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THE ACADEMIC ADVISING SESSION 

 

Table 1: The Advising Session 

Five Stages 

Opening the interview • Opening question or lead, for example “How can I 

help you?” 

• Obtain student folder or record. 

• Show openness, interest, concentrated attention. 

Identifying the problem • Ask student to state problem; help students articulate, 

if needed. 

• Help student state all relevant facts; gather as much 

information as needed to clarify the situation for you 

and the student. 

• Is presenting problem covering a real problem? Ask 

probing open-end questions. 

• Restate the problem in the student’s words; give 

student the chance to clarify, elaborate, or correct your 

interpretation, if needed. 

Identifying possible solutions • Ask student for his or ideas for solving problem. 

• Help student generate additional alternative solutions. 

• What, how, when, who will solve the problem? 

• What resources are needed? 

• Discuss the implication for each solution if two or 

more are identified. 

Taking action on the solution • What specific action steps need to be taken? Is 

procedure, information, or referral needed? 

• In what order do action steps need to be taken? 

• In what time frame do they need to be taken? 

• What follow-up is needed? By student? By advisor? 

Summarizing the transaction • Review what has transpired, include restating action 

steps. 

• Encourage future contact; make a definite appointment 

time if referral or assignment has been made. 

• Summarize what has taken place in student’s folder or 

record including follow-up steps or assignments if 

made. 

Note. From Handbook of Academic Advising, p.53, Virginia N. Gordon. Copyright © 1992 by Virginia N. 

Gordon. Reproduced with permission of Greenwood Publishing Group, Inc., Westport, CT, and Virginia N. 

Gordon. 
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The Office of Academic Advising (OAA) is committed to supporting students in their academic 

pursuits. Let me to take this opportunity to thank you as you continually support our students 

as they pursue their educational goals. We desire to assist you in your teaching, research and 

advising endeavors as part of the Southeastern community.  

 

The OAA is devoted to providing a synthesis of conceptual, informational and relational 

components of advising to new and experienced academic advisors and counselors. Please take 

a moment to review the online university catalog, degree audit forms (for your academic 

discipline or specialization), and four year degree completion plans at the links outlined below: 

 

o advising@SEU: https://sfnet.seu.edu/retention/inc/index.htm 

o Academic Advising Handbook: 

https://sfnet.seu.edu/docs/research_retention/academic_advising/aa_handboo

k_09_10.pdf 

o Guide to Academic Advising: 

https://sfnet.seu.edu/docs/research_retention/academic_advising/guide.pdf 

o Academic Advising Portfolio 

o Office of Academic Advising 

� Phone: 863.667.5082 

� E-mail: rahurtt@seu.edu or advisingoffice@seu.edu. 

� Fax: 863.667.5200 ATTN: Office of Academic Advising 

� Campus Location: Spence Hall Building 

 

Feel free to contact us with any questions you may have regarding our current registrar and 

advising-related policies, processes and procedures. 
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       PROGRAM Bachelor of Arts in English 

Career 
Opportunities 

Prepare students for entering graduate study in English and related fields  and provides a 
basis for teaching in or for graduate study in law, business, or other professions. 

The Jerusalem Study Center is recommended for the Sophomore year and will substitute for 9 credits 

from the religion core. 

TYPICAL FOUR YEAR COURSE PLAN 

General 
Education 
Core 

Arts of 
Communicatio
n 

9 
1 Behavior Sci 
1 Social Sci 
1 History 

9 
Mat
h  

6 
Natural 
Science 

4 

Humanities 
& Fine Arts 
& Lit & Cult 
Studies 

6 
Religio
n Core 

18 

MAJOR 
REQUIREMEN

T 

Language 
Intermediate 

6 
English 
Major Core 

4
0 

Business 2 
General 
Electives 

26 
Total:  126 
Credit 
Hours 

 

Freshman Year Sophomore Year 

Semester #1 Semester #2 Semester #1 Semester #2 

English Comp I 3 English Comp II 3 American Literature 3 Adolescent Lit 3 

Christ Culture and 
the University 

3 Intro Humanities 3 Intro to Theology 3 Financial 
Stewardship 

2 

Gen Ed Math 3 Gen Ed Math 3 Gen Ed History 3 Gen Ed Science/Lab 4 

Speech 3 General  Elective 3 Gen Ed Psychology 3 Gen Ed Social 
Science 

3 

General Elective 3 Intro to the Bible 3 Lit and Cult Studies 3 General Elective 3 

        

TOTAL 15 TOTAL 15 TOTAL 15 TOTAL 15 

        

        

 

Junior Year Senior Year 

Semester #1 Semester #2 Semester #1 Semester #2 

Adv. Grammar 3 Advance Expository 
Writing 

3 Contemporary Lit 3 Literary Theory 3 

Creative Writing 3 British Lit II 3 Intro to 
Shakespeare 

3 African American, 
Women’s, Middle 
East, OR  Native 
American Lit 

3 

Intermediate  
Lang A 

3 Intermediate Lang B 3 Oral Interpretation 3  

Integrating Faith 3 Theology Elective 3 World Lit 3 General Elective 3 

Life of Christ 3 General Elective 3 General Elective 3 General Electives 3 

British Lit I 3 General Elective 3   General Electives 2 

      Capstone Seminar 1 

        

TOTAL 17 TOTAL 18 TOTAL 15 TOTAL 16 
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BACHELOR OF ARTS IN ENGLISH 

2011-2012 Catalog 

General Education Core - 54 Hrs 

Arts of Communication - 9 Hrs Grade Credit Notes 

  COMM 1433 Fundamentals of Speech       

  ENGL 1133 English Composition I       

  ENGL 1233 English Composition II       

 

Behavioral and Social Sciences - 9 Hrs 

Behavioral Science (select one): PSYC 1133, 1233 

              

Historical Perspective (select one):HIST 1013, 1023, 2013, 2023 

  
   

      

Social Science (select one): SSCI 2133, 2233, 3103, 3203 

              

 

Business - 2 Hrs 

  BUSI 1902  Personal Financial Stewardship       

 

Humanities and Fine Arts - 6 Hrs 

  ENGL 2503 Literary and Cultural Studies       

  ENGL 2233 Introduction to Humanities       

 

Mathematics - 6 Hrs 

Select two of the following: MATH 1213, 1313, 1323, 1413, 2023, 2144, 2244 

              

              

 

Natural Sciences (With Lab) - 4 Hrs 

Select one of the following plus the corresponding lab: BIOL 1333, NSCI 1033, 1113, 1133, 1213, 1433, 2033, 2233, 2433, 3333, 4033 

              

              

 

Religion Core - 18 Hrs **Transfer Students—Please see your advisor for religion requirements. ** 
  THEO 1503 Christ, Culture, and the University       

  BIBL 1703 Introduction to the Bible       

  BINT 2213 
Life of Christ or BINT1303 Jesus Through Middle 
Eastern Eyes (Jerusalem Experience)       

  THEO 1313 
Survey of Christian Theology or PMIN3253 Jerusalem 
Ministry in Intercultural Context (Jerusalem Experience)       

 
ENGL 3113 Integrating Faith  in the Language and Comm Arts 

     Theology Elective (select one): PHIL 2003, 3233, MISS 3733, or HITH3403 Geography/Archeol of Israel (Jerusalem Experience) 

              

 

Language Requirement (Intermediate Level)-6 Hrs  

Students who demonstrate proficiency at the Intermediate B level may take 6 additional hours of General Electives 
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Major Core - 40 Hrs 

Required Courses- 40 Hrs 

  ENGL 3013 Creative Writing       

  ENGL 2513 British Literature I        

  ENGL  2523 British Literature II       

 
ENGL 3333 Advanced Grammar 

     ENGL 3433 Advanced Expository Writing       

  ENGL 3633 American Literature       

  ENGL 3833 Adolescent Literature       

  Choose One: ENGL-3933, 4023, 4033, 4343       

  ENGL 4133 Introduction to Shakespeare       

  ENGL 4333 World Literature       

  ENGL 4433 Oral Interpretation       

  ENGL 4533 Contemporary Literature       

 
ENGL 4733 Literary Theory 

     ENGL 4811 Capstone Seminar for B.A. in English       

 

General Electives - 26 Hrs 

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

 

Total Hrs - 126 
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SIS/JICS AV Portlet: Degree Audit Summary Detail  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The ‘Degree Audit Summary’ within the Advisee Details area of the SIS/JICS AV Portlet displays the 

progress made by the advisee for a specified AIM (declared major, minor or concentration). For each 

requirement you are able to view Student AIM Progress detail. The student progress screen displays the 

student’s declared AIM, degree requirements and status detail of his/her completion program 

requirements. By accessing the Degree Audit Summary feature of an advisee’s record, advisors can click 

on select courses or course groupings to view detail degree requirement information (which are listed 

towards the bottom of major/minor ARC’s and aligned on the left-hand margin), course code, current 

status, hours earned and grade earned information. A requirement status key is provided towards the 

bottom of Advising Worksheet and Graduation Report screens, if needed. Please become familiar with 

using the ’Recalculate Student Progress’ tab to update an advisee’s academic progress. The Office of 

Academic Advising will issue system wide ’Recalculate’ updates on a periodic basis continually 

throughout each semester.  

 

REMEMBER: When meeting with advisee’s, first click on the ’Recalculate Student Progress’ tab to view 

an updated status of each student’s academic progress.  
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SIS/JICS AV Portlet: Degree Audit Summary Detail (Course Needs)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

The ‘Degree Audit Summary’ within the Advisee Details area of the SIS/JICS AV Portlet displays the 

progress made by the advisee for a specified AIM (declared major, minor or concentration). For each 

requirement you are able to view Student AIM Progress detail. The student progress screen displays the 

student’s declared AIM, degree requirements and status detail of his/her completion program 

requirements. Advisors can access ‘Course Needs’ information to determine what degree requirements 

an advisee needs to complete for graduation. The Course Needs option is an excellent feature to use in 

assisting students needing to register for specific course requirements. The Course Needs screen 

displays a requirement detail report and a group detail report of the courses that the advisee is 

responsible for completing in order to satisfy graduation requirements. 

 

*This report is provided as an advisement tool. It is not an official record; however, discrepancies 

should be brought to the attention of your advisor or the Director of Academic Advising.  
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SIS/JICS AV Portlet: Course History  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Access the ‘Course History’ screen to view a student’s completed courses, courses in progress and total 

credit hours earned. Information provided in this feature of the module is the most accurate available. 

By accessing the course history screen of an advisee’s record, advisors can view a student’s academic 

history. Actual Term of Enrollment, Course Title, Course Code, Status, Hours Earned and Grade Earned 

information can also be viewed using this feature of the module. For advisors attempting to find out 

whether or not a student has completed specific course requirements, use the Course History option. A 

requirement status key is provided towards the bottom, left-hand corner of this page, if needed. As 

mentioned, this feature will provide the most accurate information. Advisors may wish to use the 

Unofficial Transcript option, as well. 

  

TIP: Check either the ’Course History’ or ’Unofficial Transcript’ feature when advising incoming 

freshmen or transfer students. Some freshmen may be exempt from specific general education 

requirements due to completion of courses through dual-enrollment or their SAT/ACT scores. All 

approved coursework completed at another accredited institution and processed by the Office of the 

Registrar for transfer students, can be viewed within a student’s Course History. 
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SIS/JICS AV Portlet: Advising Worksheet Report  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

The ‘Advising Worksheet’ screen displays a list of all the aims and the advisee's progress in meeting 

those aims. The Advising Worksheet is a report utilized in the review of a student’s progress toward 

meeting graduation requirements. The advising worksheet is an efficient and effective option in 

reviewing the academic progress of current freshmen, sophomores and juniors. You may prefer to view 

this report for current seniors. This summary is an excellent feature for advisors to utilize when 

reviewing the progress of advisee’s with multiple aims. Information provided in the report summary 

includes requirement, course, title, hours needed, hours earned, status, and grade earned. 

  

*This report is provided as an advisement tool. It is not an official record; however, discrepancies 

should be brought to the attention of your advisor or the Director of Academic Advising.  
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SIS/JICS AV Portlet: Graduation (Grad) Report  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

The ‘Graduation Report’ screen displays a list of all the aims and the advisee's progress in meeting those 

aims. The Graduation Report is a report (which is similar to the ‘Advising Worksheet’) used to display a 

student’s progress toward meeting graduation requirements. While the Grad Report information is 

formatted slightly different than the advising worksheet report, it is another efficient and effective 

option to use when reviewing the academic progress of current juniors and seniors. This summary is an 

excellent feature for advisors to utilize when reviewing the progress of advisee’s with multiple aims. 

Information provided in the report summary includes requirement, course, title, hours needed, hours 

earned, status, and grade earned. 

 

*This report is provided as an advisement tool. It is not an official record; however, discrepancies 

should be brought to the attention of your advisor or the Director of Academic Advising.  
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SIS/JICS: Student Advisement 

Meeting Notes and 
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SIS/JICS: How to Apply and 

Remove ‘AV-See Your 
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How to Apply and Remove AV-See Your Academic Advisor! Holds on your 

Assigned Advisees 

 

See the attached instructions for Academic Advisors when applying and removing advising 

holds on students. 

  

An advisor has the capability to apply and remove an AV-See Your Academic Advisor hold on 

a student’s JICS/SIS account. When applying this hold feature, understand that a student with 

the hold on his/her account cannot register until you remove the hold. 

 

1. To apply an advisor hold within the Advising Portlet, locate and click on the  

‘Advising Holds’ link on the left side of the portal options menu. 
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2. Next, locate the specific student(s) on the Advising Holds roster to apply an AV-See Your 

Academic Advisor hold on the appropriate student(s). 
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3. Then, click to the ‘Edit’ button locate to the right of the appropriate student’s name to 

apply an AV-See Your Academic Advisor hold on student. 

 

 

 

4. Lastly, locate and click on ‘Add/Remove’ button. 

 

 



Guide to Academic Advising Page 27 

5. Once these steps are completed, an AV-See Your Academic Advisor hold should be placed 

on the student’s account. 

 

 

6. SIMPLY REPEAT these steps as explained in the steps above to remove the AV hold on the 

student’s account. 

 

 

NOTE: 

 

An advisor has the capability to apply and remove an AV-See Your Academic Advisor hold on 

a student’s SIS/JICS account. When applying this hold feature, understand that a student with 

the hold on his/her account cannot register until you remove the hold. 
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Notes 
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