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Advising Keys

· Advising forms and information referenced below are available to students on the Hutchins Website at: http://www.sonoma.edu/hutchins/pages/academic/forms/index.html
· Policies, information, and faculty forms available to faculty at: http://www.sonoma.edu/hutchins/facultyforms/
· LIBS 101 and LIBS 302 students remain their instructors’ advisees until graduation from the major. Students with lecturers as instructors are assigned randomly to the full time faculty.

· Encourage all new (and continuing) students to subscribe to the Hutchins Listserv for news, humor, and virtual dialogue:


1. From your e-mail address send a message To: Listserv@sonoma.edu 


2. Leave the Subject field blank. 


3. In the Message field type (case and spacing sensitive):


  SUBSCRIBE Hutchins-CTR-L 

To unsubscribe send an email to mailserv@sonoma.edu and type 


UNSUBSCRIBE  Hutchins-CTR-L 

· Incompletes: may only be assigned if accompanied by a petition signed by the student and instructor that details requirements to finish the course, and a deadline for completion (generally the deadline is one year from the end of the semester). Lecturers may only assign Incompletes with the approval of the Director. There are no Incompletes in the Lower Division

Lower Division

· First Semester (101)
· Remind students that any remedial math requirements must be completed in their freshman year. Failure to do so will result in administrative withdrawal from the university for their sophomore year. See SSU catalog for information on reinstatement.

· Remind students to complete their General Education Math in their first two years.

Teacher Prep students should take Math 150 Geometry

· Communicate clearly to students that more than six absences will result in a No Credit. 

· Please do not hesitate to give Probations to any students who do not work up to expectations, or who are frequently tardy or absent.  A Probation should not be seen as punitive, but as a wake up call. (The Hutchins Probation records are kept within the department, and should not be confused with SSU Academic Probation, described below).
· LIBS Probation/Terminal Pass Policy

For lower division students the evaluation will clearly indicate the level 

of work and reason for probation or terminal pass. The instructor and student will meet to discuss the evaluation.  Two consecutive probations will result in a terminal pass.

· In LIBS 302 students are expected to get a "C" or better grade in order to continue in the Hutchins program.

· When a terminal pass is issued the student will fill out a Change of Major form dropping Hutchins as their major and selecting another major or undeclared by securing a signature from the chosen department.  The form is then filed with A&R.  A copy of the form will be placed in the Hutchins student file.


· If student neglects to file the form and enrolls in any LIBS courses the semester following a terminal pass, the student will be asked to drop these courses or dropped by the instructor.


· Second Semester (102) and Beyond

· Be alert to students who may have very low or failing grades in graded coursework. Because Hutchins is CR/NC, students making satisfactory progress in our program but not in their graded courses are at risk for Academic Probation and disqualification (this is different from the Hutchins Probation, which is kept within the department).  A grade equivalent for their current and past lower division course work can aide in determining whether probation is warranted (however, their actual GPA is based only on graded courses).

· SSU Academic Probation
If a student's cumulative grade point average in all university work attempted, or if his or her cumulative grade point average at Sonoma State University falls below the minimum GPA of 2.0, the student will be subject to academic probation. 

· SSU Academic Disqualification
After a semester of academic probation, students may be subject to academic disqualification (and disenrollment from SSU) should they fall below the number of grade points indicated either for all units attempted or for all units attempted at Sonoma State University. 

Freshmen (0-29 units)

1.5 GPA

Sophomore (30-59 units)
1.7 GPA

Junior (60-89 units)

1.85 GPA

Senior (90 or more units)
1.95 GPA

· Last Semester (202)
· The 202 cadre must hold an advising day before Spring Reg. 1. Continuing lower division students will be advised about specific Track requirements, and students wishing to transfer will be informed on how to change their major. Pass out worksheets for each Track. Explanatory Brochures can be downloaded from the Hutchins Website. Inform Track I students about Upper Division GE requirements (9 units; Core D counts as Area E for GE; Upper Division courses are numbered 300 and above).

· Students transferring out of the program may need to get grade equivalents for their courses

· Continuing students DO NOT need to enroll in LIBS 302; they must make up the 3 units with LIBS Electives

· Since continuing students will not enroll in 302, remind them that they must download the Upper Division Portfolio (on the Hutchins website) and inform them about Graduation Contracts and the WEPT.

What is the WEPT?

The WEPT is the Written English Proficiency Test.  It must be taken 

by every student in order to qualify for graduation.  If the student's advising record does not show that this requirement has been met, have them call the Writing Center to arrange to take the test.

Upper Division

· 302 Checklist

· Review Add/Drop procedures and Change of Major: are they LIBS majors?

· Introduce the Students to the major; pass out and explain the Track I and II Worksheets.  Explanatory Brochures may be downloaded from the Hutchins Website. 

· Inform students about the distinction between Core courses and Seminars. Any LIBS class with an A, B, C, or D behind the number counts as a Core course.  Only courses with enrollment of 14 or 15 are Seminars (with the exception of Mars). LIBS 302 and all LIBS 320 courses are seminars. 321 courses are Cores but NOT Seminars. All Intersession & Summer courses are 321s. Students need a course in each Core area, and four Seminars (exceptions may be made in unique circumstances with Director’s approval).

· Explain Special Projects, Directed Study, and Internship.  Track students must complete at least 1 unit of Directed Study, and 3 units of Internship. Internships require 45 hours of experience per unit.
· Go over Evaluation of Transfer Credits (ETC) (they should have completed lower division GE requirements and Ethnic Studies, etc.). All courses taken at a Junior College are by definition Lower Division, and cannot count for the major (but may substitute for other teacher track requirements). Remember that Track I students must complete all areas of General Education (including 12 units in Area B) as well as Upper Division GE (9 units; Core D counts as Area E for GE).  Except for any unfinished lower division GE noted on the ETC form, Track II and III students will fulfill all GE requirements with completion of the entire pre-credential requirements, and are waived from any additional Upper Division GE coursework. If they do not finish the pre-credential courses, they must finish their GE, including 9 units of Upper Division GE.  This is a selling point to complete the teacher track for those students who are considering graduating without meeting all the pre-credential requirements.

· Inform Track I students about the optional Area of Emphasis -- they may use 9 Upper Division units from other departments; they may use GE coursework for the Emphasis (“double-counted courses” may hit more than 1 requirement, but only counts once in terms of units toward 120)

· Make sure they are taking the “right” courses; if necessary, schedule advising appointments

· Inform all students that they must pass the WEPT to graduate

· Inform Track II about the CBEST and CSET exams – they should take the CBEST in midway through their Junior  year, and the CSET early in their Senior year.

· Inform students that they must complete a Graduation Contract (preferably by the Audit date, early in the semester preceding graduation).

· Introduce the Upper Division Portfolio (on the Hutchins website). 

· Inform students on how to subscribe to the Listserv.
· Handling 302 Students Who Receive a Grade of C- or Lower

Be sure and notify students by mid-semester if there is a possibility they may not pass the class.  Please make sure students are absolutely clear as to what they need to do in order to pass. (need to seminar, good writing, assume responsibility for their assignments, entertain multiplicity of views)


· If the situation seems hopeless, suggest to the student that there is a lack of affinity between the Hutchins Program/Pedagogy and the student's learning style.  Their alternatives are:  apply to other pre-credential programs (ENSP, CALS, and AMCS) and have them go to the Advising Center for an explanation of their options.


· Meet with the student and give them written notification indicating that:
a. He/she can no longer be considered a Hutchins major
b. Should go to the Advising Center
c. Fill out a Change of Major Form and bring it to their new department

· Inform Sue or Thomas of any students terminated from the Major.

· MATH for Teacher Prep Students:


Teacher Track students need to take (in this order):


1) GE Math (preferably Math 150 Geometry)


2) Math 300A 


3) Math 300B


No one without a GE Math will be allowed into Math 300A, and Math 300A and B 


must be taken in sequence.

· Students (generally transfers) with a GE Statistics class are exempt from Math 300B and should take Math 150.  While, as our Track II brochure states, students with a lower division Math for Elementary School Teachers course are technically exempt from Math 300A, the Math dept. would like us to send such students to them for advising (they may not deem such courses as equivalent).
· LIBS 402
· After add/drop period, please have students compare their Graduation Contracts with their current semester's schedule so that, if needed, they can complete a Major/Minor Addendum form.  This means bringing into agreement the courses they said they were going to take with the courses they are actually taking.

· Remind students that they can join the Alumni Association (free first year) in ST 1027 or at Senior Sendoff.

Graduation Contracts

· Should be completed by the Audit deadline (early in the semester preceding graduation). The final deadline is early in the semester of graduation.

· There are two sheets that must be filled out: the Major Graduation Contract and the Graduation Application

· Major Graduation Contract

· Only courses that count for the Hutchins Major should appear on this sheet (this includes Math 300A and 300B for Track II students, and up to 9 units of outside Emphasis courses for Track I students). Track II Concentration courses DO NOT appear on this contract.

· Is the Catalog Year on the contract? (Catalog Years run 02-04, 04-06, etc. A Spring 2002 admit = 00-02; a Fall 2002 admit = 02-04).

· Leave the Concentration line blank (DO NOT put in Emphasis or Track II Concentration on this line). Cross out anything put on this line and initial. 

· Include both completed courses and courses in progress or to be taken in the future. Remind students that if they change their courses later, they must file an Addendum in their final semester. This applies to TBA electives listed.

· Total units must be at least 40.

· After checking that all major requirements have been met, turn the page to the:

· Graduation Application

· This sheet includes all courses in progress or to be taken in future semesters, both inside and outside the major, and includes Incompletes.

· Leave the Concentration line blank as above.

· Make sure the student has filled in their ID #, address, etc. and signed the form.

· Make sure that with completion of the courses listed, they will have at least 120 units and all GE requirements met.

· Ask if they have taken or signed up for the WEPT and, if applicable, the C-BEST, and C-SET. 

· Remind students of the need for an Addendum if applicable.

· Make sure all application materials are stapled together. If they have a minor or another major, make sure those contracts are completed and stapled to our contract as well.

· You can now sign the Major Graduation Form (first sheet) as the advisor (only Tenure or Tenure Track faculty may sign). 

· Send the student to the office for the Director’s signature. Once signed, the student is finished; our office will walk the forms over to Admissions and Records.

For Further Confusion:
Track I - Wendy Ostroff

Track II & III – Stephanie Dyer

Admissions, Graduation, Tracks I-III – Thomas Cooper

Unique Circumstances, Substitutions, Bribes – Eric McGuckin
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