application for Graduation, and then schedule an appointment with the Assistant Department Head. (Note: deadlines for filing are generally nearly a year ahead. For Spring graduation in 2007, the deadline was October 20, 2006).  
8. Advise the student what to do next. Instead of just giving students their PIN, log onto Banner with them and encourage them to register for classes during your advising session. 

9. Update the checksheets. It’s crucial that you monitor the student’s progress in the Major, Minor, and Liberal Studies for the student’s sake--and for the sake of whoever does the Graduation Audit. 

10. Make sure of the following: 

· You’re using the right checksheet for the right year (see 1st semester enrollment/ declaration of major)

· You’re using the Humanities checksheet for the Humanities Double Majors
· Each checksheet has the student’s name on it

11. Check to make sure you and the student have filled out the proper forms for anything out of the ordinary. (Remember: when in doubt, fill it out). These forms include 
· Transient Permission Form, if the student takes a course off campus

· Grade Replacement Form, if the student wants to repeat a course for credit

· Approved Program. , if you design your own minor

· Waiver/ Substitution Form, if you make a change because a class is unavailable. Fill out the Waiver/ Substitution form in advising, and submit it as soon as the student has finished the course in question. (A note on Waiver/ Substitution forms: do substitutions, not waivers. Departmental substitutions are easy, as long as you can argue that the course is similar in content and has the same number of credit hours. College and University substitutions are difficult to get and should be avoided.)
12. Make a note about anything special you covered on the form on the inside cover of the file. If you kept notes, you can put a dated copy in the BACK of the file, but you should still fill out the form on the inside cover. 
13. Arrange the file so all checksheets are together at the front, and RETURN the file to the English department. Do NOT keep the file in your office. 

Definitions

50% Rule. Half (50%) of the major courses must consist of 300 or 400 level courses taken at WCU. This rule should not be confused with the 25% rule, which says that one-fourth of all the courses for the degree must be 300 or 400-level courses taken at WCU. (The catalog says 32 hours, but they probably mean 30 hours). 
Application for Graduation. Students should apply for graduation when they complete 90 hours. To be a certified candidate for graduation, students should: 

1. pay a $30 graduation fee to the University Cashier, 320 HFR Admin Bldg

2. Take the paid receipt to the College Dean of your first major and obtain an Application for Graduation

3. Upon receipt of the Application for Graduation, complete the Candidate Section. Check for valid major(s), minor, concentration/SAC (Second Academic Concentration), degree, and expected term of completion
Note: If students plan to graduate with two degrees simultaneously, they file two (2) Applications for Graduation.

4. Schedule an appointment with the Assistant Department Head for a Graduation Audit. to ensure they meet degree requirements. This appointment should be scheduled during Advising/ Registration, because the Assistant Department Head becomes their advisor after the Graduation Audit. 
· Note: applications for graduation are due in the department almost a year ahead. For Spring 2007 graduation, the deadline was October 20, 2006. That means the student should apply by October 10 to make sure the application makes it from Onestop to the Dean’s Office to the Department on time. 
Approved Program. An approved program is a selection of courses designed to take the place of a minor or second major. The program must consist of 16-24 credit hours of courses, developed in consultation with the major adviser and appropriate faculty adviser(s) in the relevant department(s). The approved program must be approved by the department head of the major department, the head of the approved program department, and the dean(s) of all involved college(s), upon consultation with the head of the department(s) which offer(s) the courses in the approved program. (Note: it’s often useful to develop an “approved program” when the student has changed majors or concentrations, so that they have lots of extra courses, but no appropriate minor accepts those courses). 

Articulation Agreement. This agreement guarantees that we will accept Community College courses in place of our own Liberal Studies courses. It also guarantees that we will waive Liberal Studies for all students who have completed the AB (Associates) degree. If asked, you could mention that it’s much easier to transfer here with a completed AB degree than with just part of one. 
Co-op/ Internship. All students in Journalism or Liberal Studies are required to take a co-op or internship (English 389 or 483). Literature students must either take the co-op, internship, or English 401: Writing for Careers.  Motion Picture Studies students can also elect a co-op or internship. The co-op/ internship is not just a course—students  must plan the intership with the Co-op Liaison (currently Rick Boyer) and the Career Services office (Mardy Ashe). A co-op or internship is an intensive writing or editing experience with an employer. It is equivalent to a part-time or full-time job, depending upon whether it is paid or unpaid. It should not be taken with a full course load, and generally not in a regular (fall or spring) semester. Advisors should tell their students to prepare for the internship between a semester and a year in advance, but not to take the internship before the last year. Students must plan their own internships, though they get guidance in their search from the department Co-op Liaison and Mardy Ashe in Career Services. Only the Co-op Liaison can approve internships. 

For more information, see this page of explanation: http://www.wcu.edu/as/english/pages/internships.html. 
Note: the BSEd requires a different kind of internship. It has a different number, a different process, and a whole different set of expectations. See Cather Carter for details. 
Dual Degree vs. Dual Major. If students have a Bachelor's degree, or if they would like a second major in another college, they can elect a dual degree. They use the same form to declare it, but they need additional approvals (see form), and they need to declare it by the end of the junior year (that is, when they have earned 89 hours.) Dual degree candidates avoid the pitfall of the 110% tuition surcharge that double majors often run into. Here are some caveats: 

· A student may obtain from the university a second bachelor's degree provided it is a different degree or the degree is in a different major (students may not earn a second degree in the same major).

· Students enrolled at the university who wish to work toward two bachelor's degrees simultaneously may do so, provided they secure the prior approval of the departments and colleges through which the degree programs are offered. Approval must be secured not later than the end of the junior year. Students must meet the university's regular graduation requirements and complete at least 150-158 semester hours with a 2.0 GPA, including a minimum of 120-128 hours as specified for one degree and a minimum of thirty additional hours for the other (or second) degree through regular enrollment at the university.
Note: If students plan to graduate with two degrees simultaneously, they must file two (2) Applications for Graduation.
· Note that students with two majors (as in the Humanities Double Major) or two degrees may  double dip with their Upper level Perspectives course; that is, the Upper Level Perspectives course may also be used to satisfy the requirements for the second major. 
· Double Dipping. In general, double dipping (counting a course for two different requirements, such as a major and a minor) is not allowed (but see the many exceptions under Double Dipping in Liberal Studies: ). You can now count Liberal Studies courses toward either the major or the minor, assuming that the course in question is listed as counting under that major or minor. 
· Exception: students with two majors (as in the Humanities Double Major) or two degrees may  double dip with their Upper level Perspectives course; that is, the Upper Level Perspectives course may also be used to satisfy the requirements for the second major.
Foreign Language Requirement. The English Education concentration (BSEd) requires two units (six hours) of any foreign language. All BA degrees, including all other English Department concentrations, require six hours of a second-year language, usually MFL 231 and 232 or MFL 240. Most students will also have to take between three and six hours of a beginning language, usually MFL 101 and 102. Spanish is the easiest course to get. The university occasionally, but unreliably, offers other intriguing options such as Japanese, Cherokee, and Latin. 
· Note: If a student earns a C or better in  MFL 231 and 232 without first taking MFL 101 and 102, they are entitled to six free credit hours at the completion of MFL 232. These credits aren’t automatically granted in Banner, so the advisor or student can contact the MFL secretary to request them. 
General Education / Liberal Studies. Students who enrolled at Western before Fall 2001 take the General Education requirement, which is 41 hours, if they either (1) remain in their declared major or (2) have not yet declared a major. However, if they enrolled and declared a major after Fall 2001, and changed majors since that time, they must to take the Liberal Studies program. Most of those courses don’t exist now, so you must help them find the designated substitution form, available on the English Department’s “forms” page.  
Note: If the student received an Associates' degree from a NC community college, Liberal Studies requirements are waived. 

GPA. A student must achieve both a 2.0 overall average and a 2.0 average in the major to graduate. English Education majors must maintain a 2.75 average in the major (2.0 overall) to graduate. 
Grade Replacement Form. A maximum of 15 credit hours may be repeated. When a student repeats a course, only the most recent grade will be used in calculation of the student's grade point average and counted in the hours toward graduation. However, all grades shall remain on the student's transcript. Students should file a grade replacement form to make sure the most recent grade counts. Here are some exceptions: 

· The First Year Seminar may not be repeated.
· Courses available for re-enrollment for additional credit are not counted as repeats unless the student declares a repeat or exceeds the number of times for which credit can be earned in the course.
· Some academic programs may have policies that further regulate the number of repeats. Check with your advisor.

· This 15-hour limit can be appealed. 

Graduation Audit. This audit should be scheduled with the Assistant Department Head when the student completes 90 hours, and at least two weeks after the student Applies for Graduation. It should be scheduled, if possible, during or after Advising/ Registration, because the Assistant Department Head becomes the student’s advisor after the audit. In this session, we check to make sure students are on track to graduate and understand what they still need to take. We also start the process of certification for graduation.  (See Application for Graduation). (Note that applicatons for graduation are due almost a year ahead. For May 2007 graduation, the deadline was October 20.)
Humanities Double Major. Five departments (Art History, Speech Communication, Literature, Motion Picture Studies, Professional Writing, German, and Spanish) at Western have created special 27-hour majors designed for Humanities students; these students can combine any two of the majors, as long as they are in different departments. 
Important: Check the Declaration of Major form to see if it says “Humanities” on it, and ask the student just to make sure. This double major has special requirements, so you must use their checksheet. 
· Note that students with two majors (as in the Humanities Double Major) or two degrees may  double dip with their Upper level Perspectives course; that is, the Upper Level Perspectives course may also be used to satisfy the requirements for the second major.. 
Internship/ Co-op.  (See Co-op/ Internship. ). 
Journalism Major advising issues. If you are advising Journalism Majors, please tell them to make the following substitutions, and fill out the appropriate waiver/ sub forms: 
1. CIS 293 no longer exists. Substitute either CMPM 404 (Desktop Publishing) or ENGL 304 (Writing for Electronic Environments).
2. ENGL 497 (Senior seminar in writing) no longer exists. Substitute either ENGL 498 (senior Seminar in Lit, Fall Only), ENGL 401 (Writing for Careers), or another upper-level lit course.
3. CMCR 465 has been renumbered. Substitute CMCR 365 (no form needed).
4. CMPM 302 is no longer taught. Substitute either English 401 (Writing for Careers, if you haven't used it above), CMPM 401 (Editing for Communication Media), or any other writing or CMPM course they aren't already using. 

Don't forget to send all students needing an internship (ENGL 389 or 483) to the Coop Liaison (currently Rick Boyer) and then Mardy Ashe in Career Services. In a pinch, Brian Gastle and Mary Adams can also answer internship questions (See Co-op/ Internship. ) 
Professional Writing advising issues.  If you have advisees who are new to Professional Writing, please have them use the newest (0607) checksheet . It is not official yet, but it will be by the time the students graduate. The new checksheet reflects an important curriculum change: 
· The PW core now requires English 302: Intro to Creative Writing and Ediitng and English 303: Intro to Professional Writing and Editing. 
· We no longer require 307, which will become an elective. 
· If you have a student who took 303 before Fall 2006, they must still take English 307 and do not need English 302. All other students can move to the new checksheet. 
· Don't forget to send all students needing an internship (ENGL 389 or 483) to the Coop Liaison (currently Rick Boyer) and then Mardy Ashe in Career Services. In a pinch, Brian Gastle and Mary Adams can also answer internship questions (See Co-op/ Internship. ). 
Liberal Studies

· First-Year Seminar. (Warning—complicated!) This course should be taken in the Fall of the student’s freshman year. If a student transfers in with 15 hours or more, the course is waived. (Students who transfer in with fewer than 15 hours must take the freshman seminar, even if they have to take it in their sophomore year.) If the first-year seminar is waived, students do not need to make up the hours somewhere else in Liberal Studies. However, those students who fail the first-year seminar do need to  take a 3 liberal studies hours to replace that requirement. 
· Core (21 hours)

· Note that the 2 courses in C5 (Physical and Biological Sciences) have to be different disciplines. Note that in this category and C2 (Math), a higher level science or math course can be substituted. 

· Perspectives (18 hours). 

· World Cultures. Note that any first-year language course counts toward this category. Since most of our students have to take a first-year language, they don’t need to take another course to fill that requirement. 
· Social Sciences (6). Make sure the courses are in two different disciplines. 

· Upper Level Perspectives. This course is not an extra requirement; any upper level course that satisfies a Perspectives requirement will also satisfy the Upper Level Perspectives requirement, so long as the course is not in department the student majors in. 
· Exception: students with two majors (as in the Humanities Double Major) or two degrees may  double dip with their Upper level Perspectives course; that is, the Upper Level Perspectives course may also be used to satisfy the requirements for the second major. 
· Double Dipping in Liberal Studies: A course approved as a Liberal Studies Perspectives course may also be used to meet a major or minor requirement. However, different rules apply to Upper Level Perspectives; see details above. 
Note: If the student received an Associates' degree from a NC community college, Liberal Studies requirements are waived.

Major Checksheet. The English Department maintains checksheets for each concentration. These checksheets differ by catalog year. Make sure to select the right concentration and the right catalog year. You determine the catalog year by the date that the student’s major was approved. If students change concentrations within the major, they may still go by the original catalog year. However, you can use any more recent catalog if it will help the student graduate. Just make sure to note, on the form on the inside cover of the file, which catalog you are using. 
Minor Advising issues. If your students are selecting a minor, be careful about minors that have to be taken in a course-at-a time sequence, like CIS and Biology. These minors are a big headache for juniors and seniors trying to graduate soon. Biology, for example, has only 18 hours in the minor, but each course is a pre-requisite for the next one, so a student could end up staying three extra semesters just to finish a biology minor. 

Note: If your student is stuck in the middle of a troublesome minor, don't forget the option of the Approved Program. . 

Transient Permission Form. If students want to take a course somewhere else and have it counted, they should fill this out. Regularly enrolled students in good standing who desire to take any course at another institution transfer it in must secure the appropriate department head’s approval before enrollment at the other institution. Students should follow the directions for this procedure, available on the Registrar’s web page. Their first step should be to secure course description(s) to facilitate the transfer evaluation. Course equivalencies must be verified by an authorized individual (Department Head and/or an officer of the Registrar's Office). If the proposed institution is a North Carolina community college, course descriptions are not required. (NOTE: Make sure that the student’s “transient” coursework doesn’t violate the 50% rule, the 25% rule, or any other rule.)
Tuition Surcharge. A twenty-five percent tuition surcharge applies to students who take more than 140 semester hours and more than eight regular semesters (i.e., fall and spring) to complete a baccalaureate degree. The semester hours used to calculate the total of 140 hours include repeated, failed, dropped (i.e., Ws) and transferred credit courses. This number is higher for students pursuing a Dual Degree. 

Waiver/ Substitution Form. This form should be filled out whenever the student takes a different course than the one listed to count for a requirement on the checksheet. Fill out the Waiver/ Substitution form in advising, and submit it as soon as the student has finished the course in question. (A note on Waiver/ Substitution forms: do substitutions, not waivers. Departmental substitutions are easy, as long as you can argue that the course is similar in content and has the same number of credit hours. College and University substitutions are difficult to get and should be avoided.)
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