FACTS

on F.A.A.Q.

(Frequently Asked Advising Questions)

2

3

FOREWORD
It’s not all about teaching…at a teaching institution. Academic advising
is a big part of every teacher’s job at Central State University. It’s important
that we do it well.
Facts on F.A.A.Q. should answer the most common advising questions
you hear from students. It addresses the general education curriculum. It
does not address issues that relate to specific majors. For answers to those
questions, you should consult your department chair.
This guide is not meant to replace the university catalog. The catalog is
the most authoritative and comprehensive reference source for information
about the university and its programs. The catalog supersedes this guide in
any area in which the two documents conflict. Faculty and staff members
will review the advising guide for accuracy on an annual basis. Please email
me any suggested revisions or additions.
You will find the most current version of the guide online at centralstate.edu/faculty. (See the “online support and documentation” link.) The
guide includes an appendix with a variety of advising forms. Each of these
forms — and the guide itself — is available online at michaelgormley.com/
manuals.
Michael Gormley
mgormley2@centralstate.edu
Journalism and Mass Communications
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ADVISOR RESPONSIBILITIES
The role of academic advisors extends beyond class scheduling. Advisors should assist students with all aspects of the academic experience and
provide information regarding campus resources. Advisors must have a
thorough knowledge of university, college, department, and graduation requirements, procedures, and deadlines. They also must be accessible during
designated office hours.
Advisors should:
• encourage students to develop realistic goals; thereby, understanding
the correlation between academic preparation and career opportunities,
• assist students in planning programs of study that are consistent with
the students’ abilities and interests,
• monitor students’ progress toward educational goals and keep accurate, up-to-date records of their academic progress,
• help students assume responsibility for their decisions and actions,
• acquaint students with services and programs provided by the university to meet specialized needs, including non-academic needs, and
• respect students’ privacy rights.

BEST PRACTICES
1.
2.
3.
4.

Keep advising appointments and be accessible during office hours.
Provide students a means of scheduling appointments.
Allot sufficient time–at least 30 minutes–for each advising conference.
File an advising log in the student’s advising folder. Record each advising conference on the log.
5. Review and date the student’s check sheet at each advising conference.
6. File the updated check sheet in the student’s advising folder.
7. File the student’s advising folder with the department. The advising
folder should include an up-to-date check sheet, unofficial transcript,
waiver/substitution forms, academic appeals, appeals for readmission,
graduation applications, and any other academic reports.
8. Give the student a copy of the updated check sheet every time you
update it.
9. Give out to the student only information that you know is accurate.
When in doubt, ask a colleague.
10. Give out information about the student to the student alone–or people
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who have a legal right to the student’s information. Advisors must
adhere to the Federal Education Rights and Privacy Act. They should
disclose educational records and discuss confidential information regarding students only with appropriate individuals and for the purpose
of serving students’ best interests.
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FAAQ

(FREQUENTLY ASKED ADVISING QUESTIONS)

GENERAL EDUCATION CURRICULUM
Additional Humanities / Fine Arts
Q: The general education curriculum requires students to take an
“additional humanities/fine arts” course. Are history courses
considered humanities courses?
Yes. History courses are taught in the humanities department, and you
may use the history courses on “list A” to satisfy the additional humanities requirement. Please note, however, that two history courses — U.S.
History to 1877 and U.S. History from 1877 — are considered social
science courses, and they appear on List B. You should not use either of
these courses to satisfy the “additional humanities” requirement.
Q: “List A” on the general education check sheet includes courses
that may be used to satisfy the “additional humanities/fine arts”
requirement. Is List A comprehensive?
Yes. The list is comprehensive. You should not use other courses offered
by the humanities and fine arts departments, which do not appear on
List A, to satisfy this requirement.
English
Q: How are freshmen assigned to English courses upon entering Central
State?
They are placed in an appropriate English class by their assigned advisor upon registering for school. These assignments are based on their
entrance exam scores. If a student hasn’t been assigned to a course, you
can look up his/her exam score using the Banner data system. Refer to
the “SOATEST” screen. If you do not have access to Banner call the
Office of Academic Advising and Assistance at (937) 376-6110.
Here are the test score guidelines:
Combined SAT < 720; ACT < 15
ENG 0950 Basic Writing/Reading Enhancement
Combined SAT 730-860, ACT 15 – 17
ENG 1100 Intro to Writing/Reading for College
Combined SAT > 870, ACT > 18
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ENG 1101 Intro to Writing for College
Q. Which composition course should a student take after passing ENG
0950 with an “S”?
Students may enroll in ENG 1100 or ENG 1101. These two courses
are equivalent. However, if a student took ENG 0950, which is a
developmental course, ENG 1100 may be the best option, because the
student will get an extra hour of instruction each week.
Q: Which composition course should a student take after passing ENG
1100 with a “C” or higher?
Students should enroll in ENG 1102 after successfully completing
ENG 1100. Do not advise a student to enroll in ENG 1101. ENG
1101 is the same course as ENG 1100. The difference is that students
in ENG 1100 get five hours of instruction each week while students in
ENG 1101 get four hours of instruction.
Q: What happens if a student does not pass an English composition
course with a “C” or higher?
The student should repeat the same course the next semester. For example, if a student fails ENG 1100, he must re-enroll in ENG 1100.
Q: What is the English proficiency exam?
The proficiency exam is an essay test used to assess a student’s writing
ability. Students must pass the exam in order to graduate (receiving a
score of at least 8 on a 12-point scale).
The Office of Assessment offers the exam throughout the school year. It
posts the exam schedule at the start of the year and sends an email to all
faculty members. Call 376-6236 to request the schedule if you do not
have it. Students may sign up for the exam in Wesley Hall, rooms 120
and 128.
Q: What is ENG 3000? May a student take this class instead of the
proficiency exam?
ENG 3000 is an advanced composition course. Students take this
class if they fail the proficiency exam. Students may not take this class
instead of the proficiency exam. All students must take the proficiency
exam. They may take ENG 3000 only if they fail the exam.
Q: When should students take the proficiency exam?
Students may take the proficiency exam once they have successfully
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completed English 1102 (meaning they have passed with a C grade or
better). Students should take the exam no later than Fall term of their
junior year. That way, if they fail the exam, they may retake it or enroll
in ENG 3000. A senior who waits until spring term to take the exam
will not graduate if the student fails the exam. The student will have to
take ENG 3000 Summer term.
Q: If a student passes the proficiency exam and then takes the class…
will the course credits count toward graduation?
Yes. They will count towards the 124 credits required for graduation.
First Year Seminar
Q: Are all students required to take FYS 1101?
Transfer students who start at Central State with 30 or more semester
credits are not required to take FYS 1101.
Q: If a student is exempted from FYS 1101, does he receive academic
credit for the course?
No. The student needs to make up that “missing” credit elsewhere. Students need to earn a minimum of 124 academic credits to graduate.
Foreign Language Requirement
Q: Students earning the BA degree must take a foreign language. Is it
always necessary for them to take the first language course in the
two-course language sequence?
No. The registrar may exempt students from the first course in the sequence if the student has studied the language while in high school and
received a C grade or better. (Generally speaking, one year of foreign
language training in high school is equal to a semester in college. A
student who has two years of foreign language training in high school
may be exempt from Foreign Language I.)
Students may be exempt from the language requirement if they took an
“advanced placement” course in high school and passed the advanced
placement exam. (See “advanced placement/standing” under general
advising questions below.) Students may also take a proficiency exam
administered at Central State. Students must apply to take the exam,
pay a $25 fee, pass the exam, and pay tuition for a five-credit course in
order to receive academic credit on their transcripts. Students should
contact the coordinator of international languages if they are interested
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in this option. Call (937) 376-6211.
Q: If a student is exempted from the first course in a two-course
sequence is he/she given credit for the first course (which is worth five
credits)?
No. He or she must make up the five credits by taking additional
courses in any subject area.
Q: If a student has studied a language at another college — such as
Swedish or American Sign Language — that is not offered at Central
State, may he be exempted from the language requirement?
Yes. The course will transfer into Central State as a language course and
will therefore satisfy the language requirement.
HPER Activity
Q: Are all students required to take a one-credit physical education
activity course?
Students older than 25 years of age are not required to take the physical education activity course. Disabled students may also be exempted
upon the recommendation of a physician.
Q: If a student is exempted from the physical education requirement,
does he/she receive academic credit for the course?
No. The student needs to make up the “missing” credit elsewhere. Students need to earn a minimum of 124 academic credits to graduate.
Math
Q: How are freshmen assigned to math courses upon entering Central
State?
They are placed in an appropriate math class by their assigned advisor
upon registering for school. Advisors consider a variety of factors when
making a placement, including the student’s Central State math placement test score, his ACT or SAT score, his grade point average in high
school, the last mathematics course that he completed in high school,
and the student’s confidence level with mathematics in general. If a
student hasn’t been assigned to a course, you can look up the student’s
ACT or SAT score using the Banner data system. Refer to the “SOATEST” screen. If you do not have access to Banner, you may call the
Office of Academic Advising and Assistance at (937) 376-6110.
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MATH SCORES

HIGH SCHOOL GPA

REQUIRED COURSE

ACT < 14, SAT < 340

< 2.0

Math 0420 (Topics in Math I)

ACT 14 – 16, SAT ≥340-390

2.0 - 2.2

Math 0421 (Topics in Math II)

ACT 17 – 19, SAT >400-470

2.3 - 2.9

Math 1750 (College Algebra)

ACT > 20, SAT > 480

HS GPA > 3.0

Math 2501 (Trigonometry)

Natural and Physical Sciences
Q: Students are required to take 7 credit hours of natural sciences
classes from two subject areas. One course must include a lab. What
happens if a student has taken two science courses from two areas,
including a lab class, but the classes are only worth a total of six
credits?
The student must take an additional science class. To avoid this situation, make sure the student understands the requirement. You should
advise the student to take a four-hour and a three-hour course. (In
the future, the university may require students to take just six credits
of natural and physical sciences. As it stands today, however, students
must earn seven credits.)
Q: Is “List C” on the general education check sheet comprehensive?
Yes. You should not use other courses offered by the natural and physical sciences department to satisfy the general education requirement.
Social and Behavioral Sciences
Q: Students are required to take nine credit hours of social and
behavioral sciences classes from two subject areas. Are “sociology”
and “social work” from the same subject area or different subject
areas?
They are from different subject areas indicated by different prefixes
(“SOC” for sociology and “SWK” for social work.) Therefore, a student
may take two sociology courses and a course in social work (or the
reverse) to satisfy the social and behavioral sciences requirement.
Q: Is “List B” on the general education check sheet comprehensive?
Yes. You should not use other courses offered by the social and behavioral sciences department to satisfy the general education requirement.
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GENERAL ADVISING QUESTIONS
Academic Probation/Suspension/Readmission
Q: When are students academically suspended?
They are suspended when they fail to maintain “satisfactory academic
progress.” Students must achieve a 2.0 grade point average to graduate.
Newer students must meet a slightly lower threshold.
Satisfactory Academic Progress
Credits earned
Required grade point average
		 1-20				
1.7
		
21-40					1.8
		
41-60					1.9
		
61 and above				2.0
If a student falls below these thresholds, he will be placed on academic
probation and will be required to meet with a counselor in the Office of
Academic Advising. The student is permitted to register for school the
following term but must achieve a 2.0 grade point average for the term.
If he does not, the student will be academically suspended and must
leave school. Students who have been placed on academic suspension
once must leave school for one term. Students who have been placed
on academic suspension twice must leave school for a full year. Students
who have been academically suspended three times are generally not
eligible for readmission.
Q: How does a student apply for academic readmission?
A student who has been academically suspended may apply for readmission by submitting an Appeal for Readmission. The student must
explain why he/she believes he/she was suspended and what he/she
intends to do to prevent a recurrence. The student must also include
a time management plan for the term. (The time plan is hypothetical,
since the student has not yet been readmitted and does not know when
he/she will be in class.) The student’s academic advisor must sign the
appeal and recommend whether the university should approve or deny
the appeal. The appeal should then be routed to the department chair,
the dean, and the Registrar’s Office. The academic standards committee will review the various recommendations and decide whether to
approve the student’s request. The appeals packet is available in the
Registrar’s Office. It may also be downloaded from the university web-
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site. Just go to “Registrar’s links.” Students who are readmitted to the
university must achieve a 2.0 grade point average the semester that they
return. Otherwise, they will again be academically suspended.
Readmittance Appeal Deadlines:
Fall Semester
		 Application due to advisor – May 15
		 Application due to committee – June 1
		 Committee decision due – June 15
Spring Semester
		 Application due to advisor – September 15
		 Application due to committee – October 1
		 Committee decision due – November
Q: My advisee has been academically suspended. He wants to take
courses at Wright State while he is under suspension. Will these
courses be accepted at Central?
Yes. If the student is readmitted into the university, those courses will
be treated like any other transfer courses. (See transfer credit below.)
Q: If a student leaves Central State and returns only to find that the
major check sheet has changed, can the student still use the check
sheet in existence when the student first matriculated?
The student may use the “old” check sheet as long as the student has
been away from school eight years or less. If the student has been away
from school more than eight years, he must use the current check sheet.
Advanced Placement/Standing
Q: My student says he took World History in high school and doesn’t
want to take Global Civilization. Can he be exempted from the
course?
Possibly. Was the high school course an “advanced placement” course?
Did he take the AP exam? Central State University offers Advanced
Placement credits. To receive AP credit, a high school student must
have completed an official AP course and taken the AP test in that subject. Credit is granted for test scores of 3, 4, or 5. (The university will
not grant the student college credit just for taking the class. The student
must also take the exam.)
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The College Board will send a copy of the student’s test score to the
student and to any schools to which the student intends to apply at the
time of the AP exam. If the student indicates that he intends to apply
to CSU, the College Board will send a copy of the test score to the registrar. The registrar will grant credit for the appropriate course assuming
that the student scored at least a “3” on the exam. If the student scored
a “4” or “5” on the exam, he may receive credit for additional courses.
If a student tells you that he took an AP course and that he passed the
exam, but he doesn’t see the course on his Central State transcript, you
should tell the student to take a copy of his test results to the registrar.
Please know that a student who has taken an AP course in high school
and has successfully completed the exam may still choose to take the
course at Central State. Advisors should encourage students to meet
with appropriate faculty to confirm that the student has the necessary
foundation to move on to advanced course work. This is especially true
in the STEM (science, technology, engineering, mathematics) areas.
Q: My advisee’s high school World History class was not an AP class, but
he says he knows “everything there is to know about World History.”
Can he “pass out” of the course?
Yes. The student can take a CLEP (College-Level Examination Program) exam administered by the College Board. CLEP exams cover
material taught in the first two years of college. Students earning
satisfactory scores in the CLEP examination will be granted the same
amount of credit granted to students who successfully complete the
course. Contact the Office of Assessment and Institutional Research at
(937) 376-6236 for more information.
The student may also apply to take a Central State-administered proficiency exam in any subject. The student must first go to the registrar’s
office and submit a non-refundable $25 application fee. The registrar
will give the student an application, which the student must complete
and submit to the appropriate department. The department may or
may not grant the student’s request to be given a proficiency exam. If
the department agrees to administer the exam, the student must pass
the exam and pay Central State tuition covering the cost of the class
before credit will appear on the student’s transcript. Note: Students may
not use financial aid to pay Central State tuition in this instance.
Credit for proficiency tests will be granted only upon satisfactory
completion of the examination with a grade of “C” or better.
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A student who has taken a course at Central State and failed it cannot
get credit for the course by taking a proficiency examination. In other
words, you cannot repeat a course by taking a proficiency exam.
Students should investigate the possibility of taking a proficiency examination thoroughly. They should not assume that it will be available
to help satisfy their graduation requirements.
Q: My student is a veteran of the war in Iraq. Can he get academic
credit for his military experience?
Possibly. Central State awards transfer credit for military experience
based on the American Council on Education’s Guide to Evaluation of
Educational Experiences in the Armed Forces. Veterans should see the
Registrar if they are interested in receiving credit for military experience.
Advising Assignments
Q: How do I know who my advisees are?
Each department has its own procedures for matching faculty members with student advisees. Ask your department chair for a list of your
advisees. The Center for Academic Success assigns advisors from the
Office of Academic Advising and Assistance to undeclared students and
students who are academically at-risk (on probation or re-admitted to
the university following a period of academic suspension).
Advising Holds
Q: My advisee cannot register. There’s an AR (advising registration) hold
on his account. What should I do?
A hold can be placed on a student’s account for many reasons. A student who is struggling academically may find that an advising hold has
been placed on his account. This is meant to insure that the student
speaks to an advisor before scheduling classes. To remove the hold you
need “write access” to the hold screen (SOAHOLD) on Banner. (Email
a request for “write access” to helpdesk@centralstate.edu.) Once you
have access to the screen, here’s what to do:
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Option 1
1. Log into Banner.
2. Go to SOAHOLD.
3. Enter the student identification number and hit “enter” on the
keyboard. If the ID is unknown, type the student’s name (last name,
comma, first name)
4. Hit Ctrl + page down simultaneously. The type of hold will be displayed. You can only remove AR holds.
5. Click the calendar icon after the “to” date. A calendar displaying the
end date will appear.
6. Go to the bottom left corner of the calendar and click “today.”
7. Click the “<” symbol next to the month to back up one additional
day. (Otherwise, the hold will remain until the end of the day.)
8. Click “OK.”
9. Click the save icon in the upper left corner of the page.
Option 2
1-4 Same as above.
5. Click on “record” at the top of page.
6. Click on “remove” from the drop-down menu.
7. Click the save icon in the upper left corner of the page.
When done properly, a message will appear showing “record applied”
and “saved.” The hold is removed and the student can register for class.
Note: Freshmen may find that the Center for Academic Success has
placed an advising hold on their accounts. If the student is considered
at risk or is on academic probation, you should send the student to the
Center. Otherwise, you may remove the hold yourself. Option 2 can be
used with first time or new incoming freshmen.
Q: I really hate Banner. Is there another way to get around an advising
hold to help my advisee register for class?
Students aren’t required to register for class online. They can still submit
a registration form to the registrar. The registrar will remove the AR
hold if you have signed the form as the student’s advisor. Note: It is
important to complete the registration form completely. Be sure the
student lists his or her identification number. Always use the five digit
course registration number (CRN). List alternate class(es) in case a
course has few available seats. Sign the form and send the student to the
registrar’s office.
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Banner/MyCSU
Q: What is Banner?
Banner is the university’s main data portal. You can find a wealth of
information on Banner including a student’s transcript, class schedule,
contact information, and college entrance exam scores; the semester
course schedule, course enrollment information, and more.
Q: How do I access Banner?
Ask the IT department to install Banner on your office computer.
Workers will explain the process for logging into the system. You will
only be able to use Banner while on campus unless a VPN client has
been installed on your computer. Call (937) 376-6081 for training.
Q: What is MyCSU?
MyCSU is the web-based self-service portal for Banner. It’s less robust
than Banner, but easier to use. You can log onto MyCSU from any
computer connected to the Internet. Ask a colleague to show you the
ropes.
Consortium Classes/Independent Study
Q: What should a student do if he is registering for his last term in
school and needs a course to graduate, but the course isn’t offered
that term? Or the course is full? Or the student can’t take the course
because of a scheduling conflict?
Many programs at Central State schedule a section of “independent
study” to help students in these situations. The student should speak
to the chair of his department and determine whether it is possible to
take the course as independent study. If it is possible and if the student
ultimately takes the course as independent study, you should file a
waiver-substitution form with the Registrar’s office requesting that the
independent study course be substituted for the required course.
The student can also take the course at another university. He/she
can take a “consortium course” at any university affiliated with the
Southwestern Ohio Council for Higher Education (SOCHE) without
incurring fees beyond his regular Central State tuition. Students should
visit soche.org for a list of member institutions. They should visit the
Registrar’s office for more information on “cross registration.”
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Q: Can a student take a course at a SOCHE institution just to explore a
personal interest?
The university permits students to cross register at SOCHE institutions
to help students graduate. The intent is to help students satisfy their
major requirements when they are unable, for whatever reason, to take
specific courses at Central State. Generally speaking, students are not
permitted to cross register for courses simply to satisfy personal interests.
Counseling Services
Q: My advisee seems depressed. Even worse, I think that he/she may
have a drinking problem. What should I do?
Faculty members are not expected (or necessarily qualified) to offer
counseling services for students suffering psychological, emotional,
or substance abuse problems. Fortunately, the university has medical
professionals and trained counselors on staff. You should refer advisees to counselors as needed. Counselors can be found in the Student
Health Center in the Lackey-Lee Building. Students should call (937)
376-6134 for appointments or walk in during office hours (Monday
through Friday, 8 a.m. to 5 p.m.) Services are free to registered CSU
students.
Course Information/Registration
Q: How can I find out when a course will be offered, how many credits it
is worth, and whether it has any prerequisites?
That information can be found in the Central State catalog. The catalog
is available online at centralstate.edu under “registrar’s links.” Simply
look up the course description at the back of the catalog. A Roman
numeral after the course title indicates the term that the course is (usually) offered. “I” indicates fall term, “II” indicates spring term, and “III”
indicates summer term. Some courses are offered “on demand.” An
Arabic number indicates the number of credits. Prerequisites are listed
after the course description.
Q: I’ve seen some odd section numbers attached to courses. What do they
mean?
50 — evening course offered on the main campus
80 — Saturday course offered on the Dayton campus
90 — evening course offered on the Dayton campus
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Q: I wanted to register a student for FYS. It had a strange suffix – FYS
1101 01H? What’s that all about?
Course suffixes generally indicated the type of instruction. Here’s a list
of suffixes:
L = Online Learning
Students complete all their coursework online. They do not meet in
a classroom.
H = Hybrid
Students meet in a classroom sometimes and work online other 		
times.
W = Web Enhanced
Students meet in a classroom all the time, though they utilize
Internet resources regularly.
A course suffix may also indicate that a class is reserved for a specific
population of students.

C = Learning Communities 							
These classes are reserved for academically at risk students, generally
students who are on academic probation. You will not be able to 		
register your advisee for a learning communities class. The 			
Center for Academic Success assigns students to these classes.
Q: How do I know whether a course is on the schedule for the current
term and whether it is fully subscribed i.e. the enrollment cap has
been reached and students are no longer able to enroll in it?
You will find this information in a number of places.
The best, most convenient source for current course enrollment information is the CSU intranet (csuweb). Here, you can view a list of
ALL the courses being offered in a given term. The list will give you the
current enrollment information for each course. This list is particularly
useful late in the registration period when most of our courses are fully
subscribed and your advisee is still looking for courses to achieve a full
academic load. Here’s how to access this resource:
1. Open browser. (“Explorer” works best.) Type “csuweb” on the address line. Hit enter.
2. Select “data warehouse reporting” under the “quick links” section on
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the right side of the page.
3. Login with your regular computer access ID and password (the one
you use to access your Outlook account).
4. Select the “Registrar” tab at the top of the page.
5. Under the “queries” links on the left of the page – click “class enrollment stat.”
6. Enter the appropriate term code (example: 201130 = Spring 2011)
under the “All/Term” field. Click “search.” The full list of courses being offered on campus will appear with enrollment information for
each course.
You may also look up courses within your subject area, a specific course,
or courses offered at the Dayton campus. You can convert the data to
EXCEL if necessary. The intranet is only available on campus.
You will find enrollment information in MyCSU.
1. Open MyCSU. Click the “faculty” tab. Click “your faculty access to
self-service banner” link at the top left of the page.
2. Click “class schedule” under faculty services.
3. Select the appropriate academic term. Click “submit.” The “class
schedule search” page will appear.
4. Select a subject area to view all of the courses being offered in that
area. (Alternatively, select a subject area and input a specific course
number to retrieve information about a specific course.) Hit enter or
the “class search” button.
5. Once the course or courses appear on screen, click the course title.
This will take you to a page with “detailed class information” —
including the “capacity” of the class, the “actual” enrollment, and
the “remaining” number of student slots. A positive number under
“remaining” indicates the number of spaces still available in a class.
A negative number indicates that the class is over subscribed. (The
instructor or department head has waived the enrollment cap and
signed into the class a number of students.) The number “zero” indicates that there are no spaces available for additional students.
You will also find enrollment information on Banner. Use the
“SSASECQ” screen.
Q: I really hate Banner. Is there another way to get around an advising
hold to help my advisee register for class?
Students aren’t required to register for class online. They can still submit
a registration form to the registrar. The registrar will remove the AR
hold if you have signed the form as the student’s advisor. Note: It is
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important to complete the registration form completely. Be sure the
student lists his or her identification number. Always use the five digit
course registration number (CRN). List alternate class(es) in case a
course has few available seats. Sign the form and send the student to the
registrar’s office.
Curriculum Information
Q: Where can I find check sheets?
You can find the general education check sheet in the Central State
catalog and your department office. It is available online at centralstate.
edu under “registrar’s links.” You can find major check sheets in your
department office.
Q: Is there a four-year course plan available for my student’s major?
Yes. Every department has developed “four-year plans” for the degree
programs the department offers. If a student follows this template from
first term to last with no deviations, and passes all courses, he/she will
graduate within four years. (In reality, very few students follow the
plans from start to finish. Nonetheless, you should review the template
before advising a first-year student.) The four-year plans can be found
in the university catalog, which is available online at centralstate.edu.
(See “quicklinks” on the right hand of the homepage.)
Declaring/Changing Major
Q: How many credit hours does a student need to complete, within an
academic discipline, to achieve a major?
Majors consist of at least 30 credit hours of work.
Q: When does a student declare a major?
Students typically declare a major upon enrolling at Central State.
Later, they may use the Change of Major form to indicate that they are
changing from an “undeclared” major to a stated major. (The “Declaration of Major” form mentioned in the 2010-2012 catalog is no longer
used.)
Q: How does a student declare a double major?
A student may declare a double major on the Change of Major form.
Advisors should caution students about declaring a double major.
Pursuing a second major requires a great deal of effort and an aware-
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ness of the degree requirements of both majors. It usually requires more
than four years to accomplish. A student with a double major should
work with advisors in both departments. Incidentally, some academic
programs limit their students’ ability to double major. For example,
students in the journalism program may not double major within the
program i.e. they may not major in broadcast media and print journalism.
Q: How does a student change his or her major?
The student must complete a Change of Major form and file it with the
Center for Academic Success. You must sign the form as the student’s
current academic advisor. The chair of the student’s new major must
also sign the form. Once the student has these signatures, he/she
should take the form to the Center’s Office of Academic Advising and
Assistance (Room L19 on the lower level of the library). The Office will
file the form with the Registrar’s Office. You should advise the student
that changing majors might delay his/her graduation.
Declaring A Minor
Q: How many hours does a student need to complete in order to declare
a minor within an academic discipline?
Most minors consist of 20-24 hours of course work.
Q: How does a student declare a minor?
Students may declare a minor upon enrolling. After that time, the
student must submit a Change of Major form and indicate the new minor. You must sign the form as the student’s advisor. Please know that
different departments have different rules regarding minors. Students
in the journalism program, for example, cannot minor in the program.
(A broadcast major cannot minor in print journalism.) The journalism
program abides by rules established by an accrediting agency that limits
the number of courses that students may take within the program.
Check with your department or program to determine whether it has
any special rules regarding minors.
Developmental Courses
Q: How are students assigned to developmental courses?
Central State offers three developmental courses: ENG 0950, MTH
0420, and MTH 0421. Advisors review a student’s entrance exam
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scores before assigning the student to a developmental course. Please see
the assignment scheme provided elsewhere in the guide under “ENGLISH” and “MATH.” Advisors can find a student’s entrance exams on
Banner. (Use the SOATEST screen.)
Q: Do developmental courses count towards graduation?
No. They are not included in the 124 credits required for graduation.
However, they do count when determining whether a student has
registered for a full load of courses (which is important for determining
financial aid).
Disabilities
Q: My advisee says that he/she has a learning disability. He/she wants
to take an exam again. What should I do?
Students with documented learning disabilities may be entitled to
reasonable accommodations. Before making such accommodations, you
should refer the student to Disability Services (937 376-6479). If the
student has a genuine disability, that office will send you a letter stating
as much. You should coordinate special arrangements with that office
and the student.
Q: My advisee is physically challenged. He/she is having a great deal of
difficulty getting from class to class. What should I do?
Contact Disability Services (937 376-6479).
Drop/Add (See “withdrawals”)
Enrollment Caps
Q: If a student needs a course, but the course is already full, can I waive
the enrollment cap?
Only the course instructor may waive the enrollment cap. In some
departments, the department chair also has this authority. The college
dean may also waive the cap.
If you are the instructor, and you wish to waive the enrollment cap,
simply sign the student’s registration form on the same line that the
student has recorded the course information and indicate that you are
waiving the enrollment cap.
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Full Load/ Overload
Q: What is a full academic load?
12-18 credits during fall and spring terms.
Q: What is a full academic load during summer term?
12-15 credits each term. (Students may take a total of 30 credits over
the two summer terms, though financial aid is capped at 15 credits for
both terms.)
Q: May students take more than a full academic load?
Yes. A student may take up to three additional credits of overload — 21
total credits — provided he has at least a 2.5 grade point average and
receives permission from his advisor, the department chair, and dean.
You must complete an “overload request form” for a student to take
more than 18 credits. (On rare occasions, the university has permitted
students to take a four- or five-credit overload.)
Q: Does it cost anything to take an overload?
Students pay a flat fee for the first 18 credits of class. They pay for any
additional credit hours beyond a full, 18-credit academic load.
Q: How many credits should a freshman take?
The typical freshman should register for 15-16 credits fall term. Students taking developmental courses should register for fewer credits.
You should advise freshman against taking a full load (18 credits) their
first term. However, some programs, such as Manufacturing Engineering, require students to take a heavy load of courses their first term.
Grades/ Grade Point Average
Q: Does an “I” grade affect a student’s grade point average?
No. It doesn’t. However, the “I” grade is a temporary grade. Incomplete
grades are converted to permanent grades six weeks after the start of
the next (non-summer) term for which the student is enrolled. If the
instructor fails to submit a grade change by the six-week deadline, the
grade is converted to an “F” grade.
Q: Does a “W” grade affect a student’s grade point average?
No. However, the student must retake the course if it is required for
graduation.
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Q: Do the “Z” and “FZ” grades affect a student’s grade point average?
Yes. These grades for non-attendance are calculated the same way as an
F grade — zero earned points — and will affect a student’s grade point
average. (A “Z” grade indicates that the student never attended class.
An “F” grade indicates that the student attended class for a period of
time, but then stopped attending.) If a student receives an F, FZ, or F
grade in a course, the student must retake the course if it is required for
graduation. Once the student retakes the course, the original grade will
not be considered when computing the student’s grade point average.
Q: My student needs a 2.2 grade point average in her major to
graduate. She doesn’t know how to calculate her grade point average
— and neither do I! Please help.
You should be ashamed, but here goes. Students earn grade points
for every letter grade they receive (other than a “W”): A – 4 points;
B – 3 points, C — 2 points, D — 1 point; F, Z, FZ – zero points.  To
calculate the grade point average, multiply the number of grade points
earned by the number of credit hours for each course. (A student who
receives an “A” grade in a three-credit course will receive 12 quality
points for the course.) Divide the total number of quality points by the
total number of credits.
Example:
Letter Grade

Credit Hours

COM 2000
B
COM 2400
C
COM 4894
A		
COM 4896
FZ
TOTAL		

Grade Points Quality Points

3
3
3
2
1
4
3
0
10		

9
6
4
0*
19

Grade point average
(total quality points / total credits earned or 19/7) = 1.9
*The student will need to retake any required course that he or she failed,
failed to attend, or stopped attending.
Graduation Requirements
Q: If a student has earned 124 semester credits, is he or she eligible to
graduate?
Not necessarily, though many students mistakenly believe so. In order
to graduate, a student must satisfy all the requirements of the general
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education curriculum, all the requirements of their majors, earn 124
academic credits, have at least a 2.0 grade point average overall and at
least a 2.2 grade point average in the major (higher in some programs).
As part of the general education curriculum, the student must also pass
the English Proficiency exam or pass ENG 3000 with a “C” grade or
better. (All students must take the exam. They enroll in ENG 3000
only if they fail the exam.) In addition, at least 24 of the student’s final
30 semester hours of credit must come from Central State.
Q: How do I submit a graduation application?
The student should bring you his/her graduation application and exit
interview. Review the student’s transcript and check sheets. Determine
what courses the student still needs to take. Complete the graduation
application indicating what courses the student will be taking prior to
graduating. Sign the form. Forward the application, exit interview, and
completed check sheets to the department chair. Include any substitutions or course waivers on the appropriate forms. The registrar will do a
final transcript analysis and then mail a letter to the student indicating
that the application was approved or withdrawn. If the application has
been withdrawn, the registrar will indicate what the student must do
before reapplying.
Students must pay a small fee upon applying for graduation. They
should submit the fee to cash management or ask cash management to
add the fee to the their account balances.
Q: What is the deadline for submitting a graduation application?
The deadline for May graduation is the final day of the Fall exam period. After that time, students will be assessed a late fee. March 1
is the drop-dead date. As a practical matter, students should submit
their graduation applications midway through their second to last term.
This will insure that the application is reviewed before the start of the
student’s final term. The student will have time to register for additional
classes if necessary.
Non-Traditional Students
Q: An older man visited my office the other day. He attended Central
State 20 years ago but did not graduate. He wants to return to
school. Will the credits he earned count toward a diploma?
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The credits he earned will count toward the 124 semester credits
needed for graduation. However, it will be up to each department to
determine whether those credits can be used to satisfy specific degree
requirements. The Humanities department may, for example, waive
the requirement that the student take ENG 1100 and accept the
English credits that the student previously earned. The Mathematics
and Computer Science department may, however, require the student
to take Computer Literacy — despite the fact that the student took a
computer class years ago – recognizing that the computer industry has
changed and that the student’s previously earned credits may no longer
be relevant.
Q: An older man visited my office the other day. He attended Ohio State
University 20 years ago. He lives in Xenia now and would like to
complete his degree here. Will Central State accept his OSU courses
for transfer credit?
A: Yes.
Q: What check sheet should we use for a non-traditional student,
returning to Central State after many years.
If the student has been away from school for eight or more years, the
student must use the check sheet currently being used by students
majoring in his subject area. If the student has been away from school
for fewer than eight years, he may use the check sheet that was in use
during his previous stay at Central State.
Prerequisites
Q: How do I know whether a course has a prerequisite?
That information is included in the course description in the Central
State catalog. It is also available on MyCSU. (Go to Faculty Services.
Click “class schedule.” Select a term. Choose a subject area or input the
course number. When you see the course you are researching, click the
course title. Prerequisites will be listed on the “detailed class information” page.) Central State’s computer based registration system will
generally block a student from registering for a class if the student lacks
a prerequisite. However, advisors should still be aware of prerequisites
and sequence-based courses and encourage students to take courses
expediently.
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Q: My student needs to take just two courses to graduate. However, one
of the courses is the prerequisite for the other. I’d like to waive the
prerequisite, so that she can take both courses at the same time. Can I
do that?
Some departments allow instructors to waive prerequisites for courses
the instructor teaches. However, if you do not teach the course in question, you do not have the right to waive the prerequisite. As a general
rule, you should resist the temptation to waive prerequisites that your
colleagues established, presumably, for good reason. If you wish to
waive a prerequisite, and your department allows instructors to do so,
you should sign the student’s registration form and indicate that you are
waiving the prerequisite.
Privacy Rights
Q: My advisee’s Mom called. She seems very concerned about her son’s
academic progress. He didn’t share his grade report with her. May I
let her know how he is doing?
Parents do not have a presumptive right to their children’s college
records. If a student is listed as a dependent on his parent’s 1040 tax
form, the parent has a right to access the student’s records. You may call
the Office of Financial Aid at 937 376-6547 to determine whether the
student has been claimed as a dependent.
If a student is not claimed as a dependent on his parents’ income tax
return, you may not release academic records unless the student has
signed a Family Education Rights and Privacy Act waiver. You should
check the Banner “SGASADD” screen to determine whether there is
a waiver on file. The screen will indicate “FERP.” The person to whom
the waiver has been granted will be listed under the “comments” section.
If there is no waiver on file, you should tell the parent that you may not
discuss the student’s academic record unless the student comes to your
office and submits a signed letter waiving his FERPA rights to the parent. (We’ve attached a FERPA waiver at the end of this document.)
Proficiency Exams
(See “Advanced Placement/Standing”)
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Readmission
(See “Academic Probation/Suspension/Readmission”)
Repeated Courses
Q: Does a repeated course affect a student’s grade point average?
Yes. The last grade that a student receives will be used to calculate the
student’s grade point average. Students should know that repeating a
course can have unintended consequences. Consider this scenario: A
student receives a C grade in a major course. She retakes the course to
improve her grade point average, but receives a D grade instead. The D
grade will stand. Consequently, the student will need to take the course
a third time, since students must generally earn at least a C grade in
their major courses.
Advisors should encourage students to check with the Office of Financial Aid to determine the effect of repeated courses on their financial aid
awards.
Satisfactory Academic Progress
Q: What is “satisfactory academic progress?”
Students must maintain a minimum grade point average while at Central State. The standard becomes tougher the longer the student stays in
school.
Total Cumulative Quality Hours		

1-20
21-40
41-60
61+

Grade Point Average

1.7
1.8
1.9
2.0

A student may ask the Academic Standards committee to waive the
“satisfactory progress” requirement. The student’s appeal must be
in writing and be accompanied by appropriate documentation. The
student’s advisor, department chair, and dean must sign the form. Each
person must recommend whether to approve the appeal. The dean will
forward the appeal, with the various recommendations, to the Academic Standards Committee, which will decide whether to grant the appeal.
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Scheduling Conflicts
Q: Can I permit a student to enroll in a class if the class conflicts with
another class on the student’s schedule?				
You may not waive a time conflict unless you are teaching one of the
two courses that overlap on the student’s schedule.
Generally speaking, a student will not be able to register for a course
if the course is offered at the same time as another class already on the
student’s schedule. However, the student may ask one of the instructors involved to approve the time conflict, which will allow the student
to register for the instructor’s course notwithstanding the conflict. To
process this request, the student should give the instructor a drop/add
form. The form includes a “time conflict approved” line that the course
instructor must sign. The student’s academic advisor must also sign the
form. Once the student has collected both signatures, he/she should
take the form to the registrar’s office to be enrolled in the class.
There are no university guidelines concerning scheduling conflicts, and
you should use your best judgment on approving them. It is probably
unwise to enroll a student into class who will be more than 15 minutes
late on a regular basis. If you approve a time conflict, you should probably negotiate a written understanding with the student explaining the
student’s responsibilities.
Student Classification
Q: My advisee wants to register for a capstone class. The prerequisite is
“senior status.” She’s been at Central State for nearly six years. That
means she’s a senior, right?
Not necessarily. Look at her transcript. How many credits has she
earned? A senior is a student who has earned 91 or more credits. If she
hasn’t earned 91 credits–but is close–you should advise her to speak to
the course instructor. The instructor may waive the prerequisite in this
instance.
Freshman—a student who has earned 30 credit hours or less.
Sophomore—a student who has earned between 31-60 credit hours
Junior—a student who has earned between 61-90 credit hours
Senior—a student who has earned 91 or more credit hours.
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Student information
Q: I need to speak to my advisee but don’t have his contact information.
How do I reach him?
You can use MyCSU. Go to the “student information” menu under
“faculty services.” You should be able to find a mailing address, phone
number, and Central State email address. (Warning: Many students do
not check their Central State email. For that reason, you should advise
them to link their CSU email accounts to their personal email accounts.
To do this, they should open their MyCSU email, click “options” and
then “auto forward.” By typing in their personal email account information, all of the email that is sent to their MyCSU accounts will be
forwarded to their personal email accounts.)
If you still cannot reach the student, call the Registrar’s office. It will be
able to provide contact information.
Student Responsibilities
Q: What are the student’s responsibilities in scheduling courses?
The student is responsible for working with his or her (assigned) advisor
to schedule classes. Students who self advise will find it difficult to request waivers and substitutions to rectify mistakes. You should encourage your advisees to work with you while at Central State.
Substitutions/Waivers
Q: If a student failed to take a course, but has taken a similar course at
Central State or elsewhere, may I substitute one course for the other?
Yes. If you plan to substitute one class for another, you should complete
and sign a “waiver/substitution” form and then send it to your chair
and dean. They will consult with other departments if necessary. The
substitution may or may not be approved.
You should submit all substitution requests a term before the student
expects to graduate. That way, if the request is denied, the student can
still add the course to his schedule the last term he is at Central State.
Q: If a student fails a required course (or fails to achieve a required
grade in his or her major) may the student take a comparable course
elsewhere and then request a substitution?
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No. If a student fails a Central State course or fails to achieve a required
grade (a “C” grade is usually required in the major), the student must
repeat the class at Central State. The student may take the course with a
different professor, but the course must be repeated at Central State.
Transcript Analysis
Q: I just looked at my advisee’s transcript. What is the difference
between “earned” credits, “attempted” credits, and “g.p.a.” credits?
“Attempted credits” include all of the courses that the student has taken
at Central State, including courses from which he ultimately withdrew.
“GPA credits” include all of the courses that the student has taken at
Central State that impact the student’s grade point average. (Courses
from which the student withdrew are not included.) “Earned credits”
include courses that the student passed at Central State and courses accepted for transfer credit.
Transfer Credit
Q: Who determines what courses will be accepted by Central State from
other universities?
The registrar will determine whether the university accepts credit from
other universities. Under state law, the university is required to accept
grades of D or better for transfer credit from state assisted colleges
and universities in Ohio. (Credits from “D” grade courses will count
towards the 124 credits required for graduation. However, the student
may still need to repeat the class if Central State requires a “C” grade in
the course.) Grades of C or better are generally acceptable from out of
state schools.
Department chairs will determine whether credits accepted by Central
State may be used to satisfy major requirements. Accredited academic
programs may be limited in the number of credits they are permitted to
accept. Consequently, some transfer students will graduate with considerably more than 124 academic credits. You should not advise transfer
students until you clarify which transferred courses satisfy program
requirements.
Q: Does Central State accept credit from proprietary schools, such as
vocational, technical, beauty, and non-accredited business schools?
It does not. The university’s policy is outlined in its procedures for
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establishing articulation agreements. The policy says that Central State
does not accept credit from the Carousel Beauty School, Cincinnati
Metropolitan College, Dayton Barber College, Harding Business College, International College of Broadcasting, ITT Technical Institute,
Ohio Institute of Photography and Technology, RETS Technical Center, Sawyer College of Business, School of Advertising Art, Southeastern
Business College, Southern Ohio College, Trumbull Business College,
and “others not listed.” The state of Ohio is encouraging universities
to review this matter. It is possible that individual programs at Central
State will establish articulation agreements with proprietary schools in
the future outlining specific courses that the CSU program will accept for transfer. As it now stands, Central State does not accept credit
from these schools, notwithstanding what admissions officers may tell
prospective students.
Q: Do transfer grades affect a student’s grade point average?
No. Only courses completed at Central State are included in the cumulative grade point average. Credits accepted from other institutions are
recorded on the student’s transcript, but grades are not transferred.
Transfer Module
Q: What is the Ohio Transfer Module?
The Ohio Transfer Module is a list of courses that are fully transferable
between state institutions. It contains 36-40 semester course credits in
natural and physical sciences; English composition; social and behavioral sciences; mathematics; fine and performing arts and humanities  
(everything above the FYS line on the general education check sheet).
Tutoring/Academic Assistance
Q: It’s only the fourth week of the term, but my advisee is in danger of
failing his/her math class. Can he/she get tutoring?
Yes, he/she can. Tutoring services are available in the Learning Skills
Center, which is part of the Center for Academic Success, from 8 a.m.
until 9:30 p.m. Monday through Thursday and from 8 a.m. until 5
p.m. on Friday. The Center is located in the basement of the library.
Walk-in appointments are welcome.
Students may get help in specific courses or on specific assignments.
These services are available to all students, but especially students who
are experiencing difficulty with general education courses or who may
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need additional help developing their reading, writing, or mathematical
skills. Call (937) 376-6356 for more information.
You may refer a student to the Center by using the online referral system or by using the form at the end of this guide. To access the on-line
referral form, go to MyCSU, click “faculty access to self service banner,” and then select “summary class list” on the faculty services page.
Choose the current term and then the select the appropriate class for
your student. When the class list appears, look to the bottom of the
page, and click “online referral form.” Complete the student identification information and check the appropriate items. When you submit
the referral, it will go to the Center for Academic Success.
Q: Are there any other services available on campus?
A wide variety of services are available. You may refer students to the
Center for Student Opportunities in Jenkins Hall, Room 123, for tutoring in science, technology, engineering and mathematics. Call (937)
376-6265 for information.
You may refer students to the University Writing Center located in
Wesley Hall, Room 214, for tutoring in writing, mechanics, and composition. Call (937) 376-6337 for information.
Many departments offer tutoring during regularly scheduled “study
tables.” Call the department for information. Phone numbers for all
departments can be found at the end of this guide.
Supplemental instruction in writing and math is provided for new, firsttime students who require such support every morning and for students
in the Individual Intervention Program (IIP) every afternoon.
Q: Is any tutoring available off campus?
Yes. The state of Ohio provides on-line tutoring through the Ohio Collaborative for E-Tutoring. Tutors from across the state support the following academic areas: accounting, biology, calculus, chemistry, math,
statistics, and writing across the curriculum.
All subjects listed above, with the exception of Writing across the Curriculum, are available synchronously throughout the week. Students
wishing to work with a tutor on a paper may upload a draft of the
paper and receive an asynchronous response from an eTutor. Students
may post eQuestions whenever they wish and eChats are available
throughout the week from 9 a.m. until 10 p.m. Students may set up an
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e-tutoring account by visiting etutoring.org. Click “login now,” select
“Ohio E-Tutoring Collaborative,” and then choose “Central State.”
From there, the student should click “need an account.”
Withdrawals
Q: When can a student drop a class?
A student can drop a class “without record” the first nine days of a
15-week semester. The class will not appear on the student’s transcript.
All drops after the ninth day will result in a grade of “W.” Students may
withdraw from class until the end of the twelfth week.
Q: Does a “W” affect a student’s grade point average?
No. Students may withdraw from any course by the deadline set by the
university. A “W” grade does not affect a student’s grade point average,
but required courses must be repeated.
Q: Can withdrawing from a course affect a student’s financial aid?
Yes. If withdrawing from a course drops the student to part-time status
(fewer than 12 credits) that can affect the student’s financial aid. You
should advise a student to see a financial aid advisor before he or she
drops a course that results in the student taking fewer than 12 credits.
Q: Can a student withdraw from a course online?
A student can withdraw from any course online during the drop/add
period — the first nine days of the term. Effective Fall 2010, students
will also be able to withdraw from school online. The student has until
the end of the twelfth week of the term to withdraw from school.
Q: When can a student add a course?
A student can add a course during the drop-add period the first nine
days of the term. Occasionally, the registrar will allow students to add
courses after the drop add deadline. If so, she will announce a new
deadline for adding courses. In that instance, the student must submit a
drop/add form to his advisor. The student’s advisor must sign the form.
Before adding a student into a course, you should check MyCSU to
determine whether there is space available in the class.
Workload/Study Load
(See “Full Load/Overload”)
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APPENDIX A—Useful Phone Numbers
You should have a computer, installed by the Office of Information Technology, in your office. IT will install Microsoft Outlook, which the university uses for email traffic, on the computer. You will establish a user name
and password when you first begin to use the system.
If you need to reach someone, and you know the person’s name, you can use
Outlook to find the person’s email address and phone number. (Click “new
email” and then type the person’s name in the “find someone” space at the
top of the screen. Hit “enter” and the person’s contact information should
appear.)
If you do not know a person’s name, or just want to find “someone” from a
particular department, you can go to the university’s Intranet site. Here’s the
web address: http://spider/WebApplications/ReportingSystem/Banner_Directory/index.asp
The intranet is available only on campus. You log onto the site using the
same user name and password that you use for Outlook.
Academic Advising and Assistance------------------------------ (937) 376-6110
Academic Affairs--------------------------------------------------- (937) 376-6431
Access Investment Office (scholarships)------------------------ (937) 376-6159
Admissions---------------------------------------------------------- (937) 376-6348
Assessment (proficiency exams)---------------------------------- (937) 376-6236Business Administration-------------------------------------------(937) 376-6668
Career Services----------------------------------------------------- (937) 376-6383
Center for Academic Success--------------------------------------(937) 376-6557
Central State University-Dayton---------------------------------(937) 376-6167
College of Arts and Sciences--------------------------------------(937) 376-6453
College of Business and Industry---------------------------------(937) 376-6441
College of Education-----------------------------------------------(937) 376-6007
Counseling Services----------------------------------------------- (937) 376-6649
Dean of Students--------------------------------------------------- (937) 376-6387
Disability Services-------------------------------------------------- (937) 376-6479Financial Aid------------------------------------------------------- (937) 376-6579
Financial Aid (tax status, privacy)------------------------------- (937) 376-6547Fine and Performing Arts------------------------------------------(937) 376-6403
Health Center------------------------------------------------------ (937) 376-6134
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Health, Physical Ed. & Recreation-------------------------------(937) 376-6219
Humanities--------------------------------------------------------- (937) 376-6031
Information Technology------------------------------------------ (937) 376-7007
Information Technology (Banner training)-------------------- (937) 376-6081
Inter-Faith Campus Ministry------------------------------------ (937) 376-6566
Journalism & Mass Communications---------------------------(937) 376-6324
Learning Skills Center----------------------------------------------(937) 376-6110
Learning Skills Center (Tutoring)--------------------------------(937) 376-6356
Library & Media Services------------------------------------------(937) 376-6106
Manufacturing Engineering --------------------------------------(937) 376-6435
Mathematics & Computer Science ------------------------------(937) 376-6363
Military Science-----------------------------------------------------(937) 376-6281
Natural Sciences-----------------------------------------------------(937) 376-6357
Police and Safety----------------------------------------------------(937) 376-6368
Professional Education---------------------------------------------(937) 376-6643
Registrar--------------------------------------------------------------(937) 376-6231
Residence Life-------------------------------------------------------(937) 376-6107
Social and Behavioral Science-------------------------------------(937) 376-6144
Student Health Center---------------------------------------------(937) 376-6076
Student Leadership and Development---------------------------(937) 376-6393
Student Support Services------------------------------------------(937) 376-6182
Transportation-------------------------------------------------------(937) 376-6449
University Counsel-------------------------------------------------(937) 376-6629
Water Resource Management-------------------------------------(937) 376-6212
Writing Center------------------------------------------------------(937) 376-6337
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1. Appeal to Academic Standards Committee
2. Appeal for Readmission
3. Change of Major
4. Course Registration
5. Course Waiver/Substitution
6. Drop/Add
7. General Education Check Sheet
8. Grade Change
9. Incomplete Grade
10. Privacy (FERPA) Waiver
11. Proficiency Exam Request
12. Transcript Request
13. Tutoring Referral
14. Writing Center Referral
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1. Appeal to Academic Standards Committee
INFORMATION TO CONSIDER
WHEN SUBMITTING AN APPEAL

State the nature of the appeal as clearly as possible. What are you asking the
committee to consider and what action you would like to see taken?
Provide supporting documentation (physician’s statement, etc.). Documentation is critical to the success of your appeal.
Make an appointment with your Academic Advisor to present and discuss
your appeal to insure that it is complete, that it has the necessary documentation, that the advisor clearly understands the nature of your appeal and
that your Advisor includes his/her statement regarding the appeal.
Your Advisor will submit your appeal to the Department Chairperson for
review.
Once your appeal is reviewed by the Department Chairperson, it will be
submitted to the Dean of your College for review. When the Dean has
completed his/her review, your appeal will be forwarded to the University
Registrar for presentation the Academic Standards Committee.
The Academic Standards Committee will consider your appeal, render a
decision and you will be notified in writing of that decision. Your letter of
notification will be mailed to the address that you provide on the Appeal
Form. Please be sure to provide a current phone number on the Appeal
Form.
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Forms
CENTRALAPPENDIX
STATEB—Advising
UNIVERSITY
Wilberforce,
Ohioto
45384
1. Appeal
Academic

Standards Committee continued

APPEAL TO ACADEMIC STANDARDS COMMITTEE
Date_________________ Phone: ___________________________________
Cell Phone: _____________________________________ E-Mail: ___________________________________
Name__________________________________________________ Student.#: ___________________________
Address _____________________________________________________________________________________
____________________________________________________________________________________________
Major ______________________________________________________________________________________

I HEREBY APPEAL TO (State Specific Request) ____________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
EXPLAIN CLEARLY THE CIRCUMSTANCES RELATING TO THE NEED FOR THIS APPEAL.
BE SURE TO INCLUDE ADEQUATE INFORMATION TO DESCRIBE THE SITUATION
(Please print or type using black ink).
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
(If necessary, attach additional documents to support this petition)
Forms /Student Academic Appeal
Rev 07-2010
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1. Appeal to Academic Standards Committee continued
 STUDENTS PLEASE DO NOT WRITE ON THIS SIDE 
UNIVERSITY PERSONNEL COMMENTS ONLY

CIRCUMSTANCES / FINDINGS
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
RECOMMENDATIONS: SUPPORT
DO NOT SUPPORT
_________________
_________
Faculty/Advisor Date
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
RECOMMENDATIONS: SUPPORT
DO NOT SUPPORT
____________________
________
Department Chair Date
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
RECOMMENDATIONS: SUPPORT
DO NOT SUPPORT
_________________
_________
Dean Date

COMMITTEE ACTION: APPROVAL_________

DENIAL__________

DATE_________________

COMMENTS: ____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________

__________________________________________
Academic Standards Committee Chair
Forms /Student Academic Appeal
Rev 7-2010
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2. Appeal For Readmission
Central State University
Office of the Registrar

Important information regarding your Appeal for Readmission
A student who has been “Academically Suspended” from the University must remain out for a minimum
of one semester, if this is the first time that the student has been Academically Suspended. A student
who has been “Academically Suspended” for a second or more times must remain out for a minimum of
two semesters. After a third “Academic Suspension” readmission may not be granted.
If you desire to be re-admitted to Central State University, you must arrange an appointment with your
advisor for the purpose of preparing an Appeal Form for Readmission, a Time Management Plan
and a Student Readmission Agreement. These forms are attached to this packet.
For assistance with determining who your academic advisor is, you may contact Dr. Frank Schiraldi,
(937) 376-6657, or you may contact the Dean of your College.
The completed Appeal for Readmission and attendant documents, prepared with the assistance of your
advisor, must be presented to the Academic Standards Committee at least thirty (30) days prior to
the beginning of the term in which you wish to enroll. The Appeal for Readmission, Time
Management and Student Readmission Agreement forms are available from the Office of the Registrar.
The Academic Standards Committee will review the Appeal for Readmission and all accompanying
documents as supplied by you and your advisor. The Committee will make a decision regarding your
readmission request based on the information that you have provided. Please be aware that
readmission to the University is not guaranteed.

Forms /Student Readmission Appeal
Rev 07-2010
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APPENDIX
B—Advising
Forms
CENTRAL
STATE
UNIVERSITY
Wilberforce, Ohio 45384

2. Appeal For Readmission
APPEAL FOR READMISSION
Date_________________

Phone: _____________________________

Cell Phone: _____________________________

E-Mail: _____________________________

Name___________________________________

Student. ID: __________________________

Address ______________________________________________________________________
______________________________________________________________________________
Major ________________________________________________________________________

I HEREBY APPEAL TO (State Specific Request) _____________________________________
______________________________________________________________________________
______________________________________________________________________________
EXPLAIN CLEARLY THE CIRCUMSTANCES RELATING TO THE NEED FOR THIS APPEAL.
BE SURE TO INCLUDE ADEQUATE INFORMATION TO DESCRIBE THE SITUATION (Please
print or type using black ink).
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
(If necessary, attach additional documents to support this petition)

Forms /Student Readmission Appeal
Rev 07-2010
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2. Appeal For Readmission continued


STUDENTS PLEASE DO NOT WRITE ON THIS SIDE



UNIVERSITY PERSONNEL COMMENTS ONLY

CIRCUMSTANCES / FINDINGS
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________

RECOMMENDATIONS: SUPPORT

DO NOT SUPPORT

______________________

Faculty/Advisor

______________

Date

____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________

RECOMMENDATIONS: SUPPORT

DO NOT SUPPORT

______________________

Department Chair

______________

Date

____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________

RECOMMENDATIONS: SUPPORT

DO NOT SUPPORT

______________________

Dean

COMMITTEE ACTION:

APPROVAL_________

DENIAL__________

______________

Date

DATE_________________

COMMENTS:
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
__________________________________________
Academic Standards Committee Chair

Forms /Student Readmission Appeal
Rev 07-2010
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2. Appeal For Readmission continued
Student Readmission Agreement
CENTRAL STATE UNIVERSITY
STUDENT READMISSION AGREEMENT

I understand that in order to have my appeal considered for readmission to Central State University, I
must make a sincere commitment to improve my academic status. I further understand that if I am
readmitted, I will adhere to the agreement outlined below. Otherwise, I may forfeit my privilege to
receive financial aid and/or possibly risk being suspended from CSU.

I, __________________________________________________,

will:

1.

Repeat the following courses (List the courses below).

2.

Show significant progress by earning enough “A’s” and “B’s” to offset the effect of low grades
that I have earned.

3.

Complete at least 12 credits per semester (if full-time) or the number of credits specified by the
financial aid guidelines.

4.

Earn a “C” or better in all classes completed.

5.

Show a significant increase in my GPA in order to meet the required standards outlined in the
financial aid handbook and the University catalog. I have received and understand the
guidelines.

6.

Schedule regular appointments with my advisor to update her/him on my academic progress.
(The first appointment should be scheduled for the second week of classes).

7.

Discuss class scheduling and any changes in course enrollment (adds/drops or withdrawal) with
my advisor.

8.

Prepare a weekly time management plan that is approved by my advisor.

Student’s Signature _______________________________ Date__________
Advisor’s Signature _______________________________ Date __________

Forms /Student Readmission Appeal
Rev 07-2010
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2. Appeal For Readmission continued
Weekly
Time STATE
Management
CENTRAL
UNIVERSITYPlan
Weekly Time Management Plan
Name _________________________________

Semester ______________

Year _______

Semester Schedule
Please indicate only your regular weekly commitments (include work, classes, study times, lunch,
evenings, etc.). This will enable us to set meeting dates and times with the least number of conflicts.
Time

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

8:30 am
9:00 am
9:30 am
10:00 am
10:30 am
11:00 am
11:30 am
12:00 noon
12:30 pm
1:00 pm
1:30 pm
2:00 pm
2:30 pm
3:00 pm
3:30 pm
4:00 pm
4:30 pm
5:00 pm
5:30 pm
6:00 pm
6:30 pm
7:00 pm
7:30 pm
8:00 pm
8:30 pm
9:00 pm
9:30 pm
Forms /Student Readmission Appeal
Rev 07-2010
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3. Change of Major Application

50

APPENDIX B—Advising Forms

4. Course Registration
****************Fall Semester 2010 ****************
Name: _________________________________________________________________________ ID #: ______-____-______ Date: _________________
Mailing Address: ________________________________________________________________ City: _______________________________________
(Use Residence Hall Address if appropriate)
State: ______ Zip code: ____________ Phone: (___)___________________________________Selective Service # _____________________________
(Required of all male students age 18 - 25)
Please indicate your MAJOR: _____________________________________________________ CONCENTRATION: __________________________
(If Appropriate)
REGISTRATION INSTRUCTIONS
100% payment due upon registration
1.

2.
3.
4.
5.
6.

You may use this form as a Mail-In Registration Form:
a.
If you are academically eligible to enroll in classes at CSU.
b.
If you have attended CSU in the past 12 months.
See your Academic Advisor for assistance with course selection and pre-requisite requirements.
Fill in your desired courses, fold form, seal and mail to the Office of the Registrar.
We will mail back to you a Registration Confirmation.
FACTS Payment Plan is available. For assistance, please call (937) 376-6593.
Payment is due upon registration. Your Financial Aid must be in place prior to registration. You also have the option of making a credit
card payment by completing the form below. Incomplete credit card information may result in the cancellation of your classes. If your
registration is cancelled, you will have to re-register during In-Person registration, if you desire to attend Fall Semester, 2010.

You may register for a maximum of 18 credit hours using this form. 19-21 credit hours require the submission of a signed Overload Approval Form
accompanied by an ADD/DROP Form.

Advisor’s Signature: ________________________________________

Date: _____________________

CREDIT CARD INFORMATION
Discover Card No. _______________________________________
Master Card No. _________________________________________
Visa Card No. ___________________________________________

CRN

Department

Course Number

Section Number

Expiration Date: _____/______
Expiration Date: _____/______
Expiration Date: _____/______

Day & Time

Credit Hours

Check if this is an
alternate course

Yes

Name as it appears on the Card: _____________________________ Amount: $ ________________
I hereby agree to pay the sum of the courses set forth above to the bank that issued my card in accordance with the terms of the credit for
the purchase of goods and services.
Signature: ______________________________________________ Date: _____________________

51

APPENDIX B—Advising Forms

5.:$,9(568%67,787,2125(;(037,21)250
Course Waiver / Substitution

BBBBBBBBBBBBBBBBBBBBBBBBBBBBB BBBBBBBBBBBBBBBBB BBBBBBBBBB BBBBBBBBBBBBBBBBBBBBB
6WXGHQW1DPH



661 

475 
7RGD\¶V'DWH
0DMRU BBBBBBBBBBBBBBBBBBBBBBBB
7+()2//2:,1*&2856(
BBBBBBBBBBBBBBBBBBBBBBBBBBBBB BBBBBBBBBB BBBBBBBBBB BBBBBBBBBBBBBBBBBBBBBBBBBBB
'(37



&5612
&5+56
7,7/(
&+(&.21/<21( 
:DLYHG 

 ([HPSW

6XEVWLWXWHG ,IVXEVWLWXWHGLQGLFDWHFRXUVH 

BBBBBBBBBBBBBBBBBBBBBBBBBBBBB BBBBBBBBBB BBBBBBBBBB BBBBBBBBBBBBBBBBBBBBBBBBBBB
'(37



&5612
&5+56
7,7/(
$GYLVRU6LJQDWXUH BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB 'DWHBBBBBBBBBBBBBBBBBBBBBBBBBBBB
$SSURYHGE\&KDLUSHUVRQBBBBBBBBBBBBBBBBBBBBBBBBBB'DWHBBBBBBBBBBBBBBBBBBBBBBBBBBBB
$SSURYHGE\'HDQ BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB 'DWH BBBBBBBBBBBBBBBBBBBBBBBBBBBB
:$,9(568%67,787,2125(;(037,21)250

BBBBBBBBBBBBBBBBBBBBBBBBBBBBB BBBBBBBBBBBBBBBBB BBBBBBBBBB BBBBBBBBBBBBBBBBBBBBB
6WXGHQW1DPH



661 

475 
7RGD\¶V'DWH
0DMRU BBBBBBBBBBBBBBBBBBBBBBBB
7+()2//2:,1*&2856(
BBBBBBBBBBBBBBBBBBBBBBBBBBBBB BBBBBBBBBB BBBBBBBBBB BBBBBBBBBBBBBBBBBBBBBBBBBBB
'(37



&5612
&5+56
7,7/(
&+(&.21/<21( 
:DLYHG 

 ([HPSW

6XEVWLWXWHG ,IVXEVWLWXWHGLQGLFDWHFRXUVH 

BBBBBBBBBBBBBBBBBBBBBBBBBBBBB BBBBBBBBBB BBBBBBBBBB BBBBBBBBBBBBBBBBBBBBBBBBBBB
'(37



&5612
&5+56
7,7/(
$GYLVRU6LJQDWXUH BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB 'DWH BBBBBBBBBBBBBBBBBBBBBBBBBBBB
$SSURYHGE\&KDLUSHUVRQ BBBBBBBBBBBBBBBBBBBBBBBBBB 'DWH BBBBBBBBBBBBBBBBBBBBBBBBBBBB
$SSURYHGE\'HDQ BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB 'DWH BBBBBBBBBBBBBBBBBBBBBBBBBBBB

52

APPENDIX B—Advising Forms

6. Drop / Add Form
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7. General Education Check Sheet
Central State University
General Education Requirements
Approved October 2009
Effective Fall 2010
Name: ______________________________________________________________
ID#: ________________________________________________________________
Advisor: ____________________________________________________________
Date entered: _____________________________________________________

College: _____________________________________________________
Department:________________________________________________
Major:________________________________________________________
Degree: _____________________________________________________

I. English Composition
8-9 credit hours
Must pass all of the following with a grade of C or above.
Transfer Module Requirement.
Course
Hrs
Grade
SEM/YR
Notes

V.

ENG 1100* or

5

ENG 1101

4

ENG 1102

4

II.

* Student should register in ENG 1100 or ENG 1101,
depending on placement score.

Mathematics
Transfer Module Requirement.
Course
Hrs
Grade

MTH 1750

3 credit hours

SEM/YR

Notes

3

III. Humanities and Fine Arts
Transfer Module Requirement.
Course
Hrs
Grade
HIS 1100

3

HIS 1121 or

3

9 credit hours
SEM/YR

Notes

Natural and Physical Sciences (7 credit hours
from 2 or more disciplines from List C on page
52; one choice must include a lab.)
Transfer Module Requirement.
Course
Hrs
Grade
SEM/YR
Notes

VI. First Year Seminar
1-2 credit hours
FYS 1101 is required of all first-time entering
freshmen and transfer students with less than
30 cumulative credit hours. FYS 1102 is
required of students on Academic Probation
during freshman year.
Course
Hrs
Grade
SEM/YR
Notes
FYS 1101

1

FYS 1102

1

VII. Computer Skills (2-4 credit hours from List D
on page 52).
Course
Hrs
Grade
SEM/YR
Notes

HIS 1122
Three credit hours from List A on Page 52.
Course
Hrs
Grade
SEM/YR

Notes

3

VI. Health
Course
HPR 1000

IV. Social and Behavioral Sciences (9 credit hours from
2 or more disciplines from List B on page 52).
Transfer Module Requirement.
Course
Hrs
Grade
SEM/YR
Notes

Transfer Module = 36 Hours from Areas I - V
General Education Requirements
Completed___________________________________________________
Advisor’s Signature
Date

Hrs

Grade

3 credit hours
SEM/YR
Notes

2

One credit hour from List E on page 52.
1
English Proficiency Requirement
Exam Passed: ______________________________________ (Date)
or
ENG 3000 Passed: _________________________________ (Date)
(Grade of “C” or above required.)

Revised 10-23-09
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7. General Education Check Sheet continued
LIST A. HUMANITIES AND FINE ARTS
ART 1100. Introduction to Art
ART 1110. Ancient & Early European Art History
ART 1120. Later European Art History
ART 2130. Arts of Africa
ART 2140. African American Art History
DRM 1100. Introduction to Theatre
DRM 2201. Development of Drama: Tragedy
DRM 2202. Development of Drama: Comedy
DRM 2204. African American Theatre
ENG 2100. Great Books, Great Films
ENG 2101. Literature and the Global Village
ENG 2102. Literature in our Times
ENG 2103. The Literary Tradition
ENG 2115. Literature and Gender
ENG 3010. African Literature
ENG 3020. African American Literature I
ENG 3021. African American Literature II
ENG 3030. American Literature I
ENG 3031. American Literature II
ENG 3040. British Literature I
ENG 3041. British Literature II
ENG 3051. World Literature I
ENG 3052. World Literature II
ENG 3060. Literature by Women
FLA 2290. Foreign Literature in Translation
FLA 3310. Literature of Spanish America
FLA 3441. Survey of French Literature
HIS 2250. Survey History of Africa
HIS 3455. Colonial Latin America
HIS 4428. Africa before 1800
HIS 4430. Africa 1945 - Present
MUS 1140. Music Appreciation
MUS 2233. History of Jazz
PHI 2210. Survey of Global Philosophy
PHI 2230. Global Religion
PHI 2240. Critical Thinking
PHI 2250. Applied Ethics

(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(4)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)

LIST B. SOCIAL AND BEHAVIORAL SCIENCES
ECO 2200. Introduction to Economics
ECO 2210. Principles of Microeconomics
ECO 2220. Principles of Macroeconomics
ECO 2270. Economic Problems of the Black Community
EDU 2300. Educational Psychology
GEO1101. World Geography: Western Hemisphere
GEO1103. World Geography: Eastern Hemisphere
GEO1110. Fundamentals of Geography
GEO2202
Economic Geography
HIS 2201. History of the U.S. to 1877
HIS 2202. History of the U.S. since 1877
PSC 1100. American National Government
PSC 2205. Introduction to Africa
PSY 1200. General Psychology
PSY 2220. Human Growth and Development
SOC 1105. Introductory Sociology
SOC 1111. Cultural Anthropology
SOC 1125. Social Problems
SWK 2200. Introduction to Social Welfare

(3)
(3)
(3)
(3)
(3)
(3)
(3)
(4)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)
(3)

LIST C. NATURAL AND PHYSICAL SCIENCES
BIO 1100. Organismal Biology w/lab
BIO 1300. Genetics and Diversity w/Lab
BIO 1500. Environmental Science w/lab
BIO 2000. Evolution
BIO 2050. Biology of the Environment
BIO 2151. Human Anatomy & Physiology I w/lab
BIO 2200. Biology of Aging

(3)
(4)
(3)
(2)
(2)
(3)
(2)

CHM 1050. Chemical Concepts
CHM 1150. Elements of Chemistry w/lab
CHM 1201. General Chemistry I w/lab
GEL 1101. Physical Geology w/lab
GEL 1105. Historical Geology w/lab
GEL 1110. Oceanography
GEL 2205. Environmental Geology
PHY 1110. Physical Science I
PHY 1120. Physical Science II
PHY 1140. Experimental Science w/lab
PHY 1160. The Physics of Sound w/lab
PHY 1170. The Visual Image w/lab
PHY 1181. Basic Physics I w/lab
PHY 1182. Basic Physics II w/lab
PHY 1183. Introductory Astronomy
PHY 2211/2212. University Physics I w/ lab
PHY 2213/2214. University Physics II w/ lab
WRM 2200. Intro to Water Resources Management
LIST D. COMPUTER SKILLS
ART 2010. Introduction to 2-D Computer Art
BUS 1500. Computer Applications for Business
CPS 1110. Computer Literacy
CPS 1115. Computer Fundamentals
CPS 1191. Computer Science I
MFE 1110. Principles of Manufacturing
MUS 2236. Computer Music Technology

LIST E. HEALTH: PHYSICAL EDUCATION ACTIVITY
HPR 1101. Archery
HPR 1103. Cycling
HPR 1104. Fencing
HPR 1105. Golf
HPR 1106. Advanced Golf
HPR 1107. Racquetball
HPR 1108. Beginning Swimming
HPR 1109. Advanced Beginning Swimming
HPR 1110. Intermediate Swimming
HPR 1111. Beginning Tennis
HPR 1112. Advanced Tennis
HPR 1113. Volleyball
HPR 1114. Aerobic Dancing
HPR 1115. Conditioning & Weight Training
HPR 1116. Prescriptive Exercise
HPR 1117. Badminton
HPR 1118. Walking to Fitness
HPR 1119. Water Aerobics
HPR 1120. Basketball
HPR 1121. Fitness for Life

(3)
(3)
(4)
(4)
(4)
(3)
(3)
(3)
(3)
(2)
(3)
(2)
(3)
(3)
(2)
(5)
(5)
(3)
(2)
(3)
(2)
(2)
(4)
(3)
(2)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
(1)
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8. Grade Change Report

ID ID
VO VO
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9. Incomplete Grade Report
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10. Privacy (FERPA) Waiver
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11. Proficiency Exam Report
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12. Transcript Request Form
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13. Tutoring Referral
Student Name:___________________________________________________
Identification Number:_____________________________________________
Subject(s):_______________________________________________________
Briefly explain reason for referral: _____________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________

Signature of Faculty Advisor:_________________________________________
Date____________________________________________________________
All referrals for tutoring should be submitted to the Learning Skills Center with
a printed copy of the student’s schedule attached. The Center is located in the
basement of the library. Call 376-6356 if you have any questions about making a
referral.
					
For Center Use Only:
Tutoring Arranged Date:____________________________________________
Tutoring Days/Times_______________________________________________
Tutoring Location:_________________________________________________
Tutoring End Date:________________________________________________
Number of Tutoring Sessions:________________________________________
Success of Tutoring Services:
Excellent		

Good

Fair

Poor

Tutoring Signature:________________________________________________
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14. Writing Center Referral
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APPENDIX C—Banner Codes
USING BANNER TO REGISTER & ADVISE STUDENTS
QUICK REFERENCE
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64

Don’t Run.

Don’t Hide.

Make time to advise.

65

Lost papers...

frustrate
students!

File it away.

66

“I don’t know,” is the wrong response.
Pick up the phone to find the answer.
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