Utica College

Undergraduate Advising Check List

For Incoming Students

1. Is the student exempt from core? 

2. Is the student exempt from any of Component One of core? 

See also 8 and 13 for regulations covering students in their freshman year

For Junior Review and Certification for Graduation

3. Has the student completed sufficient credit hours? 

4. Does the student have a high enough GPA? 

5. Does the student have sufficient liberal arts courses? 

6. Has the student taken any PE courses? 

7. Has the student repeated any courses? 

8. Has the student taken any courses pass/fail? 

9. Does the student have any incompletes? 

10. Do any courses satisfy both a major and a minor? 

11. Do any courses satisfy both majors in a dual major? 

12. Is the student on any financial aid? 

13. Has the student taken any writing intensive classes? 

14. Has the student taken a diversity course? 

15. Has the student met the residency requirement? 

16. Will the student be charged for extra credit hours? 

17. Is the student qualified for graduation with honors? 

For Incoming Students

1.
Is the student exempt from core?

· A transfer student who has an associate's degree or 57 credits from a four-year institution is exempt from Components One and Two of core. They must still complete one writing intensive course to satisfy Component Three of core.

· Transfer students without an associates degree and with more than 30 but less than 57 credits in the liberal arts and sciences may be exempt from certain parts of core. For full details see the college catalog, page 68.

· A transfer student with fewer than 30 credit hours of liberal arts and sciences must complete all of the requirements for Component Two of core.

· If a student has transferred in >57 credits from a four-year institution, but the degree evaluation is still showing core requirements as “unmet”, please contact the Registrar’s Office.

2.
Is the student exempt from any of Component One of core?

· Most exemptions from sections of Component 1 of core are handled by the relevant academic department during orientation. The exemption policies are outlined on pages 23-24 of the College catalog. 

· If the student should be exempt from any portion of Component One of core, but the degree evaluation is not showing this correctly, please contact the Registrar’s Office.

For Junior Review And Certification For Graduation

Always remember to run a new degree evaluation in Banner Web before advising a student or review the degree evaluation provided by the student.

3.
Has the student completed sufficient credit hours?
· Students must have completed at least 120 credit hours to be graduated (some majors require more than 120 hours), 87 hours to qualify as a senior, 57 hours to qualify as a junior, and 27 hours to qualify as a sophomore.

4.
Does the student have a high enough GPA?

· Students must have 2.0 GPA in their major, concentration, and minor course requirements and a 2.0 GPA overall to graduate. Some majors have additional requirements.

5.
Does the student have sufficient liberal arts courses?
· A student in a BS major must have 60 hours required for graduation in liberal arts and sciences courses. A student in a BA major must have 90 hours required for graduation in liberal arts and sciences courses.

· Students in majors requiring more than 120 hours do not have to have additional liberal arts and sciences courses. 

6.
Has the student taken any PE courses?

· No more than three credit hours of PE can be counted towards the total credits necessary for graduation.

· Sometimes, if the student has taken the same PE course more than once, the second (or third) instance is excluded in error. If this has happened, please contact the Registrar’s Office to correct.

7.
Has the student repeated any courses?

· A student must have received a C- or lower to repeat a course.

· If the student passed the course with a grade of C- or lower, the repeated course must be taken at UC. An equivalent course taken at another institution will not count.

· If a student failed a course, the repeated course may be taken at UC or an equivalent course may be taken at another institution.

· If an equivalent course is taken at another institution only the credit hours and course will be transferred in, not the grade. The course will be listed on the advising transcript as a transferred course with the UC equivalent. The grade for the course taken at UC will remain on the transcript and become part of the GPA. 

· If the course is repeated at UC it must be the same course. Select topics courses must have not only the same prefix, but also the same content. 

· Before taking an equivalent course at another institution, a student must complete a Permission To Study At Another Institution form available in division offices.

· If a student failed a course, re-took it at UC and passed, then:

· Only the new grade is factored into the student's GPA. The original grade remains on the advising transcript but is not included in the calculation of the GPA.

· Only the credit hours of the repeated course count towards the student's total credit hours. 

· While the course is being retaken, the credit hours count towards full time status for both college registration and financial aid. In other words, a student can register for 12 credit hours, including the repeated course, be a full-time student and receive financial aid.

· If the student passed the course at UC  but with a grade of C-, D+, or D,  retook the course at UC  and received a grade of C or higher then: 

· Only the new grade is factored into the student's GPA. The original grade remains on the advising transcript but is not included in the calculation of the GPA.

· For the purposes of college registration, the credit hours of the repeated course count towards the student's total credit hours.

· For the purposes of financial aid, the credit hours for the repeated course do not count towards full-time status in the semester in which the repeated course is being taken. In other words, a student must be taking a full-time course load of 12 credit hours plus the repeated course to qualify for full-time financial aid.

· If the student passed the course at UC  but with a grade of C- or below, retook the course at UC  and received a lower grade then the lower grade is the grade that is factored into the GPA.

· The only course that may not be repeated is UCC 101.

· If the student repeated a course and then repeated it again, the grades earned from both the two repetitions are factored into the GPA, but the credit hours are counted only once. For example, if a student took a 3-credit course and received a C-, repeated the course and received a D, took the course a third time and received a B, the C- would be ignored, both the B and the D would be factored into the GPA, but only 3 credit hours would be added to the total credit hours.

· If a student took a course at another college and then took an equivalent course at UC, the student cannot count the course twice. The transfer course has to be dropped from the record.

8.
Has the student taken any courses pass/fail?

· A student may take a maximum of 6 courses on a pass/fail basis.

· A student may not take more than one course pass/fail in any semester.

· Courses taken pass/fail may not be used to satisfy core, major requirements, major related requirements, or minor requirements.

· Students cannot take a course pass/fail in their freshman year.

9.
Does the student have any incompletes?
· Students can graduate without completing Incompletes as long as the major requirements are met, the appropriate hours are earned, and all graduation requirements are complete.  
· Incompletes are counted as failing grades for purposes of GPA until the grade is converted to a passing grade.

10.
Do any courses satisfy both a major and a minor?
· No more than nine (9) credit hours may be used to satisfy the requirements of both a major and a minor simultaneously. General education courses that also fulfill major requirements are exceptions to this limit.

11.
Do any courses satisfy both majors in a dual major?
· No more than nine (9) credit hours may be used to satisfy both majors in a dual major. General education courses that also fulfill major requirements are exceptions to this limit.

12.
Is the student on any financial aid?
· To be eligible for TAP or Federal funds students must complete a prescribed number of credit hours each year. The exact figures are in the college catalog (page 152, under the heading “Minimal Academic Progress”). 

13.
Has the student taken any writing intensive classes?
· A student entering as a freshman must take two writing-intensive courses to be eligible to be graduated. 

· A student entering as a transfer, but not with core complete must take two writing-intensive courses.

· Transfer students entering with core complete need take only one writing intensive course. 

· A writing intensive course taken in a student's freshman year does not count as writing intensive.

· Writing intensive courses must be taken at UC.

14.
Has the student taken a diversity course?
· All students who do not transfer in core complete (see 1) must complete a diversity course. (See page 23 of the College Catalog).

15.
Has the student met the residency requirement?
· The student's last 30 credit hours must have been earned at UC.

· To graduate with honors (cum laude, magna cum laude, summa cum laude) the last 60 hours must have been earned at UC.

· Pass/Fail courses, with the exception of mandatory Pass/Fail courses, do not count towards the 60 hours in residency necessary for graduation with honors.

· Under certain circumstances a waiver of this requirement can be obtained by petitioning the Academic Standards Committee through the Office of Student Success.

16.
Will the student be charged for extra credit hours?
· There are two separate criteria for maximum hours: financial and academic.

· Full time tuition covers up to 19 credits. 

· If the student wishes to take more than 19 credit hours in a semester, s/he must pay per credit at the hourly (day) rate.

· If the student wishes to take additional credits, s/he must obtain permission from the Dean of his/her Academic School.

17.
Is the student qualified for graduation with honors?
· To be graduated with honors (cum laude, magna cum laude, summa cum laude) 60 hours must have been earned at UC.

· Pass/Fail courses, with the exception of mandatory Pass/Fail courses, do not count towards the 60 hours in residency necessary for graduation with honors.

· The student must have 30 credits of upper-level course work to qualify for Graduation Honors.
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