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ACADEMIC ADVISING GOALS

I. Provide accurate information about institutional policies, procedures, resources, and programs.

II. Assist students in their consideration of life goals by relating interests, skills, abilities, and values to careers, the world of work, and the nature and purpose of higher education.

III. Assist students in developing an educational plan consistent with life goals and objectives (alternative courses of action, alternate career considerations, and selection of courses).

IV. Assist students in developing decision-making skills.

V. Assist students in evaluation of their progress toward established goals and educational plans.

VI. Guide the student toward accepting responsibility for mature academic decision making.

VII. Make referrals to other institutional or community support services.

VIII. Integrate the resources and expertise of the teaching and counseling faculty.
IX. Provide an on-going, in-service training program for all individuals involved in the delivery of academic advisement services.

Family Educational Rights & Privacy Act (FERPA)
Family Policy Compliance Office (FPCO) Home
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law that protects the privacy of student education records. The law applies to all schools that receive funds under an applicable program of the U.S. Department of Education.

FERPA gives parents certain rights with respect to their children's education records. These rights transfer to the student when he or she reaches the age of 18 or attends a school beyond the high school level. Students to whom the rights have transferred are "eligible students."

· Parents or eligible students have the right to inspect and review the student's education records maintained by the school. Schools are not required to provide copies of records unless, for reasons such as great distance, it is impossible for parents or eligible students to review the records. Schools may charge a fee for copies.

· Parents or eligible students have the right to request that a school correct records which they believe to be inaccurate or misleading. If the school decides not to amend the record, the parent or eligible student then has the right to a formal hearing. After the hearing, if the school still decides not to amend the record, the parent or eligible student has the right to place a statement with the record setting forth his or her view about the contested information.

· Generally, schools must have written permission from the parent or eligible student in order to release any information from a student's education record. However, FERPA allows schools to disclose those records, without consent, to the following parties or under the following conditions (34 CFR § 99.31):

· School officials with legitimate educational interest;

· Other schools to which a student is transferring;

· Specified officials for audit or evaluation purposes;

· Appropriate parties in connection with financial aid to a student;

· Organizations conducting certain studies for or on behalf of the school;

· Accrediting organizations;

· To comply with a judicial order or lawfully issued subpoena; 

· Appropriate officials in cases of health and safety emergencies; and

· State and local authorities, within a juvenile justice system, pursuant to specific State law.

Schools may disclose, without consent, "directory" information such as a student's name, address, telephone number, date and place of birth, honors and awards, and dates of attendance. However, schools must tell parents and eligible students about directory information and allow parents and eligible students a reasonable amount of time to request that the school not disclose directory information about them. Schools must notify parents and eligible students annually of their rights under FERPA. The actual means of notification (special letter, inclusion in a PTA bulletin, student handbook, or newspaper article) is left to the discretion of each school.

For additional information or technical assistance, you may call (202) 260-3887 (voice). Individuals who use TDD may call the Federal Information Relay Service at 1-800-877-8339. 

Or you may contact: 

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, D.C. 20202-5920

www.ed.gov

Last modified: 06/16/2009

OVERVIEW OF PROGRAMS OFFERED AT BCC

Please refer to the College Catalog, www.bergen.edu/pages/3263.asp, or the Programs web site, www.bergen.edu/pages/2923.asp, for more specific curriculum information.

Transfer Programs:

Transfer programs, which includes Associate in Arts (A.A.) and Associate in Science (A.S.) degrees, are designed to follow a course of study that corresponds to freshman and sophomore offerings at most colleges and universities, and are designed for students planning to transfer into baccalaureate degree programs. 
Career Programs:

Career programs, or programs that result in an Associate in Applied Science (A.A.S.) degree, emphasize training needed to enter a chosen field of employment and are designed for students planning to begin a career immediately after receiving their associate degree. The College also offers certificate programs that prepare students for specific occupations or job responsibilities that encompass a specialized body of knowledge.

Certificates & Certificates of Achievement:


Bergen Community College offers Certificate Programs and Certificates of Achievement which award recognition to students who successfully complete a program of specialized courses in a specific discipline. 

Identifying
the Student

You are

Advising

ADVISING STUDENTS

Step-by Step Questioning and Advice
1) Are you a student with no college experience?
a) Yes: Go to (2)

b) No: Go to one of the following pages

2) Have you applied to the College?

a) Yes: go to (3)

b) No: Follow Application Procedure (see below)

3) Did you take the Basic Skills (Accuplacer) Placement Test?

a) Yes: The student should have received a “New Student Registration Workshop” flyer with his/her test results. Refer student to the appropriate workshop.
b) No: Ask student if s/he will be seeking a degree or is a non-degree seeking student (see below for Non-degree seeking student process)

c) No: If student seeks a degree, follow Basic Skills Test Procedure (see below)
4) Explore student’s major choice with them
a) Explain distinction between AAS, AS/AA and certificates

b) If student is interested in an Allied Health program – Go over special rules pertaining to these programs (i.e., application procedure, pre-requisites, etc.)
c) If student is interested in Education/Early Childhood Education (AAS or AS/AA) explain that the Education major here at BCC does not lead to teaching higher than pre-school. Those interested in teaching Kindergarten should not be in AAS Early Childhood Education.
d) If student is interested in Accounting, Information Technology, Criminal Justice, etc. – Go over AAS vs AS programs

5) Go over General Education courses, including Diversity requirement (if applicable)
6) Discuss Time Management: School – Work – Family.  Credit arithmetic (credits x 3 = class+study hrs/wk)
The following Procedures also are explained in the pages of this manual.

Application Procedure – Students are to log onto www.bergen.edu/admissions to create an account and apply to BCC, or to download a paper application. It is important the students fill in the application completely.  Omitting an email address or birth date will prevent them from creating a WebAdvisor account.  Please recommend they use their own email address, not a parent’s.  

Upon acceptance and review of the application, the students will receive a mailed letter welcoming them to BCC.  Following their application, students can apply for financial aid and take the Placement Exams; they do not need to wait for the letter.

Non-Degree Seeking Students – Students who are at BCC to take courses, but do not plan to earn a degree, can register up to 11 credits before having to take the Basic Skills (Accuplacer) Tests.  However, they cannot register for math, chemistry, English or literature until there are test results in the system (or they were waived from basic skills courses).  ALP students would create a record with Registration, and then go to Testing Office to take the ALP test.  Students seeking their GED cannot apply officially the college, but they can take courses as a non-degree seeking student.  When they obtain their GED, they go through the normal registration process.
Basic Skills (Accuplacer) Test Procedure – Every student who applies to the college, or wants to take over 12 credits, must take the placement exams in basic math, algebra, and English.  Students also may want to take the English as a second language placement exam.  Information concerning the exams can be found at www.bergen.edu/testing.  Times for students to take the tests are determined by the Testing Office personnel (for testing hours, call (201) 447-7202).  Upon completion of the tests, the students will receive their scores along with a schedule of registration workshops offered by the Academic Advising Center, one of which they are to attend.

WebAdvisor Account Activation Procedure – Procedure is found in the Registration Booklet, or you can view online videos at www.bergen.edu/advising.
PROB, SUSP, or DISM Procedure – If a student is on Probation, Suspension, or Dismissal, refer student to an academic counselor in the Counseling Center, room A-118.
Step-by Step Questioning and Advice

Are you a Continuing Student? (continuing from a previous semester)
1) Have student log into WebAdvisor and pull up his/her Program Evaluation.  What is your program of study?

a) If none listed, choose “What if I changed my program of study?” and follow the directions.
b) If listed, check if student is still pursuing the major.

i) If yes: Help analyze what’s next in the program.

ii) If no: Run a “What if I changed my program of study?” analysis
iii) Click “Submit” to view program evaluation
2) Check to be sure that students understand difference between AAS and AS programs, especially where there are similar versions of both (e.g., Business Administration and Criminal Justice/Law Enforcement, Information Technology)
3) Explore what lies beyond the next semester and beyond BCC.  
a) Be ready to refer students who are within 1-2 semesters of completion to Transfer Counselors in room A-123.  Encourage students interested in transferring to a NJ state college or university to go on the www.njtransfer.org web site for helpful information.
b) If students are unsure of what major they want to pursue, refer them to a Career Counselor in room A-123, where they can explore career options.
Step-by Step Questioning and Advice

Are you a Returning Student? (attended BCC at one time in the past)

1) Help student activate WebAdvisor account (see WebAdvisor Activation Procedure in Registration Booklet or in the following section, Using WebAdvisor in Advising the Student).
a) If unsuccessful, students will most likely have to reactivate their college account with the Registration Department, room A-128.

2) Once student has access, bring up Program Evaluation.  Often, these students are back at BCC after a less-than-successful first attempt.  Check “Status” near top of Evaluation.  If the letters, SUSP, PROB, or DISM are listed, the student has been suspended, put on probation, or dismissed.  If student is on Probation, Suspension, or Dismissed refer student to an academic counselor in the Counseling Center, room A-118.  If student’s record is okay, explore their current interests and options.

3) Explore student’s major choice with them.
a) Explain distinction between AAS, AS/AA and certificates

b) If student is interested in an Allied Health program – Go over special rules pertaining to these programs (i.e., application procedure, pre-requisites, etc.)
c) If student is interested in Education/Early Childhood Education (AAS or AS/AA) explain that the Education major here at BCC does not lead to teaching higher than pre-school. Those interested in teaching Kindergarten should not be in AAS Early Childhood Education.
d) If student is interested in Accounting, Information Technology, Criminal Justice, etc. – Go over AAS vs AS programs

4) Go over General Education courses, including Diversity requirement (if applicable)
5) Discuss Time Management: School – Work – Family.  Credit arithmetic (credits x 3 = class+study hrs/wk)

Step-by Step Questioning and Advice

Are you a Transfer student? (transferring from proprietary school, another Community College (CC), or 4-year school)

1) Why are you transferring, and what are your goals while here?

a) In the case of 4-year students, many of them had difficulties and are here to ‘right their ship.’

2) Have you applied to the College?

a) Yes: go to (3)

b) No: follow Application Procedure (see below)

3) Has official transcript been sent to BCC?

a) Yes: how long ago?  If more than a month, refer to Catherine Malone (C-102) to see status; also have them order a second copy of transcript to carry around with them at BCC.
b) No: have them order 2 copies of transcript. (1) is official and goes to BCC, (2) gets sent directly to the student for use while in-person at BCC.
c) Have them go online at their previous school to see if they can print an unofficial transcript on the spot.  Only courses with a grade of C or better will be accepted.
4) Did you take college-level math and English at the other college?

a) Yes: The student should show the unofficial transcript to the Testing Office, S-127, to get an override for the basic math and English courses.
b) No: Follow Basic Skills (Accuplacer) Test Procedure (see below)
5) Explore student’s major choice with them
a) Explain distinction between AAS, AS/AA and certificates
b) If student is interested in an Allied Health program – Go over special rules pertaining to these programs (i.e., application procedure, pre-requisites, etc.) and the reality of applying (i.e., students accepted typically earned an A grade in Bio 109 and 209)
c) If student is interested in Education/Early Childhood Education (AAS or AS/AA) explain that the Education major here at BCC does not lead to teaching higher than pre-school. Those interested in teaching Kindergarten should not be in AAS Early Childhood Education.

d) If student is interested in Accounting, Information Technology, Criminal Justice, etc. – Go over AAS vs AS programs

6) Go over General Education courses, including Diversity requirement (if applicable
7) Discuss Time Management: School – Work – Family.  Credit arithmetic (credits x 3 = class+study hrs/wk)
Application Procedure – Students are to log onto www.bergen.edu/admissions to create an account and apply to BCC, or to download a paper application. It is important the students fill in the application completely.  Omitting an email address or birth date will prevent them from creating a WebAdvisor account.  Please recommend they use their own email address, not a parent’s.  

Upon acceptance and review of the application, the students will receive a mailed letter welcoming them to BCC.  Following their application, students can apply for financial aid and take the Placement Exams; they do not need to wait for the letter.

Basic Skills (Accuplacer) Test Procedure – Every student who applies to the college, or wants to take over 12 credits, must take the placement exams in basic math, algebra, and English.  Students also may want to take the English as a second language placement exam.  Information concerning the exams can be found at www.bergen.edu/testing.  Times for students to take the tests are determined by the Testing Office personnel (for testing hours, call (201) 447-7202).  Upon completion of the tests, the students will receive their scores along with a schedule of registration workshops offered by the Academic Advising Center, one of which they are to attend.

Step-by Step Questioning and Advice

Are you a Graduate of a college program?
Graduate of a CC degree or certificate program?
1) If AAS program: student may pursue a second AAS or an AS/AA degree.  Consider transfer alternatives.  Only 45 credits from first degree count towards second degree.
2) If AS or AA program: student may NOT pursue a second AA/AS degree, but can pursue an AAS degree.  Strongly consider transfer alternatives.  Only 45 credits from first degree count towards second degree.
3) If Certificate program: consider pursuing an AA, AS or AAS that builds upon the certificate.  What is the student’s long-range plan?
Graduate of a 4-year program?  

1) Do you have an advanced degree?  
a) Be sure student is clear about goals at BCC – often such students have a particular technical certificate in mind.

b) Foreign students need to have their degrees translated and evaluated.

2) Have you considered pursuing a more advanced degree (graduate program at a university), rather than a CC degree/certificate?

Step-by Step Questioning and Advice

Are you a student visiting from another college? (has no prior record at BCC)
1) What, and how many, courses do you want to take?  
a) If no more than 11 credits (total lifetime) at BCC AND no application has been made to BCC, student can sign up in any course that does not require Basic Skills (Accuplacer) Testing and/or pre-requisites.

b) Once past the 11-credit limit and/or an application has been submitted, student must submit (or be prepared to present) a copy of his/her transcript in order to get override signatures for classes he/she wishes to take. 

2) Do you know if BCC courses will transfer back to your 4-year school?

a) Summer 4-year students should make sure that classes they take at BCC will transfer back to their 4-year school.

b) Have student send a course description from the BCC on-line catalog to their advisor/program head at their 4-year school and get a go-ahead in writing. 

3) Students should use the Visiting Student Registration Form offered by the Registration Office, http://www.bergen.edu/pages/464.asp#reg, and apply in person.
Step-by Step Questioning and Advice

Are you an International student?

It is best to refer students to the International Student Center, room A-126.  If you would like to advise the students, you can ask the students:

1) Do you have a degree/diploma beyond HS (or equivalent) from your home country?
2) Do you have a transcript from your university?

3) Has your transcript been evaluated by an official translation and interpretation service, for example, World Education Service (WES)?
a) Yes: Follow the steps for a Transfer Student, page ___
b) No: Refer student to http://www.naces.org/members.htm

4) Are you coming to learn English as a second language?
a) If yes: Refer to Basic Skills Testing Procedure (see below)
b) If no: Refer to the New Student steps, page ___
Basic Skills (Accuplacer) Test Procedure – Every student who applies to the college, and is interested in the American Language Program, must take the placement exams for English as a second language.  Information concerning the exams can be found at www.bergen.edu/testing.  Times for students to take the tests are determined by the Testing Office personnel (for testing hours, call (201) 447-7202).  Upon completion of the tests, the students will receive their scores.

Special Student Groups

Athletes: Students who would like to participate in athletics are required to follow the guidelines established by the Athletic Department and the National Junior College Athletic Association (NJCAA). Refer students to the Athletics Office, room G-201, 201-447-7182.

Au Pairs: A person serving as an au pair (visa status) is to register for their courses like other students, then s/he needs to go see Ms. Kathy Jennings in room A-128B to complete the tuition waiver paperwork.
General Education Development (GED) Students: Students 16 years of age or older who do not have a high school diploma may qualify for a GED diploma. Refer students to the Bergen Community College GED Testing Site located at the Ciarco Learning Center in Hackensack, (201) 968-9473, x272 for more information.
Honors Students: If a student has a strong high school record or a college Grade Point Average of 3.4 or higher, or if the student obtained an SAT score of 1700 (old SAT of 1100), the student is invited to enroll in the Honors Program at Bergen. Refer students to the Co-Directors of Honors Program: Dr. Dorothy Altman, daltman@bergen.edu and Dr. Maria Makowiecka, mmakowiecka@bergen.edu.
International Students, F-1 Visa: Refer students to the International Student Center, room A-126.
New Jersey STARS (NJ Student Tuition Assistance Reward Scholarship):
NJ STARS is a new initiative created by the State of New Jersey that provides New Jersey’s brightest students with free tuition at their local county community colleges. For an admissions application, or more information, have the student go to the Office of Admissions and Registration, room A-129.

Students with Disabilities: The Office of Specialized Services (OSS), room L-116, serves students with physical, visual, learning, hearing, emotional, and other documented disabilities.
Tuition Waiver Groups: The following groups of individuals are granted tuition waivers if they register on the designated dates. Refer these individuals to the Office of Admissions and Registration, room A-129:
· Senior Citizens; Veterans; NJ National Guard; Volunteer Fire, First Aid, and Rescue Squad Members and Family; Unemployed Persons; Bergen County Employees

Visiting Students: Students from other institutions can take courses at Bergen. They can use the “Visiting Student” form found in the registration booklets or at the Office of Admission and Registration, room A-129.
Using WebAdvisor

in Advising

the Student

USING WEBADVISOR

What is WebAdvisor? 
WebAdvisor is a Web interface that allows students and faculty to access information contained in the administrative database used by Bergen Community College. 

How can a student get a WebAdvisor account?


WebAdvisor accounts are available for all students enrolled in credit programs. At the moment, however, students with outstanding ALP placements may not use WebAdvisor to register for classes. They may, however, use WebAdvisor to view their class schedules and other functions. New students are strongly encouraged to attend an in-person registration or advisement session before using a WebAdvisor account. Most students may begin using WebAdvisor immediately by logging in. Eligible students may access their WebAdvisor account by going to http://go.bergen.edu, selecting "I'm new to WebAdvisor". Then, follow the on-screen directions. One set of directions is listed below, while graphical directions can be found in the registration booklets.
If a student has forgotten their password, what do they do?

If a student has an email address on-file in the BCC system, they go to http://go.bergen.edu, and select "What's my password?" and follow the instructions to reset the password online. WebAdvisor will automatically email the student a temporary password. If the student does not have an email address on-file at Bergen, then s/he must go to the Office of Registration to have a staff person enter it. The student must bring their College ID. The Registration staff cannot reset the password, nor can they accept an email address over the phone.

 
If a student has forgotten their user name, what do they do? 

Go to http://go.bergen.edu, select "Account Information" to retrieve it.

 
Does a student have to have an email account to use WebAdvisor? 

All students enrolled in credit courses are required to have a valid email address on-file. If a student does not have an email address on file at BCC, s/he will not be able to reset their password online should they forget it.

If a student does not have an email address, how can they get one?

There are many free email services available on the Web, e.g., Hotmail, Yahoo, Google, etc. The student may want to sign up for one of those email accounts. 

 

 

If a student wants to change their email address, how can s/he give it to Bergen Community College? 

If the student knows their WebAdvisor user ID and password, s/he may enter an email address into the BCC computer system by logging into WebAdvisor at http://go.bergen.edu, selecting "Current Students," then selecting "E-mail Address Change." If the student does not know their password, the student will have to visit the Office of Registration to have a staff person enter the email address into the system; afterwards, the student would use WebAdvisor to reset the password by going to the main page and choosing "What's My Password."
WEB ADVISOR NEW STUDENT LOGIN INSTRUCTIONS

To locate WebAdvisor go to go.bergen.edu and click on CURRENT STUDENTS
What’s My User ID? – The username assigned to you.

What’s My Password? – You will be sent a message to your email receive a temporary password to help create your own password. 


1. Click on What’s My User ID?  

2. Type in LAST NAME, SOCIAL SECURITY NUMBER or STUDENT ID. 

3. Click SUBMIT and your user name will be given to you. 

4. Click on What’s My Password? 

5. Click on I’m New to WebAdvisor, Set Up My Password.
6. Type in LAST NAME, SOCIAL SECURITY NUMBER, or STUDENT ID then click SUBMIT.

7. Write down your USERNAME, and then click the drop down menu and select your email address on file. 

8. Click SUBMIT and a temporary password will be sent to your email address.

9. Minimize the WedAdvisor screen, open another Internet screen and log into your email. 

10. Check email for email From- regoffice@bergen.edu, Subject- Your WebAdvisor Information. Open email to obtain temporary password. 

11. Once you have received your temporary password, return to the minimized WebAdvisor screen.

12. Click LOG IN type in USERNAME and PASSWORD (Temporary Password). Click SUBMIT.
13. Type in USER ID, OLD PASSWORD (Temporary Password), NEW PASSWORD (6-9 characters, letters and numbers) CONFIRM PASSWORD (retype new password), MY PASSWORD HINT (A reminder of your password). 

14. Click SUBMIT and you will be logged into your WebAdvisor ACCOUNT. 

15. Once you are logged in, you will click on the photo Current Students, after which you will see a menu of options.

16. Click on Register for Sections
17. Click on Search and register for sections
18. On the “Current Students- Search/Register for Sections” screen:


- Choose the Term from the drop-down menu


- Choose the Subject you want to take, from the drop-down menu


- Enter the Course Number (and Section number if you know it) – this is 

optional


- Click Submit
If you are willing to take any course offered in a Subject, for example, any Sociology course, leave the Course Number area blank.

19. You will now be on a page listing all of the sections of the course, showing you the days, times, and location of the course. 

20. If you see a section that is open, click the check-off box on the far left, go to the bottom of the page and click Submit.

21. You will be taken to the “Current Students- Register and Drop Sections” page

22. Click on the Action drop-down box and choose Register, then Submit. You should be returned to the same page, where you will see “Successful Registration” or “Unsuccessful Registration”.

23. Click Students Menu, then repeat the steps on this page.
Warning – As a final step, after you register all of your courses, click on Students Menu, then Class Schedule to be sure all courses registered correctly.

DEGREE AUDIT

The degree audit consists of an assessment of a student’s record to see if all requirements for the student’s chosen degree at BCC were fulfilled.  

HOW TO READ THE DEGREE AUDIT – The Degree Audit can be accessed through Datatel or WebAdvisor. An explanation of how to read the Degree Audit also can be found on the Academic Advising Center’s web site, www.bergen.edu/advising.
The first section on the Degree Audit shows the student's name, ID number, program of study, and catalog year.  The catalog year is determined by the year the student was officially admitted to the college, through the Admissions Office. 

When there are Program changes, the student is "locked" into the requirements stated in the catalog of the entering year.  The student may request to follow the current year curriculum by asking Registration to change their catalog year. 

STANDING (Academic Standing)

If the students’ standing is one of the following, refer the student to the Counseling Center, room A-118.  The student must meet with an Academic Counselor prior to registration. 
PROB

–  Academic Probation

SUSPR
–  Academic Suspension permitted to return

SUSP

–  Academic Suspension

DISM

–  Academic Dismissal 

DISMR
–  Academic Dismissal permitted to return

Students with an HONR standing are eligible to take Honors courses.

Academic Honors:
· Dean’s List:  Degree-seeking students who have maintained a GPA of 3.5 or better (min. of 24 credits) qualify for this honor.  

· Honors List:  Degree-seeking students who have maintained a GPA of 3.5 or better (min. of 12 credits) qualify for this honor.

· Alpha Beta Gamma:  National Business Honor Society – To qualify for this honor, students must be enrolled in a business curriculum, have completed 15 credit hours with at least 12 hours taken in courses leading to a degree and have a GPA of 3.0 or better in both overall GPA and business courses.

· Phi Theta Kappa:  International Honor Society of two-year colleges.  See college E-catalog for specific information.

PLACEMENT AND PLACEMENT SCORES

Refer to the section in this manual, under TESTING AND ASSESSMENT.

The placement determines what courses and the number of credits the student may register for in a given semester.

HOLDS 

Holds are financial obligations or other administrative concerns that must be addressed before the student can register.

	HACAD
	Dean Academic Problem Hold
	VP Student Services A-128B

	HADDR
	Bad Address/No Address on File
	Registration Office A-129

	HADM
	Admissions Hold
	Admissions Office A-129

	HBE
	Bursar Hold
	Bursar’s Office A-229

	HBG
	Bursar Hold
	Bursar’s Office A-229

	HBM
	Bursar Hold
	Bursar’s Office A-229

	HBR
	Bursar Hold
	Bursar’s Office A-229

	HDISC
	Dean Discipline Hold
	VP Student Services A-128B

	HFGN
	Dean Foreign Student Hold
	VP Student Services A-128B

	HIDNO
	Identification Number Hold
	Admissions Office A-129

	HIMM
	Immunization Hold
	Medical Office HS-100

	HLIB
	Library Hold
	Library

	HMED
	Medical Hold
	Medical Office HS-100

	HMVEH
	Dean Motor Vehicle Hold
	Executive VP A-330

	HTEST
	Testing Hold
	Testing Office S-127

	HPE
	Physical Education Hold
	Athletics Department G-201

	HOTHR
	Deans Hold
	VP Student Services A-128B

	HPUB
	Public Safety Hold
	Public Safety L-154

	HREG
	Registrar Hold
	Registration Office A-129

	HBKST
	Bookstore Debt Hold
	Bookstore C-108


DEGREE CREDITS COMPLETED

These are the credits that apply to graduation in the student's program of study.  There may be other credits which accumulate at the end of the student’s evaluation that have been earned, BUT DO NOT apply to the degree in which the student is enrolled. 

QUALITY POINTS CREDITS ATTEMPTED

Includes all credits that affect your grade point average but does not include official withdrawals.  Please note, withdrawals may affect financial aid eligibility.  Quality points are those points earned according to the grade received for a course; i.e. if a student receives an A grade in a three credit course the student earns 3cr times 4 (A = 4) or 12 quality points.  [A = 4 points; B+ = 3.5 points; B = 3 points; C+ = 2.5 points; C = 2 points; D = 1 point and F & E = 0 points.]

CUMULATIVE GPA
The student's cumulative grade point average is the total number of quality points divided by the number of credits earned.  Example:

Course
      Credits   
       Grade 

Quality Points

Wrt-101

3   

A         
3 x 4 = 12

Bio-101

4

B

4 x 3 = 12

Soc-101

3

C

3 x 2 =   6

Psy-101

3

D

3 x 1 =   3



         13




 33

Divide 33 by total credits of 13 = 2.54 GPA
COURSES   This section shows completed courses the student has made toward graduation in the chosen program of study.  The degree audit is organized so that it follows the outline of the "Courses Approved for General Education" page, found in the Registration Booklets and College E-Catalog (e.g. Communications, Humanities, Mathematics and Computer Science, Natural Sciences, Social Science, and Diversity).  Within each category are listed the outstanding requirements, number of courses/credits needed, and/or the courses with the semester, grade and credits earned.

If the student is in an Associate of Arts or Associate of Science curriculum within a catalog year of 1999 to present, he/she will have a DIVERSITY REQUIREMENT.  
· For students in catalog year 1999-2008, this Diversity Requirement can be met by taking a Humanities or Social Science course with a ♦ (diamond) on the General Education page of the Catalog or Registration Booklet.  The Diversity course fulfills the Humanities or Social Sciences requirement as well as the diversity requirement.  
· For students starting in 2009, they must choose a course from the General Education page under the Diversity Course section (there is no ♦).  If the course is also listed under Humanities or Social Science, it does count twice.
OTHER COURSES

The last section includes courses or course equivalencies that do not apply to the students’ program of study.  It may include:

· Basic Skills courses or codes indicating English or Math Basic Skills waivers.

· Courses that the student withdrew from (W).

· Courses that the student failed with an E, R or F grade.

· Courses the student took for the second time to earn a higher grade.

· Courses that do not apply to the student's current program of study.

ADVISING THE STUDENT ON
HOW TO CHOOSE COURSES

Goal:  Helping students choose their courses appropriately to meet their goals and/or degree program requirements is one of the key components of the academic advising process.

Course Coding System:  Courses are lettered and number coded.  The letters represent the department and the numbers represent the course and course level.  Course numbers below 100 are not counted towards a degree or certificate and are considered developmental.  The developmental courses may be mandatory or useful if the students are to be successful in other courses they take.  Courses designated 100 are first level courses while courses with a 200 number are considered upper level courses and often require a pre-requisite course.  

General Education Courses:  The development of critical thinking and writing skills is essential to a student’s success in College.  Therefore, the General Education Courses provide students with the opportunity to develop these skills through a variety of appropriate critical thinking and writing assignments.  Please review the specific general education course requirements in the student’s chosen program of study.  

The General Education Courses are usually transferable at many, but not all, other colleges and universities in New Jersey and other states.  Students who intend to transfer into a bachelor’s degree program should visit the Transfer Office in A-123.  Academic Advisors also may refer to the ‘Best Bets’ sheets for information about transfer to a particular college/university.  Best Bets sheets are located in the Career and Transfer Center, Counseling Center, and Academic Advising Center.  See http://www.bergen.edu/transfer for further information.

Please note:  When choosing the Humanities and/or Social Science electives, students are limited to two courses from each discipline (and sometimes only one depending on the program).  If more than two courses are taken within the same discipline, the course may either count as free elective credit, if needed within the curriculum, or as “other” course work (See General Education Page in the BCC Registration booklets and the E-Catalog).

Referring

Students

to the 

Appropriate

Student Services

Office

Academic Advising Center - http://www.bergen.edu/pages/680.asp 

Room A101, (201) 612-5480/5481
The Academic Advising Center helps students plan the selection of courses they take each semester, and helps with the overall sequencing of courses needed for particular programs of study.  New students get started by attending Registration Workshops.  Returning/continuing/transfer students can meet with advisors individually.  International students sometimes require specialized advisement with an International Student Counselor.

Admissions Office - http://admissions.bergen.edu/admissions 

Room A128, (201) 493-7195/7196
The main objective of this office is to simplify and streamline the admissions process for students. Bergen maintains an open door policy. This means that most programs are open to anyone with a high school diploma or the equivalent. Some health programs have limited space and specific entrance requirements. 
Bursar’s Office - http://www.bergen.edu/pages/2936.asp 

Room A229, (201) 447-7105
The Bursar's Office is responsible for the Accounts Receivable of the College.  Functions include timely and accurate billing and collecting of student tuition, fees, and other miscellaneous charges; prompt crediting of each student's account; calculating and processing student refunds. By enrolling at Bergen Community College, a student is accountable to pay all of the charges incurred for a given term by the published deadline. Therefore it is imperative that all students become familiar with the Office policies as well as payment deadlines (available on this website).
Career and Transfer Services Office- http://www.bergen.edu/pages/682.asp
Room A123, (201) 447-7171
The Center's staff is committed to assisting students with their career planning needs, whether to choose a major to study, to obtain employment, or to take part in the Cooperative Education and/or Service Learning Programs. Transfer counseling for students interested in moving from BCC to a 4-year college also is available.
Center for Academic Planning & Student Success http://www.bergen.edu/pages/716.asp - Room A118, (201) 447-7211
Professional counselors offer a wide variety of services for Bergen Community College students. They can help students explore educational goals and acquire the tools necessary for student success. The Center for Academic Planning & Student Success is a place for students to ask questions, reflect on the direction of their life, and seek help with course selection, choice of curriculum, or deciding to drop or not drop a course. The Center may be the place for students to go if they need to discuss any problem with an academic counselor in a confidential setting.
Center for Collegiate Deaf Education - http://www.bergen.edu/pages/3961.asp
Room L-121B, (201) 447-7843
The Center for Collegiate Deaf Education (CCDE) is the Northern Regional Center for college students who are Deaf or hard of hearing. The Center was established by means of the New Jersey Commission on Higher Education with the support of Bergen Community College. The CCDE works collaboratively with the administration and faculty of Bergen Community College in creating an inclusive barrier free environment where students with hearing loss can be successful. The aim of the Center is to sponsor students in their commitment to higher education. The Center provides comprehensive support services as well as personal enrichment opportunities for students enrolled at the college. 

Cerullo Learning Assistance Center - http://www.bergen.edu/pages/2192.asp
Room L125, (201) 489-1551
The Henry and Edith Cerullo Learning Assistance Center is comprised of: The Tutoring Center, The Math Walk-In Center, The Writing Center, and The English Language Resource Center (ELRC).  There also exists SmartThinking, an online tutoring service.  Tutoring is FREE for all currently registered Bergen Community College students.

Educational Opportunity Fund - http://www.bergen.edu/pages/2425.asp
Room C100, (201) 447-7139
The Educational Opportunity Fund Program was instituted by the New Jersey State Legislature in 1968 for the purpose of helping economically and educationally disadvantaged students obtain a college education. Students who are accepted into the program are provided with a grant and comprehensive support services designed to enhance their college experience and to insure the success of each participant.

Financial Aid Office - http://www.bergen.edu/pages/681.asp 

Room A123, (201) 447-7148
Bergen Community College believes that the talents, hopes and ambitions of its residents are among the most valuable resources the local community and the State of New Jersey possess. Accordingly, the College promotes a number of grant, loan and employment opportunities for students who need financial assistance to make college a reality.  In addition, scholarships are available to reward students who achieve academically. 
Health Services Office - http://www.bergen.edu/pages/2444.asp 

Room HS100, (201) 447-9257
The Health Services Office is staffed by Registered Nurses and Professional Counselors for the purpose of rendering first aid, emergency care, health information, and mental health counseling. There is no Physician on campus. In addition, neighboring hospitals provide emergency medical service for more critical problems.

International Student Center - http://www.bergen.edu/pages/4452.asp
Room A126, (201) 689-7601
The International Student Center staff provides services and programs for entering and current F-1 international students. In addition to helping international students apply to BCC, the Counselors will help students to understand how to maintain their F-1 status, and to acculturate to the United States and to Bergen Community College.

Office of Specialized Services - http://www.bergen.edu/pages/676.asp
Room L116, (201) 612-5270
The mission of The Office of Specialized Services is to assist students with disabilities at Bergen Community College in achieving their educational goals. The office provides appropriate academic support services and accommodations that allow students equal access to college programs to ensure individuals are viewed on the basis of ability not disability.

Office of Testing Services – http://www.bergen.edu/pages/715.asp

Room S127, (201) 447-7203
The Office of Testing Services offers a variety of testing services: English and Mathematics Basic Skills (Accuplacer) Tests, the Levels of English Proficiency Test, challenge tests, proficiency tests, and credit-by-examination tests in a number of subject areas, instructional make-up tests, online course tests, and special accommodation tests.
Registration Office - http://www.bergen.edu/pages/677.asp
Room A129, (201) 447-7218
The Registration Office helps students with registering for, and withdrawing from, courses; understanding prerequisite requirements; and addressing problems with WebAdvisor. Transcript requests are also handled through this office.
ADMISSIONS
The College maintains an open admissions policy.  Students are enrolled in the college in one of two ways:
· Non-degree seeking students are those students who take classes and do not plan on completing a degree or certificate program. Students may attempt eleven credits before being required to take the Basic Skills Test. 

· Degree seeking students are those students enrolled in a degree or certificate program who have been officially admitted through the Admissions Office.  They are eligible for Financial Aid. 

Students Interested in Health Career Programs:

Admission to some of the Health Career Programs is limited to a specific number of candidates each year because of requirements imposed by accrediting agencies and the availability of faculty, college laboratory and clinical agency resources.  The Divisions of Student Services and Health Professions and Nursing have developed criteria for acceptance.  The criteria insure that all candidates are evaluated in the same way, within each discipline.  These criteria will be utilized in determining the candidates who will be offered admission.  Non-Degree students interested in a Health Careers Program should be directed to the Admissions Office, Room A-128.  Degree seeking students who wish to change their curriculum to a Health Career Program should make an appointment with an Admissions Counselor and/or attend one of the Health Professions and Nursing Group Advising Sessions.  See Catalog for “Minimum Entrance Requirements for Health Career Programs.”
Second Degree:  

Students who have graduated from BCC and return for a second degree must submit a new application to the Admissions Office.  Credits earned toward a prior degree or certificate may be applied towards the second degree.  Students may apply a maximum of 45 credits from their previous degree to the current program of study.  The Colleague Degree Audit System will automatically fit the courses into the new curriculum guideline.  However, it may apply more than the maximum of 45 credits. Advisors must make sure when advising students that only 45 credits are applied to the second degree. 

· Students may earn only one Associate in Arts (AA) degree

· Students may earn only one Associate in Science (AS) degree
· Students may earn two or more Associate in Applied Science (AAS) Degrees and Certificates, if the degrees/certificates are in different majors
Admissions-related Programs/ Services for Specific Groups
BCC offers other programs/services to specific groups such as:

Students with Disabilities


NJ Stars Students

Honors Students



Athletes

Veterans




New Jersey National Guard

Senior Citizens



Unemployed Persons

Visiting Students



High School Students
Volunteer Fire, First Aid, and Rescue Squad Members and Family
Transfer of Credits to BCC
· Transfer credits are awarded to degree seeking students. 

· Students may transfer up to 45 credits for an Associate Degree and 18 – 21 credits for a certificate program.
· To obtain transfer credits, students must submit official transcripts to the Admissions Office.

· Grades below “C” are not accepted in transfer. 

· Please note: only the credits transfer, the grades do not transfer, and therefore, are NOT calculated within the GPA.  

· Students may be awarded elective credits for previous course work in which an exact match does not exist.  These courses are coded with the 199 or 299 course number designation.  For example, HIS 299 History Elective, this course will fulfill a Humanities or History Elective.  FRE 199 Free Elective, this course will fulfill a free elective if called for in the student’s curriculum.

· BCC awards selected credits from Regionally Accredited Colleges and Universities (e.g. Montclair State University, Ramapo College, Berkley College, DeVry).
· The College does not accept credits from Berdan Institute, Dover Business College or Citone Institute.  To transfer credits from Chubb Institute Ho-Ho-Kus School/Eastwick College, students should contact Thomas Edison State College for Credit Banking (see address below).  The College does accept Anatomy and Physiology I and II from Eastwick College.
· Computer Learning Center: BCC has set a transfer policy to assist students in transferring credits from the Former Computer Learning Center into the INF programs.  Students should submit a copy of their most recent grade report to the Admissions Office.  

· Military Credits:  Students should contact the American Council on Education (ACE) and have a transcript of their experience sent from ACE to the Admissions Office.

· Bergen County Police & Fire Academy: We only accept credits from the Basic Police Training Program.  Students should submit a transcript from ACE.  Students can be awarded up to 15 credits (CRJ 101, CRJ 103, CRJ

     109, WEX 159, WEX 202/203, WEX 159) in any associate degree or  

     certificate program.

· Foreign Credentials:  Transcripts should be submitted to World Education Services (WES) or similar agency for a course-by-course evaluation.  WES applications are available in the International Student Center, room A126, and Academic Advising Center, room A101 (see WES address below).
· Life Experience Credits: Bergen does not grant credit for life experience.  However, we do accept CLEP exam (College Level Proficiency Test) results and offer many tests that confer credit-by-exam (see Testing and Assessment in the College Catalog).  Students seeking Life Experience credits may want to contact Thomas Edison State College for portfolio assessment.  Students can transfer credits from Thomas Edison State College to Bergen if the courses are applicable to the student’s current curriculum requirements.
· New York University Foreign Language Proficiency Testing: The exam evaluates a student’s knowledge of a language and assigns points.  Students should take the 16-point exam, and can be awarded 3 credits in foreign language.  Students who wish to test in Spanish, German or French should be encouraged to take the less expensive CLEP exams.  NYU is much more expensive than CLEP.  

· CLEP – Standardized testing given by the College Board.  Students who take and pass the CLEP exams are awarded transfer credits in specific subject matters. (See CLEP chart in the catalog for course/test equivalency).

American Council on Education

World Education Services
One Dupont Circle




P.O. Box 745

Washington, DC 20036



Old Chelsea Station

(202) 939-9300




New York, NY 10113

www.acenet.edu




(212) 966-6311





www.wes.org

Thomas Edison State College

101 W. State Street

Trenton, NJ  08608-1176

(609) 984-1150

www.tesc.edu

Testing & Assessment
Placement Information:

EBS.COMPLETE ( no Developmental English Placements Required

MAT.COMPLETE ( no Developmental Math Placements Required

ALG.COMPLETE ( no Developmental Algebra Placements Required

ALP.COMPLETE  ( no American Language Courses Required

ENGLISH PLACEMENT 

If any English Basic Skills courses are listed, it is mandatory that students take these classes in order to register for any other courses. 

The pairs:
EBS 014/015 or
EBS 016/017 or
EBS 023/024 or 

EBS 031/WRT 101 must be taken at the same time.

If the student has any English Basic Skills courses required, they will be limited in the number of credits the student may register for in the first semester:

EBS. 014 PLAC  =   EBS 014/015:  Limited to 13 credits

EBS. 016 PLAC  =   EBS 016/017:  Limited to 15 credits

EBS. 023 PLAC  =   EBS 023/024:  Limited to 15 credits

EBS. 031 PLAC  =   WRT 101/EBS 031:  Limited to 18 credits

MATH AND ALGEBRA PLACEMENT

If any Basic Skills courses in Math and/or Algebra are listed, it is recommended that the required course be started the first semester.  

· All required Math skills courses must be completed, one each semester, starting with the lowest numbered course, before any other Math course can be taken.  

· MAT 011AL requires that students take 3 credit hours of Developmental Arithmetic and 1 credit hour of a linked support MAT 010AL course over one semester.

· MAT 011 is a 3-credit basic Arithmetic course taken over one semester.

· MAT 012 requires that students take 1 credit hour of Developmental Arithmetic over a 7 week period linked with an Elementary Algebra course.

· MAT 031/032 is a two-semester sequence of algebra. Students with this placement must take MAT 032 upon successful completion of MAT 031.

· MAT 035 is a one-semester algebra course.  However, if the student feels he/she might benefit from taking this placement over two semesters they may opt to take MAT 031/032.  These students must be referred to the Math Department, Room A-325.

Students who have completed MAT-032 or MAT-035 with a grade of C or better who wish to continue on a Calculus track, may take a proficiency test for the required pre-requisite of Intermediate Algebra (MAT-160) or Pre-Calculus (MAT-180). These students must be referred to the Office of Testing & Assessment, room S-127.
Support Classes for Basic Math and Algebra 

MAT-010:  
Support recitation class for students enrolled in MAT-011.

MAT-033:
The support class for MAT-031, beginning Algebra A, is a one (1) credit individualized computer assisted instruction and/or  reinforcement course.

MAT-034:
The support class for MAT-032, beginning Algebra B, is a One (1)

credit individualized computer assisted instruction and/or

reinforcement course.

Support classes are available to all BCC students.

Refer students who have attempted MAT-031 or MAT-032 twice and have not succeeded to an Academic Counselor in room A-118.

Students who receive Specialized Services must take the support math class when taking a remedial math class.

ACADEMIC INTERVENTION AND MONITORING SYSTEM (AIMS) PLACEMENT
AIMS is an academic and instructional support program designed for students who are most at risk in a college environment according to their Accuplacer placement scores in English and math.
Students who test into the AIMS program take the following courses, comprising a 14-credit load, during their first semester.  If a student’s placement is AIMS, it is mandatory that he/she register for this pattern of courses before taking any college level courses.  Please refer these students to room A333, (201) 447-7168.

A) Developmental Skills I (EBS-014/015)
B) Basic Math (MAT-011) with MAT-010 Math support

C) Basic Communications (SPE-005)
D) Introduction to the College Experience (IST-121)
AMERICAN LANGUAGE PROGRAM (ALP) PLACEMENT

Students are placed into one of four levels in the ALP according to their scores on the Level of English Proficiency (LOEP) exam or Test of English as a Foreign Language (TOEFL) exams.  The placements will be as follows:

  
ALP.LVL0.PLAC  =  Foundations

ALP.LVL1.PLAC  =  Level I


ALP.LVL2.PLAC  =  Level II

ALP.LVL3.PLAC  =  Level III
Students may enroll for a maximum of 15 credits per semester. Students placed in the ALP are required to complete this program before registering for courses in their chosen curricula.

Courses:  The program offers four courses at each Level:  

Grammar, Parts A and B
(6 credits)



Reading


(3 credits)



Writing


(3 credits)



Speech


(3 credits)

Students who pass the American Language Program Level 3 Exit Examinations in Reading and Writing may enroll in WRT-101.  ALP students are required to take the Math portion of the basic skills Accuplacer Test (or have it waived), in order to register for college level Math courses.  The ALP courses do not earn college credit; however, the grades achieved are reflected on the student’s grade point average.  All courses run the entire semester (16 weeks).

Full and Part-time Status: 

Part-time:
 3 hours:  Speech


Part-time:
 6 hours:  Grammar Parts A and B

Part-time:
 9 hours:  Grammar Parts A and B, Speech


Full-time:        12 hours:  Reading, Writing, and Grammar


Full-time:        15 hours:  Reading, Writing, Grammar, and Speech

CHALLENGE TESTING:  Due to a variety of circumstances, students may not perform to the best of their abilities on the Accuplacer Test.  Challenge tests are offered in English, Computation, and Algebra, to reassess basic skill proficiency.  Challenge tests are offered periodically throughout the semester.  Refer students to Testing Center (S-127).  

Students interested in challenging the math placement tests may do so BEFORE they enroll for a Developmental Math course (MAT 011, MAT 031 & MAT 035).  Once a student enrolls in any developmental math course he/she no longer has the opportunity to challenge that Math placement test. 

CREDIT BY EXAMINATION: The OTS administers credit-by-examination for a number of college level courses. In order to receive college credit for a particular course, a student must earn a grade of C or better on specific subject examinations.

Upon successful completion of an examination, the student will pay a $15 per course credit fee for which the student will receive a grade. A CBE grade is not included in attempted credits but is included in earned credits. Also a CBE grade is not computed in a student's cumulative grade point average. Registration information and a list of available subject examinations may be obtained at the OTS, room S-127. There is a $30 fee for each examination.


PROFICIENCY TESTS: These are offered as a means of placement for a variety of college level courses. Currently, proficiency tests are available for the following courses: Introduction to Chemistry, Intermediate Algebra, and Pre-Calculus. Successful scores on Proficiency Tests allow students to register for a higher level course within the same discipline sequence. However, a successful proficiency test carries no course credit.
Students who have placed out of, successfully challenged, or passed Elementary Algebra may take a test for Intermediate Algebra, or Pre-Calculus. Proficiency Test registration forms can be obtained from the Office of Testing Services, room S-127. There is a $30 fee for each proficiency test taken.

COLLEGE LEVEL EXAMINATION PROGRAM (C.L.E.P.): Students may earn college credit for learning achieved outside of formal college courses.  Students receive transfer credits upon successful completion of the exam.  BCC charges no fee for this exam; all fees are payable directly to CLEP or the test site.  More information is available in the Testing Office, Room S-127.

ADVANCED PLACEMENT (AP): Though not a test, Advanced Placement Credits are awarded to students who take AP courses while in high school and who have successfully passed the AP exam.  Refer students to the Graduation Evaluator in the Registration Office for posting of credits.  Credits are posted as CBE.

REGISTRATION
PRIORITY REGISTRATION FOR CONTINUING STUDENTS:

Students who are currently enrolled are given priority registration over all other students at the start of each semester’s registration period.  Students who have earned the most credits will be invited to register first.  The Office of Enrollment Services e-mails letters to students approximately one week prior to the beginning of Registration.  These e-mails inform the students of their date to register. Students are permitted to register any time after, but not before, their specified registration date.  Students are encouraged to use WebAdvisor to register.  Students in any kind of poor academic standing, or with holds on their accounts, will not be able to register through the web. 

REGISTRATION FOR NEW STUDENTS:

After Continuing Student Priority Registration, newly admitted students will receive an invitation to attend a New Student Registration Session with their Entrance Exam Results.  Faculty Advisors as well as Academic Counselors will be available at these sessions to guide the student through the selection of courses and registration process.  The advantages for the students who attend these sessions are: proper selection of courses to address any basic skills requirements and/or to fulfill a chosen major’s course requirements; information about common pitfalls that new students often make; training on how to use WebAdvisor; and help with, and completion of, actual registration in chosen courses during the session.
REGISTRATION FOR RETURNING STUDENTS:
Students that left the College in good standing may also register during priority registration for continuing students.  To obtain a registration date and time, students should be referred to the Registration Office.  Their registration date and time will be assigned based on the number of completed credits the student has earned.  Returning students may ask to attend a registration workshop offered through the Academic Advising Center, room A-101. 

· Students who have been suspended or dismissed are eligible to make an application for reinstatement after one semester.  If reinstated the student must meet with an academic counselor, room A-118, before registering.
· See College Catalog for information on: Academic Probation, Delinquent Students, Appeals of Student Status, Committee on Academic Standing

REGISTRATION OPEN TO THE PUBLIC: After Priority Registration ends until the first day of class, the public can register.
REGISTRATION FOR THOSE RECEIVING TUITION WAIVERS:

Students that are eligible to receive tuition waivers for being unemployed, county employees, EMTs/firefighters/police officers, or retired individuals have to register the last day of registration and in-person. 
CHANGE OF REGISTRATION (DROP/ADD):

This registration takes place during the first week of classes.  Courses may not be added after the end of the Change of Registration period.  Registration charges a $10 fee for dropping a course and a $10 fee for adding a course.  
ADJUSTMENT OF DEGREE REQUIREMENTS:
Some students may seek approval to have their degree requirements adjusted.  Students who are matriculated under an older catalog may find some specified courses are no longer offered. These students should apply to have these courses waived and/or substituted.  Forms are available at the Registration Office.  Students should be referred to the Department Chairs for further assistance.

ACADEMIC FORGIVENESS POLICY: 

A. PAST PERFORMANCE OPTION:

1. After three consecutive years of non-attendance, a student may request Academic Forgiveness based upon past academic performance.

2. The request will be reviewed after the student has completed at least one semester.  The student must complete nine credits and earn a GPA of 2.5 for his/her request to be approved.

3. When the student’s request is approved, grades of “F,” “E,” ”R” and optionally “D” for the courses from the prior attendance period will be removed from the student’s Grade Point Average.  However, the courses will remain on the student’s official transcript designated with a special code for Academic Forgiveness.

B. CHANGE OF CURRICULUM OPTION:

1. A student may request Academic Forgiveness based upon a change of curriculum anytime after matriculation and after credits have been attempted.  

2. If a student’s request is approved grades of “F”, “E”, “R” and optionally “D” in courses that were required by his/her former program but are not required by his/her new program will be removed from the students Grade Point Average. However, the courses will remain on the students official transcripts designated with a special code for Academic Forgiveness.

Please note:  Grades which are forgiven remain on the transcripts of the student BUT are not counted in the GPA.  The grade will be recorded with a @ sign, for example ‘WRT-101 D@’.
Department Abbreviations

	Listed as
	Department
	
	Listed as
	Department

	ACC
	Accounting
	
	LGN
	Legal Nursing

	HP
	Health Professions
	
	LIT
	Literature

	ANT
	Anthropology
	
	MAT
	Mathematics

	ART
	Art
	
	MFG
	Manufacturing Technology

	BNF
	Banking & Finance
	
	MOA
	Medical Office Assistant

Medical Informatics

	BIO
	Biology
	
	MLT
	Medical Lab Tech

Discontinued

	BUS
	Business
	
	MUS
	Music

	CIN
	Cinema
	
	MUA
	Music-Applied

	CIS
	Computer  Information Science
	
	NUR
	Nursing

	CHM
	Chemistry
	
	HRT
	Horticulture

	CRJ
	Criminal Justice
	
	PHR
	Philosophy & Religion

	COM
	Mass Communications
	
	PTA
	Physical Therapy Assistant

Discontinued

	DAN
	Dance
	
	PHY
	Physics

	DHY
	Dental Hygiene
	
	POL
	Political Science

	DMS
	Diagnostic Medical Sonography
	
	PSY
	Psychology

	DFT
	Drafting & Design
	
	RAD
	Radiography

	PHY
	Physics
	
	REA
	Real Estate

	ECO
	Economics
	
	RTT
	Radiation Therapy

Technology

	EDU
	Education
	
	RSP
	Respiratory Therapy

	ELC
	Electrical
	
	SOC
	Sociology/ Social Work

	ENV
	Environmental Science
	
	SPE
	Speech

	LAN
	Foreign Language
	
	SUR
	Surgical Tech

	GEO
	Geography
	
	TEC
	Technological Sciences

	HIS
	History
	
	THR
	Theatre Arts

	HRM
	Hotel/Rest Mgmt
	
	TRV
	Travel

	INF
	Information Tech
	
	VET
	Veterinary Tech

	IST
	Interdisciplinary Studies
	
	WEX
	Wellness & Exercise

	LGL
	Legal Assistant
	
	WRT

ALP

EBS
	Writing/English Comp

American Language

English Basic Skills
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