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Welcome to academic advising at the University of Saint Katherine. Advising of this
type is far more critical than just the selection of majors and minors and the
scheduling of classes. At the University of Saint Katherine, we see academic advising
as a support service to the student, making available the best possible guidance tools,
to assist him/her in making life choices which will be personally rewarding and
fulfilling.

This handbook is designed for advisors as a resource and quick reference for useful
and pertinent information. The handbook is intended to supplement the official
University catalog and the USK Student Handbook.
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University of Saint Katherine is the academic home for over 250 students. Each of these students
brings unique potentials which can be enhanced through a relationship with an academic advisor.
Each also brings family and community responsibilities, careers and academic expectations which
usually add up to more than 100% of available time, energy and resources.

Because of this, you, in your role as a faculty advisor, have unique opportunities to assist students
in meeting these demands, challenges, stresses and opportunities constructively and creatively.

The academic advising relationship is a vehicle you can use to share yourself, your knowledge
and your experience in a more personal way than is possible in the more formal class atmosphere.
Good academic advising can help the student bridge the gaps between personal, academic and
career requirements. Supported by good advising, students will clarify, plan, implement and
monitor a program of study consistent with their values, goals, interests and strengths. This will,
hopefully, lead to success and satisfaction in their personal, academic and career lives.

When students meet with their advisors, they come with varying needs and expectations.
Generally, students want the following from an advisor:

● Accessibility • an advisor who is reasonably available for advising appointments and
who conveys an attitude that says "advising is an important educational task;"

● Accurate information • an advisor who knows the current information regarding
requirements, policies, procedures, or where to find the information; an advisor who knows
when to refer to another person or office;

● Advice • an advisor who is willing to challenge, recommend, encourage, without
imposing his/her preferences; and

● Relationship • an advisor who is willing to sit face-to-face and care about the
educational and career plans of the student.

Effective advising will enhance the likelihood of:
● Student major/career exploration and selection consistent with the student's values,

goals, strengths, and abilities
● Student satisfaction with their academic program, advising, and University of Saint

Katherine
● Student/faculty advisor relationship that is positive
● Student persistence in academic programs (retention)
● Student success after graduation from University of Saint Katherine
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Advisor Role and Responsibilities
● Help students define and develop realistic educational career plans.
● Assist students in planning a program consistent with their strengths, abilities, goals,

and interests.
● Monitor progress toward educational/career goals.
● Discuss and reinforce linkages and relationships between instructional programs and

occupation/career.
● Interpret and provide rationale for instructional policies, procedures, and

requirements.
● Approve designated educational transactions (e.g., drops and adds, withdrawals,

waivers, graduation requirements, etc.).
● Maintain an advising file for each advisee.
● Refer students when academic, attitudinal, attendance, or other personal problems

require intervention by other professionals.
● Inform students of the nature of the advisor/advisee relationship.
● Request reassignment of advisee to another advisor, if necessary.
● Assist advisees in identifying career opportunities.
● Develop a caring relationship with advisees.
● Inform students of special services available to them for remediation, academic

assistance, and other needs.

Source: Williams-Crocke� (1995). Defining the Essential Elements of Successful Advising Programs. Colorado: The Noel-
Levi� Center for Enrollment Management, p.12.
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Confidentiality of Student Records
In accordance with the Family Educational Rights and Privacy Act of 1974 (FERPA), University of
Saint Katherine students have the right to review, inspect, and challenge the accuracy of
information kept in a cumulative file by the University, unless the student waives the right. The law
further ensures that records cannot be released except in emergency situations without the
written consent of the student. There are a few exceptions, including faculty with a legitimate
educational interest and other school officials.

Advisee Responsibilities
Clarify their personal values, abilities, interests, and goals.

Contact and make an appointment with the advisor when required or when in need of assistance. If
the student finds it impossible to keep the appointment, the student will notify the advisor.

● Encouraged to make decisions that support your goals, abilities, and aspirations.

● Become knowledgeable and adhere to institutional policies, procedures, and
requirements.

● Become familiar with your departmental advisors for your major or minor.

● Prepare for advising sessions and bring appropriate resources or materials.

● Follow through on actions identified during each advising session.

● Evaluate the advising system, when requested, in order to strengthen the advising
process.

● Request reassignment of a different advisor if necessary.

● Accept final responsibility for all decisions.

Source: Williams-Crocke� (1995). Defining the Essential Elements of Successful Advising Programs. Colorado:
The Noel-Levi� Center for Enrollment Management, p.13.
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Process of Developmental Advising
1. Exploring Life Goals

a) Know students’ characteristics and development
b) Understand decision-making process
c) Know principles of psychology and sociology
d) Possess skill in counseling techniques
e) Appreciate individual differences
f) Believe in worth and dignity of all people
g) Believe that all people have potential

2. Exploring Career Goals
a) Know vocational fields
b) Possess skill in test interpretation
c) Understand the changing nature of work in society
d) Accept all fields of work as worthy and dignified

3. Choosing Programs
a) Know programs available at University
b) Know requirements of programs (special entrance requirements, fees, time
commitments, etc.)
c) Know university requirements for transfer programs
d) Know how others have performed in the program
e) Know the success of program graduates

4. Selecting Courses
a) Know available courses
b) Know special information about courses (prerequisites, etc.)
c) Know rules and regulations of the University
d) Know honors and developmental courses
e) Know instructors and their teaching styles
f) Know course content
g) Know advisees demonstrated abilities

5. Scheduling Courses
a) Know course schedule
b) Know all registration procedures
c) Know advisee’s work and commuting schedule

Source: Noel, L. and Levitz, R. (1989). Managing Retention Through Early Intervention. (adapted from T. O’Banion,
Developmental Advising Model). Iowa: Noel Levitz Centers for Institutional Effectiveness and Innovation, Inc. p.20.
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A Developmental View of Academic
Advising as Teaching

Burns Crookston, a University of Utah faculty member, introduced the terms and expanded the
model for developmental advising. He distinguished between prescriptive learning, a much-used
and trite form of teaching that still plagues higher education today, and developmental teaching or
advising, a more holistic and learner-centered approach. His description separated the tenets of
prescriptive learning from developmental teaching, as shown below:

Prescriptive Learning Developmental Advising-Teaching

● Advisor has primary responsibility
● Focus is on limitations
● Effort is problem-oriented
● Relationship is based on status
● Relationship is based on authority and the

giving of advice
● Evaluation is done by advisor

● Advisor and student share responsibility
● Focus is on potentialities
● Effort is growth-oriented
● Relationship is based on trust and respect
● Relationship is based on equal and shared

problem solving
● Evaluation is a shared process

Dr. Richard Light of Harvard University has suggested (2001) that quality faculty advising is
distinguished from poor advising by the asking of hard and personally meaningful questions.
Graduating seniors in an assessment study reported that the kind of advising critical for their
success was the result of advisors asking unexpected questions that helped them connect their
personal, academic, and career interests. These three concepts of shared responsibility – aligning
institutional and student goals, helping students increase their capacity to take charge of their
educational career, and showing concern for students by asking questions that help them make
connections – sum up the basis of developmental advising.

Source:  Kramer, Gary L., Ed. (2003). Faculty Advising Examined: Enhancing the Potential of College Faculty as
Advisors. Boston: Anker Publishing Company, Inc. (for NACADA), pp. 4 – 5, 20 - 21.
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Hints for Successful Advising
● Appreciate the emotion behind your advisee’s words (voice intonation and body language).

● Constantly try to check your understanding of what you hear (not hear what you want to).

● Fight off external distractions (iPhone, iPad, etc.)

● Establish good eye contact.

● Use affirmative head nods and appropriate facial expressions.

● Ask clarifying or continuing questions (it demonstrates to your advisees that you are involved
in what they are saying). Do not ask questions that could be potentially embarrassing.

● Recognize verbal behavior of advisee. Be an active listener and listen for feelings and content
behind the words. This will enable you to respond accurately and effectively to the advisee in
full perspective.

● Engage in self-disclosure which can support the student’s experience. Example: “I remember
how nervous I was the first time I went in to see an advisor.”

● Ask the students “what” or “how” questions to steer them away from giving simple “yes”, “no,”
or “I don’t know” answers.

● Empathize with the advisee. Try to put yourself in his/her place to better understand what the
advisee is thinking.

● Try to push your worries, fears and problems outside the meeting room. They may prevent
you from listening well.

● Try to hide your emotions if you are irritated or frustrated with the advisee.

● Do not make hasty judgments. Wait until all of the facts are in before making a judgment.

● FREE resources for academic advising can be found at:
http://www.nacada.ksu.edu/Resources/Clearinghouse/View-Articles/Advising-Resources.asp
x

Source: Adapted from Guidebook for Advising Undergraduate Students (1994). Shippensburg University, pp. 9 – 10.

9

http://www.nacada.ksu.edu/Resources/Clearinghouse/View-Articles/Advising-Resources.aspx
http://www.nacada.ksu.edu/Resources/Clearinghouse/View-Articles/Advising-Resources.aspx


Academic Policies & Procedures

Religion Core
Courses should be taken in the following
sequence:
1. THE 100: Orthodox Christianity
2. THE 110: Introduction to the Bible

Full-time students should register for a religion
course each semester until the above sequence
is completed.*

*A student who takes a religion course over the
summer may be permitted to skip a religion
course the following semester.

Developmental Courses
These courses do count in the GPA calculation and
toward the 120 hours required for graduation;
however, they do not meet any core or major
requirements and will only count as electives. The
following courses are considered developmental:

WRI 090 Intermediate Composition
MATH 090 Intermediate Algebra

Foreign Language

Students with two years or less of high school
foreign language should enroll in the elementary
course (100, 105 and 200). Those with three years
of high school foreign language may take a
proficiency exam for credit in a foreign language
and receive a grade of “P”. Students who have
completed four years of a foreign language in high
school will have the requirement waived.

Course Substitutions

Any substitutions for, changes in, or exceptions of
courses which are required for the granting of a
degree must be recommended by the Department
Chair and approved by the Registrar.

Repeating Courses
There are two types of “repeat” classes:
● Repeat without replacing grade (ex:
Chorale) - enrollment counts in calculation of
GPA.
● Repeat / replace grade - enroll second
time to raise poor grade.

When repeating / replacing a course, the most
recent grade will be calculated in the student’s
cumulative GPA, even if it is lower than the earlier
grade. If a more recent course is calculated as a
repeat, a “R” notation will appear next to the
original transcript entry. (Check with the
Registrar for problems.)

Directed Studies
Students wishing to enroll in an independent
study should see the department chair of the
desired course. The department chair will
evaluate and decide if the independent study will
be allowed.

Audit of Classes
Students enrolled in a course as audit status may
change to credit and vice versa only through the
last “Add” date. Audits do not count in the quality
points and GPA calculation, nor do they replace
grades for repeated courses.

CLEP Tests
See the University Academic Catalog for
information about the CLEP subject exams for
which credit is given.
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General Advising Information
Declaring/Changing Degree Programs

Students must go to the Registrar to officially declare or change their degree program. The students
will complete a Change of Major form. Once the process is complete, the Registrar assigns the
student to a faculty advisor in the new major area. Students changing their major will fall under the
catalog year that they are making the change in. Change of majors will only take place at the end of
each semester.

Changing Advisors

The advisor-advisee relationship should be mutually comfortable. A student or an advisor may
request a reassignment through the Registrar’s Office. Due to advisor workload profiles, we cannot
always guarantee a student’s request for a specific advisor.

Degree Audit Evaluation

This degree audit evaluation report matches the degree requirements with courses taken. Degree
Audit substitutions or overrides in the major must have advisor approval, then be sent to the
Registrar to be entered into the computer. Substitutions for general education courses may also
be marked by advisors for review.

The Degree Audit is only an organization document of what is on the transcript. The transcript is
the official record of the student enrollment.

Advising Appointments
Ideally, students should meet with their advisors at least twice each semester: once for
developmental advising, and once prior to advance class selection for course selection guidance.
Advisors are strongly encouraged to meet personally with each advisee for developmental, long-range
planning – not just ‘scheduling’.

Advising in POPULI

Students must meet with their assigned advisor before registration, to discuss courses to be taken
during the upcoming semester. Once that meeting has taken place, the advisor will register the
student in POPULI. The advisor is required to document specific information given to the student.
The timetable for advisor access to class enrollment through POPULI is set by the Registrar.
However, advising can – and should – take place at any time during the semester, not just
during advance class selection periods. If you need to make a note on a student in POPULI, go to
the student's Activity Feed. Type in the note and set the visibility option to Advisor, Faculty, etc... or
whomever needs to be able to see the note regarding the student. You can also add an attachment if
needed. Then click add note.

Advisor Evaluations

The advising program and individual advisors undergo a standardized evaluation each fall by the
advisees through the Academic Behaviors and Perceptions Survey administered by the Office of
Institutional Research and Effectiveness. Results of the survey will be sent to the Chief Academic
Officer as well as the Department Chairs.
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The General Education Core
The General Education (GE) Program provides the initial framework for an Orthodox Christian
liberal arts & sciences education at University of Saint Katherine, equipping students with the
competencies to pursue their advanced studies and become well-rounded individuals and
contributors to communities to which they belong. The exposure to diverse fields of study enables
students to live as informed, historically conscious citizens of a democracy, to contribute to society
and the common good, and to make intellectually honest, ethical decisions that reflect a knowledge
of and respect for diverse people, ideas, and cultures. Such a breadth of General Education also
cultivates skills critical to student success in academic, personal, civic, and professional endeavors
both within and beyond the University.

Note: Foreign Language is considered part of the GE Core and a requirement at USK.

General Education: Natural Science

General Education: Kinesiology
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General Education: Arts and Humanities

General Education: Business Management
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Integrated Core
The Integrated Core Program provides a solid backbone for Christian liberal arts education at
University of Saint Katherine, unifying both student experience and curricular progression through
cohort-based learning across a cumulative series of interdisciplinary courses. The Integrated Core
exposes students to literature, philosophy, theology, history, anthropology, art, economics,
sociology, music and political science, and invites them to participate in creative and synthetic
thinking about the relationship of these disciplines. Through exposure to diverse fields of study
within an Orthodox Christian interdisciplinary pedagogy that foregrounds the principle of
integration and integral knowledge, the INT program engages students in ways that are challenging
and rewarding. The Integrated Core exemplifies the central role of liberal arts at the University and
its mission of Inquiry Seeking Wisdom through a commitment to educating the whole person.

Freshmen
● if student transfers in with 0-29 units, they need 18 INT units upon graduation

Sophomores
● if student transfers in with 30-44 units, they need 15 INT units upon graduation
● if student transfers in with 45-59 units, they need 12 INT units upon graduation

Juniors
● if student transfers in with 60-74 units, they need 9 INT units upon graduation

* Units are counted only when the student initially transfers into USK, not any additional units
taken from another institution once they have been a student at USK.
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Advising Freshmen

Classification
Classification as a sophomore requires a student to have completed 29 credit hours. Freshmen
should not be permitted to take a course numbered 300 or above, unless they have advanced
placement credit.

English Composition
All freshmen should take the appropriate level of English Composition each semester until the
requirement is completed. Students placed directly into WRI 090 Intermediate Composition by their
ACT/SAT scores will then have to take WRI 100 Composition I and WRI 105 Composition II. A
minimum grade of C is required for WRI 090.

Math Placement
All freshmen should take the appropriate level of Math each semester until the requirement is
completed. Students placed directly into MATH 090 Intermediate Algebra by their ACT/SAT scores
will then have to take MATH 100 College Algebra and MATH 105 Statistics. Natural Science majors
only will begin with MATH 109 Pre-Calculus based on their ACT/SAT scores and then to take MATH
110 Calculus I and MATH 210 Calculus II and possibly MATH 310 Calculus III. A minimum grade of C
is required for MTH 090.

Lab Science Placement
BIO 105 (Intro Biology I), BIO 105L (LAB) are for Natural Science and Kinesiology majors only.
Non-majors should take BIO 100 (Natural World: Biology).
BIO 110 (Intro Biology II), BIO 110L (LAB) are for Natural Science majors only.
CHE 105 (General Chemistry I) & CHE 110 (General Chemistry II) are for Natural Science majors
only. Non-majors should take CHE 100 (Natural World: Chemistry).
CHEM 150 ( General Organic & Biochemistry) & CHEM 150L (LAB) are for Kinesiology majors only.

Required Religion Courses
THE 100 Orthodox Christianity and THE 110 Intro to the Bible are both online classes. Do NOT place
Freshmen in online classes during their first year. Freshmen need to acclimate to college life. They
are not accustomed to taking online classes.

Freshman College Student Success Course
CSS 100 College Student Success is a freshman seminar class mandatory for all first year students.
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Designing Schedules for New
Students

Step One: Each student has a profile in POPULI (USK Student Information System). The Student Tab
has the transcript and degree audit for the student’s academic program. The Registration Tab
allows the advisor to register the student for the upcoming terms courses

Step Two: All freshmen must take the following courses during their first year:

● CSS 100
● WRI 090*/WRI 100 and WRI 105
● MATH 090*/MATH 100 AND MATH 105     or

MATH 109**/MATH 110 and MATH 210 (Natural Science majors only)
● INT 100

SCORE PLACEMENT SCORE PLACEMENT

SAT 550 or higher EBRW score WRI 100 570 or higher Math score MATH 100

ACT 22 or higher English score WRI 100 23 or higher Math score MATH 100

AP

3 or 4 Language and
Composition or Literature

and Composition score

5 Language and
Composition or Literature

and Composition score

WRI 100

WRI 105

4 Calculus AB/BC or
Statistics score

5 Calculus AB/BC or
Statistics score

MATH 110

MATH 210

CAASPP
EAP

Standard Exceeded:
Ready for college-level

English status
WRI 100

Standard Exceeded:
Ready for college-level

math status
MATH 100

IB
4 or higher English A1 HL

score
WRI 100 4 or higher Math HL score MATH 100

GE
College
Course

Completion of English
course (Area A2) with a

"C" or better
WRI 105

Completion of math
course (Area B4) with a

"C" or better
MATH 105

* WRI 090 and MATH 090 are intermediate (remedial) courses for Freshmen that have not met the
SAT/ACT minimum requirement for Arts and Humanities, Business Management and Kinesiology
majors.
** MATH 109 is for Natural Science majors that have not met the SAT/ACT minimum requirement.
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Advanced Placement Credits
High school students who take national Advanced Placement exams and have their scores sent
directly to University of Saint Katherine Registrar may be able to receive proficiency credit for their
AP work. After the Registrar receives the official scores, it will be recorded on the student’s
transcript and degree audit in POPULI.

INTERPRETATION AND APPLICATION OF AP CREDITS:

English Language and Composition:

AP Score Credit Awarded Remaining Composition Requirement:

3 WRI 100 WRI 105

4 WRI 100 WRI 105

5 WRI 100 and WRI 105 None

English Literature and Composition (a separate test from Language):

AP Score Credit Awarded Remaining Composition Requirement:

3 WRI 100 WRI 105

4 WRI 100 WRI 105

5 WRI 100 and WRI 105 None

Foreign Language:

AP Score Credit Awarded Remaining Composition Requirement:

3 or 4 SPA 100 SPA 105

5 SPA 105 SPA 200

A score of 3 or above on any AP lab science examination will fulfill the core science requirement (unless
higher level science is required for the major).

A score of 3 or above on any AP math examination will fulfill the core mathematics requirement (unless
higher level math is required for the major).

Students can expect at least 3 credit hours for a score of 3 or higher on exams in the subject areas listed
(except for AB Calculus, Statistics where the minimum score for credit is 4). No credit is awarded for a score
below 3 in any subject area.

17



Advising Transfer Students

Classification
A minimum of 16 hours of college transfer credit (not counting remedial courses, dual enrollment,
CLEP, or AP credit) is necessary to be considered a transfer student for advising purposes.
Otherwise, the student is considered to be a freshman, and placement information should be in the
advising file as well as on the Degree Audit Evaluation.

Evaluation of Transcripts
Transcripts are sent to the Registrar after the student is officially accepted to the University. The
transcript is evaluated and the credits are placed on a University of Saint Katherine transcript. The
student should take the following steps during the first semester to have his/her transcript fully
evaluated and determine which USK courses, if any, the transfer work will satisfy.

1. Meet with an advisor during registration. Go over transfer work with the
advisor and Degree Audit Evaluation document from POPULI with transfer work
substitutions completed as of that time, to develop a class schedule which includes
courses the student has not taken previously.

2. Meet with assigned advisor following registration (before next term’s advance
class selection) to go over the transfer work in detail. At that time the advisor should
make notations on the student’s Degree Audit Evaluation in POPULI to request
additional substitutions of transfer credit toward their program of study. Any such
request in major area must have department chair initials. Advisor sends Degree
Audit with such initials to the Registrar to have computer substitutions made.

3. Students transferring from a community college with a posted Associate of Arts
Degree (AA), Associate of Science Degree (AS), Associate Degree Transfer (ADT), or
IGETC completion will not have to complete our GE course requirements with the
exception of the 2 religion courses - Intro to Orthodox Christianity and Intro to the
Bible.

It is the student’s responsibility to initiate the above process.

Advisors should encourage students to have their transcripts evaluated as early as
possible.

If there are any questions regarding transfer of general education credits, refer the student to
the Registrar.
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Advising Students on Academic
Probation

Academic Alert

Students whose cumulative GPA meets the minimum standard for academic good standing, but

whose term GPA for any one (1) semester falls below 2.00, are placed on Academic Alert and

limited to 13 units maximum during the alert period (a total of nine (9) during the summer). While

not technically on academic probation, these students are under the supervision of their Advisor.

Students on Academic Alert will be monitored by their Advisor every 2-3 weeks. The advisor will

make an academic plan for the student to be successful. The advisor might suggest/schedule

tutoring, writing center, study hall, meeting with the professors, etc. Advisors will report the

academic progress of the student on Academic Alert to the Chief Academic Officer each month.

If a student-athlete is not maintaining a 2.0 GPA, they may be suspended from traveling and

participation in athletic contests. The Advisor will notify the Athletic Director should this be the case. If

advising/tutoring meetings are missed by the student-athlete, the advisor is to notify the Athletic

Director immediately. The student-athlete may be suspended from traveling and participation in

athletic contests.

Academic Probation

Students whose cumulative GPA falls below 2.00 are placed on Academic Probation and limited

to 13 units maximum during the probation period (a total of nine (9) during the summer). Student

athletes are not eligible to play their sport while on academic probation.

Students on Academic Probation will be monitored by their Advisor every 2-3 weeks. The advisor

will make an academic plan for the student to be successful. The advisor might suggest/schedule

tutoring, study hall, meeting with the professors, etc. Advisors will report the academic progress of

the student on Academic Probation to the Chief Academic Officer each month.

Academic Disqualification/Suspension

Students whose cumulative GPA falls below 2.00 for two (2) consecutive regular semesters or whose

term GPA falls below 2.00 for three (3) consecutive semesters will be disqualified from continuing at

the University.
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An appeal will be examined on a case by case basis. Please contact the Registrar for more

information.

To be considered for readmission, students who are disqualified must:

●Take 12 pre-approved units (by your USK advisor) at another accredited institution – physical

education classes do not count;

●Students are encouraged to replace failed courses as soon as possible. Successfully repeating

failed classes raises the cumulative GPA faster than adding new classes.

●Present official transcripts that demonstrate a university cumulative GPA of 2.50 or above;

●Meet with the Dean of Admissions and Chief Academic Officer. Complete an application for

readmission. If readmitted, such students would be placed on Academic Probation and limited

to 13 units in their first semester back to allow deep concentration on a lighter class schedule.

Students being readmitted to the University after a disqualification or a voluntary withdrawal while

on Academic Probation or Academic Alert will be readmitted under Academic Probation regardless

of their cumulative GPA in order to allow for monitoring of the student’s progress.

Advising Student-Athletes
Several factors must be considered when advising the student-athlete. These factors include the
following:

Minimum Academic Requirements
1. To be eligible to compete, academic requirements must be met. Any change in class schedule

may change eligibility. A student-athlete remains or becomes eligible by earning a minimum
of 24 semester units toward graduation each year. Per NAIA regulations, a student-athlete
can count up to 12 units in the summer/winter to meet the 24 hours/units rule.

2. Student-athletes must be enrolled full-time (at least 12 units) in order to practice and play
with their team. If they drop below full-time, they will be ineligible.

NOTE: Before changing schedules, student-athletes must get Advisor and Director of
Compliance approval.

3. Student-athletes who are graduating seniors are not required to be enrolled full time during
their final semester of enrollment if their graduation requirements call for fewer than 12
units.

4. Student-athletes must declare a degree program by the end of their second year at USK.
Failure to do so will make them ineligible to play.

5. Once a student-athlete declares a degree program, they must only take classes that will
count toward their degree. Prior to declaring a major, student-athletes can take courses that
would count towards any degree program. Failure to make progress towards their degree
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would make them ineligible to play.

Satisfactory Standing

To maintain satisfactory standing and remain free of Academic Alert or Probation, students must
achieve a minimum cumulative 2.00 grade-point average. Those who maintain the minimum
required grade-point average are in satisfactory scholastic standing and as such are making
progress toward a degree. During their first semester of academic work, first-time freshmen must
earn at least a 1.80 GPA, regardless of the number of units taken, to remain in good standing.

If a student-athlete is not maintaining a 2.0 GPA, they may be suspended from traveling and
participation in athletic contests. The Advisor will notify the Athletic Director should this be the case. If
advising/tutoring meetings are missed by the student-athlete, the advisor is to notify the Athletic
Director immediately. The student-athlete may be suspended from traveling and participation in
athletic contests. Student athletes are not eligible to play their sport while on academic
probation.

Scheduling Classes

The Advisor will schedule classes around established practice times. Student Athletes cannot
register or add/drop themselves via POPULI. All schedules must be planned with the student and
their advisor and then entered in manually into POPULI by  the  advisor.

Advising “Undeclared” Students
Freshmen will usually arrive at University of Saint Katherine either with an absolute,
carved-in-stone idea about their major, or with no idea at all. Those who know what they want to do
often change their minds after one or two semesters, and they may become frustrated by this and
by their indecision.

Those who come in as Undeclared may think they're the only one in that situation. Make sure they
know it's OK to be undecided for a while, and make sure they are made aware of career and major
exploration opportunities. Also, encourage them to visit departments that they might be interested
in to get more information about majors and careers.

You may want to ask some of the following questions:

● What kinds of courses did you like best in high school?
● Which courses were easy or difficult for you?
● What kinds of work experience have you had/enjoyed?
● Which courses at USK  have been the most interesting for you so far?
● In which courses have you done best?
● What kinds of extracurricular activities do you enjoy?
● Do you like working with people? Alone? In an office setting? Outdoors? Routine work? A

variety of different tasks, etc.?
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● How important is a high salary? How important is the value of your work?

Suggestions:

● Use electives to explore possible interest areas.
● Talk with people in careers that seem interesting to you.
● Talk with professors/advisors in departments that seem interesting to you.
● Talk with people who seem to enjoy what they're doing.
● Talk with parents and friends.
● Keep your options open by working as hard as possible to earn the best grade point average.

Support for At-Risk Students &
Students with Documented Disabilities

Talk with the student about his/her needs for academic counseling, physical accommodations,
additional testing, etc.

Review academic advising folder for appropriate testing and test scores, previous grades,
attendance, documentation of educational evaluations, IEPs, transition plans, etc.

Refer the student to the Academic Support Program before registration is completed.

If you have any questions concerning students with disabilities, contact the Registrar.

Tutorial Services
Each Academic Department Chair provides on campus academic tutoring to all USK students for
their specific courses within their programs. Tutoring is offered in various ways, including
one-on-one tutoring, small group tutoring, and lab tutoring. Tutors are provided free of charge for
any student who is having difficulty with a class and requests help. Tutors are recommended by
faculty members, and are trained and carefully supervised as they deliver services. All tutorial
services are monitored and evaluated for effectiveness.

Counseling Center
The Counseling Center offers short-term personal counseling and psychological services to USK
students and is staffed by licensed mental health and substance abuse practitioners. Services are
confidential. Issues commonly addressed in counseling include (but are not limited to):

● substance abuse
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● depression
● anxiety
● experience(s) of abuse
● self-esteem and identity
● relational and social concerns
● eating disorders
● spirituality

Mental Health Professional
Sara A. Galbraith, Psy.D, Clinical Psychologist,
760.566.9087 Sara.Galbraith.psyd@gmail.com

Drug and Alcohol Abuse
Kh. Christina Reimann, MA, MED, CADAC II
760.891.8701 khcreimann@USK.edu

Writing Center
University of Saint Katherine’s Writing Center exists to help students improve as writers. Our
trained writing tutors accomplish this goal through collaboration and conversation, not through
editing or “correcting” students’ papers for them. By working with students on their writing—by
responding as readers to the drafts they’ve written or by asking questions about ideas they might
have—our tutors aim to help students develop the ways of thinking and reading that can lead to
effective writing. Our tutors are trained to work with a diverse population and thus welcome
students from any major or discipline on campus.

The Writing Center is located in the 700 Building to sign up for an appointment. Professor Bethany
Getz, Director of the Writing Center bge�@usk.edu.

Referral Skills Summary
HOW TO REFER STUDENTS

1. Referral Decision - ability to determine whether a referral should be made.

a. Determination of problem(s).

b. Determination of whether or not you can help and/or are qualified to offer the
assistance needed.

c. Determination of possible agencies or persons to whom the student may be referred.

2. Referral Process - ability to professionally refer the student to the proper person or agency for
help.

a. Explain in a clear and open manner why you feel it desirable or necessary to refer.
● Take into account the student’s emotional and psychological reaction to the

referral.
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● Get the student to discuss his/her problem(s), consider reasons for referral,
evaluate possible sources of help, and assist in the selection of the specific
person or agency.

b. Explain fully the services which can be obtained from the resource person or agency
you are recommending.

c. Reassure student about capability and qualifications of resources to help meet the
particular need expressed.

d. Attempt to personalize the experience by giving the student the name of a contact
person to ask for or help by calling for an appointment for the student. Give directions
to the office if necessary.

e. Discuss with the student any need for transfer of data and obtain consent and
approval for the transfer.

f. Assist the student in formulating questions to ask or approaches to take.
g. Transmit to the person or agency who will assist the student all the information

essential for helping the student.
3. Follow Up - ability to evaluate the appropriateness and effectiveness of the referral.

a. Determine if the student kept the appointment.
b. Discuss with the student his/her evaluation of the help received from the agency or

person.
c. Determine whether you selected the appropriate source of help for the student.

Source: Crocke�, David S. Advising Skills, Techniques, and Resources. Iowa City, Iowa: The American College Testing
Program, 1988. p.331

Financial Aid & Academic Progress
Background

University of Saint Katherine (USK) is required by federal law to establish specific standards for
measuring Satisfactory Academic Progress (SAP) for students receiving financial aid. Although the
academic progress standards are similar to those set by the university or academic departments for
all students, the financial aid standards for SAP are not exactly the same due to the specific
requirements of the legislation. In addition to meeting the academic standards for registration, a
student must also meet the requirements of the financial aid SAP policy below to be eligible to
receive federal, state and need-based institutional financial aid assistance. Scholarships and other
awards may also require students to meet this standard.

Overview of the Satisfactory Academic Progress (SAP) Standards

Financial aid recipients are expected to make reasonable and timely academic progress toward their
declared program objective each semester. Progress is measured by the following standards:

Standard 1 - The GPA Standard

Meet the minimum cumulative grade point average required.

Standard 2 – The Pace Standard
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Satisfactorily complete at least 66% of cumulative credit hours attempted

Standard 3 – The Maximum Time Frame Standard

Complete a degree program within the maximum time frame based on units required in the
program.

Details of how each standard is measured are found below. It is important to understand that a
student’s entire academic history must be considered in these standards regardless of whether or
not the student received financial aid for that course work.

Be aware that eligibility to enroll for classes does not mean that Satisfactory Academic Progress
standards for the receipt of financial aid have been met.

Standard 1 – The GPA Standard

Standard 1 is a qualitative measure of progress as measured by the student’s cumulative grade point
average (GPA). The cumulative GPA includes all USK courses that have been graded. USK academic
policies determine how the GPA is calculated including which grades count in the GPA calculation
and the effect of course repeats on GPA. Students and advisors can see the current cumulative GPA
on the student’s unofficial transcript and Academic Advising reports.

To meet Standard 1, students must meet the minimum cumulative GPA requirement each semester
as listed below:

Academic Level Minimum GPA Requirement

Undergraduate 2.0

Standard 2 – The Pace Standard

Standard 2 is a quantitative measure which attempts to calculate the pace at which a student is
progressing toward program completion. Pace is measured by the cumulative percentage of courses
attempted that are successfully completed for credit. There are two steps in performing this
calculation.

Step 1

Not all credit posted to the student’s academic record is a good indication of the ‘pace’ at which they
are completing their program. As a result, the various types of academic credit within the same
academic career (undergraduate) are evaluated based on the following:

Types of courses and credit that are included in this calculation:

1. All USK courses
2. Repeated coursework
3. Prerequisite coursework

Types of courses and credit that are not included in this calculation:

1. All transferable courses from other colleges and universities
2. Audited coursework
3. Credit earned through examination (AP, IB and other test credit)

Course withdrawal for extenuating circumstances beyond the student’s control (normally medical)
as indicated by the assignment of a grade of W.

25



Step 2

Based on the courses that are included above, pace is then calculated by dividing the total number of
credit hours successfully completed (passed with units earned) by the total number of credit hours
actually attempted.

• Total Hours Earned/Completed = all coursework where credit is earned with a grade of A, B, C, D, P,
or R.

Total Hours Attempted = Total Hours Earned/Completed PLUS all course work with a grade of F, FL,
W, WF, and I.

To meet Standard 2, students must satisfactorily complete at least 66% of all cumulative credit
hours attempted as calculated above.

Standard 3 – The Maximum Time Frame Standard

Standard 3 is also a quantitative measure to determine if the student is actually completing the
academic program within a reasonable overall time frame based on units attempted. Students may
not continue to receive financial aid once they have reached this standard. It is important to
emphasize that once the maximum time frame is reached the student is considered ineligible for
further financial aid and must complete their program without the benefit of these financial
assistance programs. There are two steps in performing this calculation.

Step 1

First the maximum units allowed for the academic program must be determined. This is calculated
by multiplying the minimum units required for the academic program by 150% to determine the
maximum number of units a student can attempt before becoming ineligible for financial aid.

For undergraduate students:

Most baccalaureate programs require 120 units so the maximum time frame is 180 attempted units
(120 times 150%). Higher unit majors are adjusted based on the minimum units required.
Undergraduate students can pursue additional academic objectives (majors or minors) and receive
financial aid as long as they do so within the units allowed for the “primary” academic major. In
other words, extra attempted units are not granted so that students can pursue additional objectives
with the baccalaureate degree. (Please note: This approach is consistent with the Undergraduate
Timely Graduation policy; however, this financial aid standard measures units attempted whereas
the Timely Graduation policy measures units earned.)

Step 2

The total number of units attempted by the student in that academic career (undergraduate) is
calculated and compared to the maximum allowed in Step 1. As not all credit posted to the student’s
academic record can count toward the degree program requirements, the following
exclusions/adjustments are made:

1. Remedial coursework is excluded as it does not carry baccalaureate credit.

2. Course withdrawals for extenuating circumstances beyond the student’s control (normally
medical) as indicated by the assignment of a grade of W are excluded.

3. A maximum of 70 units of transferable credit from a 2-year institution is counted based on USK
policy.
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Test credit (AP, IB, etc) are excluded.

To meet Standard 3, students must have attempted less than 150% of units required for the
academic program as calculated above.

How Satisfactory Academic Progress Standards are Monitored

Satisfactory Academic Progress is monitored at the end of each academic term (Fall and Spring).
Students who fully meet all three standards above are considered in GOOD standing for SAP.
Students who are not meeting the standards will be notified via email of the results and the impact
on their aid eligibility.

Students who have reached the Maximum Time Frame (Standard 3) are immediately ineligible to
receive additional financial aid assistance. Students may appeal this ineligible status (see “Appeal of
the Maximum Time Frame” below). In addition, students who have been academically disqualified
or suspended are also not eligible to receive financial aid assistance until formally reinstated to
University of Saint Katherine.

Warning Status

Students who are not meeting Standard 1 (GPA) or Standard 2 (Pace) are first placed on financial aid
WARNING if they were in GOOD status the prior term. A student on financial aid warning will
continue to receive financial aid for one term despite a determination that the student is not making
Satisfactory Academic Progress.

At the end of the next enrolled term, students on WARNING must meet all three standards to be
deemed eligible for continued assistance. Students who remedy their deficiency and are fully
meeting the SAP Standards will be considered in GOOD standing for SAP again. If the GPA or Pace
standard is still deficient, the student becomes INELIGIBLE for financial aid. This student may
appeal his ineligible status (see “Appeal after Warning Semester” below). A student whose appeal is
approved will be defined as on PROBATION and may receive aid for one additional term.

Probation Status

At the end of the next enrolled term, students on PROBATION must meet all three standards to be
deemed eligible for continued assistance. This student may appeal this decision which must include
an academic plan (see “Appeal after Probation Semester” below). If an appeal that includes an
academic plan is approved, the student will be placed on PROBATION and continued aid eligibility
will be monitored each semester based on the details of the plan. Failure to fully satisfy the
approved plan in the next semester will make the student INELIGIBLE for financial aid. If the student
continues to make progress based on the approved plan they will be considered in GOOD standing.
Failure to continue to comply with the plan will result in PROBATION or INELIGIBLE status
depending on the circumstances. Once students have failed to maintain satisfactory progress based
on an approved plan, no further appeal opportunity is allowed. Students can only regain financial
aid eligibility if they complete additional coursework without the benefit of financial assistance
which brings them in full compliance with the SAP Standards or the approved academic plan.

Impact on the Disbursement of Financial Aid

Important notice for Student on WARNING or PROBATION

Financial Aid regulations do not allow for the disbursement of any financial assistance for the next
semesters until University of Saint Katherine can ensure that the student will be eligible to receive
the financial aid under these SAP standards. As a result, a hold will be placed on the disbursement of
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financial aid for those students who are at risk of becoming INELIGIBLE. This includes:

1. Students who are on WARNING
2. Students who are on PROBATION
3. Students who are being monitored based on an approved academic plan
4. Students who are approaching the Maximum Time Frame Standard

Once grades are posted and SAP Standards can be monitored, the hold will be released for those
deemed eligible. The hold will not be released for those deemed ineligible until such time as an
appeal is approved.

Regaining Eligibility

Students in an INELIGIBLE status may regain eligibility as follows:

• For students not meeting the GPA and/or Pace standards, enroll without the benefit of financial aid
assistance and complete coursework that improves your cumulative GPA and/ or completion rate to
bring them in full compliance with the SAP Standards or the approved academic plan.

Submit a written appeal that is approved by USK’s Office of Financial Aid.

Request to have Satisfactory Academic Progress Recalculated

If adjustments have been made to the student’s academic record after their SAP status has been
calculated, students may request in writing that their SAP status be re-reviewed. This may be
necessary when:

● Grades for the term were posted after SAP was calculated
● Grade changes including the resolution of an incomplete
● Transfer credit has been posted
● A change of academic objective
● Appeal Guidelines
● Students who fail to meet these standards and lose eligibility for financial aid can appeal the

decision. As part of all appeals, the student is required to provide the following:

1. The appropriate SAP Appeal form below including a personal statement explaining:

● Extenuating circumstances that led to the student not meeting the SAP standards
● What actions the student is taking to ensure future academic progress

2. Documentation to support extenuating circumstance(s). Examples of extenuating circumstances
include (but are not limited to):

● A period of illness or injury for the student
● A period of illness or injury for an immediate family member requiring the student’s

assistance
● Death of a family member
● Family difficulties (financial, divorce, etc)
● Military Service

Additional Information Required

Appeal of the Maximum Time Frame Standard

1. SAP Maximum Time Frame Appeal Form

Detailed plan showing how the student will meet remaining program requirements

28



Appeal after Warning Semester

SAP Suspension Appeal Form

Appeal after Probation Semester

1. SAP Appeal after Probation Semester Appeal Form

2. Detailed academic plan showing how the student will address the SAP standard deficiencies and
make reasonable academic progress toward degree. For seniors, the plan must also show how they
will meet all remaining program requirements.

The complete appeal packet must be submitted to the Financial Aid Office within four weeks of the
date of the ineligibility notification. Appeals will be evaluated by the Director of Financial Aid within
3 weeks of receipt of the completed appeal. Students will be notified of the results by email. If a
student wishes to challenge the denial of an appeal, they must provide a clear written rationale for
this challenge within two weeks of receipt of the appeal denial to the Director of Financial Aid. The
Director will consult with the Provost, Academic Affairs, and/or Student Services, as appropriate in
responding to the challenge.

Return to Title IV (R2T4) Policy
If a student withdraws from all courses in a traditional 15-week semester, in some cases the student
only earns a portion of the financial aid already received. USK is required by federal law to use a
prescribed formula to calculate the unearned portion of the financial aid received and return it to
the federal government’s Title IV programs.

Verification of Attendance

A student will be considered enrolled for the purposes of Title IV in a payment period or period of
enrollment only if USK is able to document the student’s attendance at any class during the payment
period or period of enrollment. Documentation occurs in the Student Information System, Populi.
Students who are not considered enrolled will not earn any financial aid and as such, all funds will
be returned to Title IV.

Traditional 15-Week Semester R2T4 Policy

The percentage of Title IV financial aid earned is determined by dividing the number of days the
student completed in the semester, by the total number of days in the term. If the student attended
60 percent or more of the days in the semester, the student can keep all of the aid originally received.
If less than 60 percent, the government determines how much Title IV aid the student earned (the
percentage multiplied by the total amount of Title IV aid received).

Example

If there were 109 total days in the semester and the student completed 54 days, the student would
earn 49.5 percent of the Title IV aid received (54/109 = 49.5%).

In our example, the student originally received the following federal awards for the semester:

Unsubsidized Direct
Loan

$3,484.00
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Subsidized Direct Loan $2,737.00

Pell Grant $1,250.00

Total Federal Aid Earned $7,471.00

Per the government’s formula, the student earned $3,698 (49.5% x $7,471 = $3,698):

Unsubsidized Direct
Loan

$0.00

Subsidized Direct Loan $2,448.00

Pell Grant $1,250.00

Total Federal Aid $3,698.00

Next, we need to determine the amount of aid that needs to be returned to the Title IV programs
(total federal aid originally received minus aid earned).

The student is responsible for any owing balance this may cause on the student’s USK account.

Automatic Withdrawals due to Attendance

Attendance is input into USK’s SIS (Student Information System), Populi, on a regular basis. Students
who are absent (unexcused) for more than 40% of their classes may be withdrawn from the class
and the R2T4 process will commence. The professors shall notify the department chair/advisor if
this situation occurs. The department chair/advisor shall notify the Registrar and the CFO/Financial
Aid Administrator immediately.

Treatment of Unofficial Withdrawals

If a student fails to officially withdraw, and receives a combination of all “F’s,” “WF’s,” and “I’s” as
grades for the semester, the Department of Education considers the student to have unofficially
withdrawn from classes. USK is required to investigate and determine when the student actually last
attended class and then perform the required R2T4 calculation.

30



Procedures for Application
Approval

Approval /Application Obtain Forms From Required Signatures Return Forms To

Academic Petition
Use this form to request an exception to

any academic policy.

Registrar Advisor  and Department Chair Registrar

Addition of Class after Deadline Registrar Professor
Signatures must have current date.

Registrar

Change in Academic Probation
Requirements

Student must submit Academic Petition to enroll
in > 14 hours.

Registrar Advisor Registrar

Change / Drop / Add Major Registrar Advisor Registrar

Change Advisor Registrar Advisor Registrar

Independent Studies
(Independent study with a faculty supervisor.)

See University catalog for a full description.

Registrar Department Chair Registrar

Drop/ Add Class Registrar Professor
Advisor

Registrar

Enrollment in a Closed Class
(Restricted to situations which offer no other

solution.)

Registrar Professor
Advisor

Registrar

Graduation Registrar Advisor Registrar

Course Substitutions/Waivers in Major Print a copy of Degree
Audit Evaluation from
POPULI.

Substitutions should be suggested
on the Degree Audit by advisor,
then approved by Department Chair
and/or Registrar.

Registrar

Course Substitutions/Waivers in
General Education

Registrar Advisor Registrar

Taking More Than 18 Units
Additional tuition fees apply. Only students with

exceptional academic records should attempt
more than 18 units

Registrar Advisor
Chief Academic Officer
Financial Aid Officer

Registrar

Transfer Credit Evaluation Registrar Advisor Registrar

Transient Student Permission
For students who want to attend summer school

or short-term courses at other
institutions without transferring.

Registrar Advisor Registrar

Withdrawal from Class after Deadline Registrar Advisor
Professor

Registrar

31


