UNDERGRADUATE ADVISOR’S GUIDE

DEPARTMENT OF MATHEMATICS AND STATISTICS

Academic advising is considered an important part of a faculty member’s duties at UNCW, and is an area in which all faculty are evaluated annually.  Full time faculty members who have served for at least one year in the department are normally assigned advisees.  Good advising makes a significant difference to students, and the time and effort to do a good job of academic advising are time and effort well spent.

HOW ADVISORS AND ADVISEES ARE ASSIGNED

Entering freshmen are initially assigned to the Student Academic Support Program for their first year.  New transfer students and freshmen and sophomores who have declared a major in the Department are assigned to the Department for advising.  When a student’s records are received in the Department, the secretaries assign a faculty advisor to the student.  This assignment is made with the goals of equalizing advisee loads and of assigning each student an advisor who is familiar with the student’s proposed area of concentration.  Students may request a change of advisor by talking with a departmental secretary.  There is a card file on the secretary’s desk listing each student’s name, social security number, major, and advisor; there is a file in the file drawer for each student containing their transcript or evaluation of transfer credits.  Students who have declared a double major are arbitrarily assigned to one of the departments by the Registrar’s office; if that is not our department, the student may ask you to serve as the “unofficial” advisor for this major.  The student is then responsible for going to the Registrar’s office and picking up the degree audit for this major each semester before the preregistration period; you will NOT receive a packet for these students.

PREREGISTRATION ADVISING

Advisors see each advisee at least twice a year:  in the middle of the fall semester to preregister for the following spring, and in the middle of the spring semester to preregister for the summer and fall.  For the student, this process begins when a copy of the printed schedule booklet for the upcoming semester(s) is placed in their campus mailbox shortly after mid-semester; the directions for preregistration in the booklet tell the student to schedule an appointment with their advisor.  Most advisors place a sign-up sheet for advising appointments on their office doors.

For the advisor, the preregistration advising process begins when you receive in your departmental mailbox a packet of materials for each advisee consisting of:


a.
the advisee’s permit to register (and access code)


b.
the advisee’s degree audit


c.
a departmental listing of when courses are usually offered


d.
a preprinted label (use if you want to send the advisee a letter)


e.
advising survey form

All of this material except the preprinted label is to be given to the student during the advising appointment!!  Some advisors prefer to fill out a sheet of degree requirements in addition to the degree audit; blank forms are available for each departmental concentration from the departmental secretaries.
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THE ADVISING APPOINTMENT

It is important to review the degree audit with each student at each advising appointment.  Therefore, it is helpful for the faculty advisor to have taken the SIS and degree audit workshops offered by the Registrar’s office.  For a student who has never seen a degree audit before, a more detailed explanation is necessary.  For every student each semester, be sure to check at least the following:

1.
Are the major, concentration, and catalog year correct?  If any of these are not correct, the


student must go to the Registrar’s office and fill out the appropriate change form; the rest of the degree audit will not be correct, so you should log on to SIS and do a corrected degree audit on-line during the advising appointment.  If necessary, remind the student that he/she must graduate within six years of the expiration date of the catalog they choose.

2.
Check that all the GPA’s listed are 2.00 or better; if not, discuss the importance of and ways and means of raising the GPA with the student.

3.
Hours still needed for graduation.  When does the student plan to graduate?  Remind the student of opportunities to advance the date of graduation by attending summer school, and of the necessity to formally apply for graduation.

4.
Basic Studies requirements.  Emphasize the “must completes” and answer student questions.

5.
Major requirements; review prerequisites and when courses are usually offered to assist the student in preparing a viable plan of when to take courses in order to graduate on schedule.

6.
Minors, if any:  cover the same points as major requirements.

Finally, be sure that the student knows how to use the dial-in SeaLine system for preregistration and drop/add, and that all the student’s questions have been answered. 



REMEMBER TO GIVE THE STUDENT THE PACKET,


INCLUDING THE PERMIT TO REGISTER, THE DEGREE


AUDIT, AND THE LIST OF WHEN COURSES ARE 


OFFERED!


Any notes, reminders of special circumstances, forms, etc.


should be placed in the student’s file in the department


office.  For students planning to graduate at the end of


the next semester, a copy of the degree audit in the student’s


folder is very helpful.
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OTHER DUTIES OF THE ADVISOR

The academic advisor is the interface between the student and the University; the advisor is not required to know all the answers to the student’s questions, but should assist the student in finding the correct information.  Your advisees should feel free to contact you at any time with questions about University academic policies.  Most of the answers will be found either in the catalog or in the student handbook, call a more experienced faculty member, an assistant chair, a departmental chair, or the Registrar’s office for unusual cases.

If a course (or courses) is to be substituted for one required in the major or minor, or if a requirement in the major or minor is to be waived, it is the responsibility of the advisor to fill out a Course Substitution Form and submit it to the department chair for approval before the start of the student’s last semester.  Standard forms for common substitutions and blank forms for other cases are available in the Department office.

At about the middle of the student’s last semester, the Registrar does a preliminary graduation degree audit on all students who expect to graduate at the end of that semester.  Reports of those audits are sent to the Department Chair, who contacts the advisors of any students who will not satisfy graduation requirements.  To avoid having to inform an advisee at that time that he or she will not graduate, it is recommended that advisors encourage advisees to schedule an appointment during the drop-add period their last semester for an on-line degree audit with the advisor.  This serves as a check that the classes the student is taking will satisfy all graduation requirements, at a time when schedule adjustments are still possible.

ANSWERS TO SOME COMMON QUESTIONS

If the student feels that the evaluation of transfer credits gives credit for the wrong UNCW course equivalent, the matter must be discussed with the Chair of the appropriate UNCW Department.

If a student has received transfer credit for a course, the course may not be repeated for credit at UNCW no matter how many hours of transfer credit were granted.  However, a transfer course in which the student received a D satisfies UNCW requirements but does not grant UNCW credit, so it may be repeated.

Prior permission is required to take a course elsewhere in summer school; the Registrar’s office has the forms.

Taking more than 7 hours in one summer session or more than 18 hours in one regular semester requires permission of the Dean’s Office and the student must then register in person at the Registrar’s Office, not by SeaLine.

A student with an incomplete outstanding in a course may not register for or audit that course until the incomplete is removed; it counts as an F in computing the GPA until it is removed.

