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Welcome to the ministry of academic advising at Lee University.  
Advising of this type is far more critical than just the selection of 
majors and minors and the scheduling of classes.  At Lee University 
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 by 
no means comprehensive and is intended to supplement the official 
University catalog and the student handbook.  
 

 
 
 
 

 

 
 

 

“Good advising may be the single most underestimated 
characteristic of a successful college experience… 
  
Nearly without exception, the happiest and academically most 
successful undergraduates…have at least one intense 
relationship built around academic work with other people.” 

 
     Dr. Richard J. Light, Harvard University  
     from his book, Making the Most of College 



Lee University is the academic home for over 4,400 
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 Help students define and develop realistic educational career plans. 

 Assist students in planning a program consistent with their 



In accordance with the Family Educational Rights and Privacy Act of 1974, Lee University 
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. 

 
 

In practical terms: Unless the student has signed a waiver which is on file in the 
Records Office, advisors are prohibited by law from releasing 
confidential student records (grades, transcript information, 
etc.) to parents.



 

 

1. Exploring Life Goals 

 a) .QRZ�VWXGHQWV·�FKDUDFWHULVWLFV�DQG�GHYHORSPHQW 
 b) Understand decision-making process 
 c) 



 

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 

 



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-disclo





Declaring/Changing Degree Programs 
Students must go to the Center for Calling & Career 
(located in the Watkins Building Terrace Level) to 
officially declare or change their degree program.  

At the Center, students will complete a Change of Major 
form online, and will have the opportunity to meet with 
a Strengths Vocational Advisor.  Once the process is 
complete, the Office of Academic Services is notified 
and assigns the student to a faculty advisor in the new 
major area. 
 

Changing Academic Catalog Years 
Students 



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. 
 

LEEU-101 
All freshmen (and most transfer students 
with fewer than 16 hours) must enroll in 
LEEU-101, regardless of marital status or age.  
A student transferring an orientation or 
student success course from another college 
may be exempt from LEEU-101.  Any 
exceptions to this policy must be given by the 
Director of Academic Services.  NOTE: 
Freshmen transferring in dual-enrollment 
college credits taken during high school are 
not exempt from LEEU-101. 
 

English Composition 
All freshmen should take the appropriate 
level of English composition each semester 
until the requirement is completed.  
Students placed directly into ENGL-110 by 
their ACT/SAT scores will NOT take a 
second composition class; however, they do 
not receive credit for the first class.  A 
minimum grade of C- is required in English 
composition courses. 
 



The General Education Core  
Depending on the major chosen by the student, some 
of the core requirements may vary slightly from those 

shown on this list. 

 
DEVELOPING BIBLICAL FAITH & LIFESTYLE  (12 hrs) 
BIBL-110 Message of the New Testament (3)R 
BIBL-111 Message of the Old Testament (3)R 
THEO-230 Intro. to Theology (3)R 
THEO-231 Intro. to Christian Ethics (3) 
Christian Service (80 clock hours)* 
 

*Christian Service is not a course; the hours are earned by a combination of class, group, and individual service learning 
experiences. 
 
RStudents choosing majors in the School of Religion have different course requirements. 

 



Designing Schedules for New Students 
(FRESHMEN AND TRANSFER) 

Step One:  All new freshmen must take the following courses: 
 

   *BIBL-110 Message of the New Testament or BIBL-111 Message of the Old Testament (3) 
    LEEU-101 Gateway to University Success (1) [required even if student has dual-enrollment or AP credits] 

     English Composition -- See chart below for placement (3-4) 
     *Old & New Testament Survey are for religion majors only. 
 

Score Placement 

ACT English 12 & below / SAT Critical Read 330 & 

below 

ENGL-091 Basic Writing (4 hours) pre-core 

READ



DUAL ENROLLMENT OR TRANSFER: 
 
English Composition:  

 3 hours of non-remedial credit count as ENGL-106. Students must take ENGL-110. 

 6 hours of non-remedial credit count as ENGL



English Literature and Composition (a separate test from Language): 
AP Score Credit Awarded Remaining Composition Requirement 

3 ENGL-106 ENGL-110 

4 ENGL-106 and ENGL-221  
 

ENGL-110 

5 ENGL-110 and ENGL-221  
 

None 

 
American History: 

AP Score Credit Awarded This Credit Counts As: 

3 HIST-211 This does not count toward the core although it 
may fulfill requirements in some majors.  
Students must still take HIST-212 or PLSC-250. 

4 or 5 HIST-211, HIST-212 Fulfills the core requirement. 

 

Literature and/or European History: 

AP Score Credit Hrs. Awarded This Credit Counts As: 

Literature 3 3 3 hrs of the Humanities / History / Literature 
Option 

Literature 4 or 5 6 The 6 – hr Humanities / History / Literature Option 
is complete 

European / World History 3 3 3 hrs of the Humanities / History / Literature 
Option 

European / World History 4 
or 5 

6 The 6 – hr Humanities / History / Literature Option 
is complete 

Lit 3 and European / World 
History  3 

6 The 6 – hr Humanities / History / Literature Option 
is complete 

Lit 4 and European / World 
History  3 

9 The 6 – hr Humanities / History / Literature Option 
is complete 

Lit 3 and European / World 
History  4 or 5 

9 The 6 – hr Humanities / History / Literature Option 
is complete 

Lit 4 or 5 and  
European / World History 
4 or 5 

12 The 6 – hr Humanities / History / Literature Option 
is complete 

 

  Foreign Language: 
AP Score Credit Awarded 

3 211  
(Completes the core Foreign Language requirement for B.S. degrees) 

4 or 5 211, 212  
(Completes the core Foreign Language requirement for B.A. degrees) 

 
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). 

 
Additional AP exams for which we award credit are listed in the University Catalog.   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, and Music Theory, where the minimum score for credit is 4).  No credit is awarded for a score below 
3 in any subject area. 
  



 

Desired 

Core 

Course 

Mathematics Sub-Score** 

Below 18 
ACT / Below 

440 SAT 

18 ACT 

440 – 450 
SAT 

19 ACT 

460 – 470 
SAT 

20-26 ACT 

480-610 
SAT 

27+ ACT / 
620+ SAT* 

MATH-161 

Take MATH-098 

then MATH-099 

then MATH-161 

Take MATH-099 

then MATH-161 
OK to Enroll OK to Enroll OK to Enroll 

MATH-111 

Take MATH-098 

then MATH-099 

then MATH-111 

Take MATH-099 

then MATH-111 

Take MATH



Core Math Requirements for Undergraduate 
Degree Programs 

 

 
COLLEGE OF ARTS & SCIENCES 

 
BEHAVIORAL & SOC. SCIENCES 
ANTHR.BA             Any 100-level MATH* 
PSYCH.BA/.BAT         MATH-161 
SOCIO.BA             Any 100-level MATH* 
  
BUSINESS 
MATH-161 is required for all degree programs 
 
COMMUNICATION  ARTS 
Any 100-level MATH* fulfills the core math 
requirement for all degree programs 
 
LANGUAGE AND LITERATURE 
Any 100-level MATH* fulfills the core math 
requirement for all degree programs 
 
HISTORY, POL SCIENCE, & HUMANITIES  
HSTRY.BA/BST Any 100-level MATH* 
HESTY.BST Any 100-level MATH* 
HUMNS.BA Any 100-level MATH* 
POLSC.BA MATH-111 
 
NATURAL SCIENCE & MATHEMATICS 
BIOCH.BS MATH-161 and 271 
BIOCP.BS MATH-161 and 271 
BIOLS.BS MATH-161 OR 271 
BIOLS.BST MATH-271  
BIOLP.BS MATH-161 and 271 
CHEMS.BS MATH-161, 
  MATH-271 & 272 
CHEMS.BST MATH-161 and 271 

  HLSCI.BS MATH-161 
  HSCPT.BS MATH-161 and 271 
  HSCPA.BS MATH-161 
  Math Majors See mathematics advisors to 

determine beginning placement 

 
* MATH-121 in the DAL will not fulfill the 
Undergraduate core math requirement. 

MATH-101 or MATH-161 are suggested for 
majors requiring any 100-level math course. 
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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 Director of Academic Services from the Admissions Office after the 
student is officially accepted to the University.  The transcript is initially evaluated and then sent 
to the Records Office, where the credits are placed on a Lee University transcript.  The student 
should take the following steps during the first semester to have his/her transcript fully evaluated 
and determine which Lee 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 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 officially 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 to request additional substitutions of transfer credit toward Lee program of 
study.  Any such request in major area must have department chair initials.  Advisor sends Degree 
Audit with such initials to the Director of Academic Services to have computer substitutions made. 

3. It is the student’s responsibility to initiate the above process.  Advisors should encourage students to 



Advising Students on Academic 
Probation 

 

 

Academic Probation Minimum GPA Scale 
Hours Attempted* Grade Point Average Required 

0 – 29 1.5 

30 – 59 1.7 

60 – 89 1.9 

90 and above 2.0 
                  *Hours Attempted includes withdrawn courses. 

 

A student whose cumulative GPA falls below these minimum levels will be considered 
to be on ACADEMIC PROBATION.  At the end of the Spring semester, the Retention 
Committee reviews all students on academic probation.  A student who has been 
authorized to continue on probation will receive a letter and contract from this 
Committee. 
  

The student’s Advance Class Selection schedule will be modified, if necessary, to bring it 
into compliance with the Retention Committee’s specific requirements for that student.  
 

1. Probation students who wish to make further schedule revisions at registration 
must meet with the Director of Academic Services before meeting with an 
advisor. 

2. Students not pre-registered will need to create a schedule following the 
probation limits as stated in their letter and contract. 

3. Students wishing to enroll in courses or hour limits other than instructed, must 
file a Petition for Exception to Academic Policy with their Dean.  

4. Course load must be limited to 12 - 14 CREDIT HOURS for the semester. 

5. Encourage students to REPEAT ALL FAILED COURSES as early as possible, 



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



$GYLVLQJ�³Undeclared´�6WXGHQWV 
 

Freshmen will usually arrive at Lee University 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 or Exploratory (referred to as “Liberal Arts” majors) 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 available through the Center for 
Calling & Career (see next page for more information), as well as the availability of Strengths Vocational 
Advisors in the Center. Also, encourage them to visit departments that they might be interested in to get 
more information about majors and careers, and to attend the Majors Fair held during the fall semester 
each year. 

 

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 Lee 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. ?  

 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.  

 



Center for Calling & Career 
 

Strengths Vocational Advisors 



 

Counseling Center 
 

 
The Counseling Center offers short-term personal counseling and psychological services to Lee 
University students and is staffed by licensed mental health practitioners and their supervisees. 
Services include individual, couples, and group counseling. Services are free of charge and 
confidential. 
 
Issues commonly addressed in counseling at LUCC include (but are not limited to): 

http://www.leeuniversity.edu/counseling/
https://leeuniversity.mywconline.com/


http://catalog.leeuniversity.edu/content.php?catoid=8&navoid=2859


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. 



Procedures for Application and Approval 

Approval /Application   Obtain Forms From  Required Signatures  Return Forms To 
Academic Petition 

Use this form to request an exception 

to any academic policy. 

 Academic Services or 
6FKRRO�'HDQ¶V�2IILFH 

 Advisor 
Department Chair 

School Dean



Undergraduate Degree Programs and Codes 
 

Effective with Publication of 2015 ± 2016 University Catalog 
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COLLEGE OF ARTS & SCIENCES 
 BEHAVIORAL & SOCIAL SCIENCES 
BA Anthropology ANTHR.BA 

BA Psychology PSYCH.BA 

BA Psychology (9 ± 12 Licensure) PSYCH.BAT 

BA Sociology SOCIO.BA 

 BUSINESS 
BS Accounting ACCTG.BS 

BA Business Administration (Accounting Emphasis) BUSAC.BA 

BS Business Administration (Accounting Emphasis) BUSAC.BS 

BA Business Administration (Finance Emphasis) BUSFN.BA 

BS Business Administration (Finance Emphasis) BUSFN.BS 

BS Business Administration (International Business Emphasis) BUSIB.BS 

BA Business Administration (International Business Emphasis) BUSIB.BA 

BA Business Administration (Mgt. Information Systems Emphasis) BUSIS.BA 

BS Business Administration (



 
 

 

 

NOTES 
 


