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Undergraduate Academic Advising Basics

	Essential Explanations and Definitions  


The Advising Delivery System: Understanding Key Team Members for Student Success
Enrollment Specialist
Enrollment Specialists (ES) preside within the Office of the Registrar.  The ES provides assistance in explaining university admissions policies and procedures, articulate transcripts, and provides help with registration concerns.   The ES will assess your eligibility for admissions. 
Academic Counselor
Academic Counselor’s (AC) are general counselors who visit with prospective and newly admitted TAMUCT students.  The AC assists students in exploring various undergraduate degree programs offered at TAMUCT.  AC’s communicate the expectations and academic requirements of the university, and appropriately align that with the student’s educational goals.  
Students seeking an undergraduate degree at TAMUCT are required to see an academic counselor upon acceptance to file an official degree plan and to have advising hold lifted to enable registration.  Transient and post baccalaureate students not seeking a second bachelor’s degree are not required to see an academic counselor.  Once the official degree plan has been filed the student will be assigned to a faculty advisor within his or her degree program and is expected to visit with the assigned faculty advisor from this point forward.
Faculty Advisor
The faculty advisor (FA) is the assigned mentor for degree seeking TAMUCT students and he/she will track their student’s academic progress until degree completion.  The FA will clarify education and career goals; assist with program planning, course selection, and scheduling.   
Establishing a working relationship with the faculty advisor is essential to student success.  Thus, it is strongly recommended that students first consult with their faculty advisor about issues or concerns that could potentially be a barrier to success prior to seeking alternative resources of assistance.

Career Counselor
Students who are undecided about career choices or want to know which occupation would best compliment their interests, skills, and education can seek assistance from our career counselor.
The career counselor can assist students with career development, basic components for job searching, and make referrals where necessary.   
Preliminary Advising:  What to Expect & What’s Expected of You
Prospective Students
Prospective students are those who have not applied to the university or have been admitted.   Prospective students who would like to explore degree programs at TAMUCT and have an unofficial assessment of how their coursework may transfer into a degree program are welcome to stop by the Undergraduate Advising Office.  

You must bring unofficial copies of transcripts for all colleges attended, have a list of career interests, and review degree programs offered by TAMUCT.  Counselors will not conduct assessments from your memory.  Advisement guides are available online at http://www.tamuct.org 
New Students
Once you have been admitted to the university and are seeking an undergraduate degree, you are required to visit with an academic counselor in the Undergraduate Advising Office.  Prior to meeting with an academic counselor it is recommended that you review the list of degree programs offered at TAMUCT.  
The advising session will consist of degree program exploration and initiate your official paperwork.  You will receive a copy of the degree advisement guide for your selected major and a copy of the transfer articulation report.   Once you have signed the Degree Acknowledgement Form (DAF) the advising hold will be removed, and if eligible, you will be able to register for classes following the advising session.
*Note:  Social Work majors will need to contact the SWK Department for advising.  Please call 
254-519-5406.

Advising Objectives

· Establish a productive partnership between counselor and student

· Explain university policies, procedures, and deadlines

· Examine and explore various academic programs and curricular options that compliment education and career goals

· Become knowledgeable about degree and graduation requirements

· Interpret transfer coursework and explain degree evaluation audit

· Navigate DuckTrax in BANNER system

· Empower students to make informed decisions and take responsibility for their educational experience  

· Guide students towards appropriate campus and community resources

The Advising Relationship Expectations

Prospective Student (P)

New TAMUCT Student (N)

	Academic Counselor Responsibilities
	Student Responsibilities
	

	Establish an interactive partnership with student to encourage 
	Visit with an academic counselor  for preliminary academic advising
	P N

	Demonstrate professionalism and empathy towards the student
	Be prepared for advising session and bring pertinent forms and copies of college transcripts
	P                 

	Be knowledgeable of university policies, procedures, and deadlines 
	Come prepared with questions to ask, and have a list of career interests 
	P N

	Effectively communicate degree curriculum and graduation requirements
	Research degree programs and career exploration
	P N

	Interpret academic transcripts and assist with establishing an advisement plan that is aligned with students’ abilities, interests, and goals
	Meet with faculty advisor (advisor in your major) at least once every semester to go over scheduling, academic progress, and any conflicts or concerns
	N

	Encourage student decision making and assist the student with accepting responsibility for their own educational plan   
	Conduct yourself in a respectful manner and adhere to the Student Code of Conduct policies set by TAMUCT
	N

	Be accessible via appointments, phone calls, or email  
	Accept responsibility for decisions and actions; listen to counselor’s recommendations
	P N

	Effectively listen and respect cultural diversity, life’s challenges, and values
	Be aware of your academic standing, major, classification, GPA, grades, registration add/drop dates and withdrawals
	N

	Assist student with navigating through DuckTrax in Banner
	 Access and navigate through DuckTrax. Monitor your academic progress, register, check grades, holds and run periodic degree audits
	N

	Refer student to appropriate campus offices or community resources
	Know your resources (e.g., student affairs, financial aid & scholarships, student government)
	N

	Maintain confidentiality and uphold FERPA regulations
	Initiate request for course substitutions, and application for Graduation
	N


Understanding the Difference between a Degree Acknowledgement Form and Degree Advisement Guide 

Degree Acknowledgement Form (DAF) 

An official contract signed by the student, academic counselor, and department head that certifies the official degree plan on the date under the perspective catalog year.  It also certifies that the student has received a printed copy of the degree requirements.  This form is filed with the Office of the Registrar.  Graduation is prohibited for those students who do not have a signed DAF on file.  Degree plans are valid for six (6) years from the catalog date under which you were certified.
Degree Advisement Guide 
This sheet is often misinterpreted and referred to as the official degree plan; however, it is an unofficial planning sheet that lists the coursework required for the degree program.  Students should note that it is a tentative guide only and should not rely entirely on the guide as a degree evaluation tool.  It is imperative that students monitor their official degree program through the student information system (Ducktrax) to assess their progress.  Students receiving VA educational benefits are often required to submit a copy of this form to the VA office.
Types of Undergraduate Degrees Offered at Texas A&M University-Central Texas
Baccalaureate degree types and programs vary by university.  Baccalaureate degrees are also referred to undergraduate degrees. The type of degree is different from your major (i.e., degree program).  The major is the main discipline or subject area; whereas, the type is viewed as the degree title.  The types of undergraduate degrees offered at TAMUCT are:
Bachelor of Science
Bachelor of Arts
Bachelor of Business Administration
Bachelor of Social Work
Bachelor of Applied Arts & Sciences
*Bachelor of Science Nursing 

*is not currently offered by TAMUCT; however, it is offered through partnership with Texas A&M University Health Science Center
	Degree Type
	Abbreviation
	Characteristic

	Bachelor of Science
	B.S.
	Awarded for those studying scientific, mathematical and technical fields

	Bachelor of Arts
	B.A.
	Awarded for those studying humanities, languages and social science fields

	Bachelor of Business Administration
	B.B.A.
	Awarded for those studying business administrative fields

	Bachelor of Social Work
	B.S.W.
	Awarded for those studying social work

	Bachelor of Applied Arts & Sciences
	B.A.A.S.
	A non-traditional degree awarded for those applying technical occupational specialization, and or, work experience

	Bachelor of Science Nursing
	B.S.N.
	Awarded for those studying nursing


For a complete list of degree programs offered at TAMUCT, please visit http://www.tamuct.org 
Requirements for a Baccalaureate Degree
· To graduate from TAMUCT, students must successfully complete all degree required coursework with a GPA of 2.0 or better within six (6) years of the date of the catalog selected.  All transfer students must post an overall GPA of 2.0 or better in all courses taken at TAMUCT in their major field of study and counted toward a degree as well as an overall GPA of 2.0 or better in all courses taken at previous institutions.

· Complete a minimum of 120 semester hours applied towards the baccalaureate degree, of which 45 semester hours must be advanced (300 – 400 level) credit.
· Must demonstrate writing proficiency either through the Writing Proficiency Exam (WPE) or the successful completion of four writing intensive courses designated in the perspective degree plan.  
· Must meet university residency requirements (a minimum of 30 semester hours).
· Filed a Degree Acknowledgement Form with the Office of the Registrar
Proficiency in Writing
Beginning Fall semester 2012, the WPE will be discontinued and all students must satisfy the writing proficiency through the Writing Intensive Program.
Residency Requirements

Residence is satisfied only by official enrollment in and completion of coursework applied toward the degree requirements.  Students must complete a minimum of 30 semester hours of work counted toward the degree with TAMUCT.  It must include at least 24 advanced hours (300 or 400 level) and 12 semester hours of these advanced hours must be in the major subject.
Curriculum Requirements of the Baccalaureate Degree
General Education

Most often referred to as the core.  The general education core consists of 42 semester hours of lower division courses from disciplines such as:  English, History, Government, Speech, Humanities, Natural Science, Mathematics, Social & Behavioral Science, Visual and Performing Arts, and Wellness.  Lower division (freshman and sophomore) courses are not offered at TAMUCT.  Students will have to take these courses at another institution and transfer them to TAMUCT to fulfill the baccalaureate degree requirements.  
Major
A minimum of 24 semester hours is required for the major, of which at least 12 semester hours must be in advanced courses in the major subject.  Lower division courses required for the major must be taken at another institution and transferred to TAMUCT to fulfill degree requirements.  The major must be declared by the beginning of the junior year (completion of 60 academic semester hours).  Students with 75 or more hours attempted who do not have a degree plan on file may be barred from registration. 
Double Major
A double major consists of earning a baccalaureate degree in two subject areas.  General education and major requirements for both degrees must be complete before applying for graduation.  Students interested in a double major must meet with their assigned faculty advisor and a faculty advisor in the second department of interest.  Academic departments reserve the right to prohibit double majors in conjunction with a primary major.  Upon faculty advisor approval, a new DAF is required for signature will be placed on file in the Office of the Registrar.    

Minor
· A minor concentration is a subject usually related to a student’s major.  Possible minors are generally selected from the list of undergraduate programs offered at TAMUCT.

· A minor consists of a minimum of 18 hours in a field other than the major, of which at least 6 semester hours must be advanced (300 or 400 level).  
· Declaration of a minor, in most cases, is optional.  However, declaring a minor is required in some selected degree programs.  If a minor is desired, it must be declared on the DAF.  A student can declare no more than two minors.
· There are restrictions on minors for interdisciplinary degree programs and non-traditional degree programs, such as, Applied Science, Applied Arts & Science, and Liberal Studies
· There are certain minors that have other requirements in addition to the 18 semester hours (e.g., Business, Business Administration, and Military Science)
Electives

Electives are academic courses that are not included in the major core.  Electives are often included to complete hours for graduation.  In most cases, electives can be from a variety of disciplines, provided prerequisites have been met.  Advanced electives must be 300 or 400 level courses.
Prerequisites and Registration Restrictions 
Some courses at TAMUCT may require a prerequisite(s) before registering can be allowed.  Often times, a prerequisite consists of an introductory level course or courses that will give you the fundamental knowledge base to ensure you will be successful in the course of interest.  If a course has a prerequisite, it will be noted in the course description located in the university catalog.

Other restrictions you may encounter when registering for classes will be student classification.  There are courses that are restricted to junior or senior classifications.  Department approval is needed when you do not meet the requirements for registration (i.e., override) into a restricted course.
Course Numbers

Each course is identified by a three-digit number.  The first digit of each number indicates the level or academic year that the course is normally taken (0-developmental, 1-freshman, 2-sophomore, 3-junior, 4-senior, 5-graduate, and 6-doctoral).  For example, ENG 111 is a freshman level course.  The second and third digits indicate departmental sequence.  TAMUCT only offers junior, senior, and graduate level courses.  Freshman and sophomore level courses must be taken at another institution and transferred to the university.
About TAMUCT Non-Traditional Degree Programs

Non-traditional degree programs consist of the following:

· Bachelor of Science in Applied Science (APSC)

· Bachelor of Applied Arts & Sciences in Business Occupations (BUOC)
· Bachelor of Science in Liberal Studies (LSTU)
Applied Science

The Bachelor of Science in Applied Science (BSAS) program is designed for students who want to utilize and apply their technical school, junior college vocational coursework, or military technical occupation/training to a degree program.  Along with the general education requirements, the BSAS consists of the occupation specialization; an emphasis area (coursework determined by the department), a computer information systems (CIS) elective, advanced and lower level electives.  Each student is evaluated individually to determine eligibility for the degree program.  The available emphasis area: Business Administration

Applied Arts & Sciences

The Bachelor of Applied Arts & Sciences (BAAS) program is designed for students who have completed at least 12 semester credit hours in technical training for consideration.  This program is ideal for individuals who are considered specialists in their field and have demonstrated training or coursework to compliment their occupation.  Credit for work experience can also be applied.  A total of 21 semester credit hours is the greatest possible amount awarded for work experience.  The approved occupational area for the BAAS degree at TAMUCT is: Business Occupation.
Liberal Studies
The Bachelor of Science in Liberal Studies (LSTU) is a program for those students who want an engaging academic experience that is flexible and convenient.  The LSTU is principally designed for mature students who demonstrate the eagerness to advance their career, understanding of the world, and develop the tools to help elevate them to reaching their life goals.  This program is not designed to provide students with the depth of content within a concentration to typically prepare the student for advanced studies within an academic discipline related to this concentration (as within a highly structured traditional degree program).  However, with strategic planning and advisement, this individualized program can help you develop skills that will facilitate an intellectual framework across multiple disciplines. 
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