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Importance of Good Advising 
Effective retention programs have come to understand that academic advising is 
at the very core of successful institutional efforts to educate and retain students. 

     Vincent Tinto, 1993 

Frequent faculty-student contact in and out of the classroom is the most 
important factor in student motivation and involvement. 

     Arthur Chickering and Zelda Gamson, 1995 

Academic advising “provides perhaps the only opportunity for all students to 
develop a personal, consistent relationship with someone in the institution who 
cares about them.” 

     Jane Drake, 2016 

Academic advising…is now crucial if institutions are to achieve goals of persistence 
and timely graduation, in addition to the humane goals of student self-realization 
and growth. 

     Carolyn Thomas (NACADA), 2017 

 

Shepherd University values each and every student and takes pride in fostering “lifelong 

learning and success in [students’] chosen pursuits.” Effective academic advising and faculty 

mentorship is critical in ensuring the retention, graduation, and goal attainment of our 

students.  

 

Shepherd Students Succeed!   
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Role of the Faculty Advisor 
Faculty Advisors play a critical role in promoting student success at Shepherd 

University by: 

1. Providing academic advising and support to assigned advisees pursuing 

majors within their departments or schools. 

2. Helping students develop educational plans and assisting them in the 

selection of appropriate courses. 

3. Assisting students in navigating student information systems that track 

academic progress (e.g., DegreeWorks, RAIL) 

4. Maintaining knowledge of all aspects of advising, including core curriculum 

and major specific requirements, pre-requisites, sequencing of coursework, 

academic calendars, registration procedures, etc. 

5. Being available to students to respond to questions and refer them to 

needed resources (e.g., tutoring, financial aid, accessibility services, 

counseling, etc.) 

6. Monitoring students’ progress toward degree completion and providing 

intervention when needed. 

7. Clarifying academic policies, procedures, and deadlines. 

8. Maintaining professional integrity and confidentiality in advising. 

9. Serving as a mentor and guiding students to find additional mentors. 
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Assigning Advisees 

Faculty at Shepherd University are not assigned advisees until they successfully 

complete Advisor Training as part of the New Faculty Learning Community (NFLC). During NFLC, 

new faculty are encouraged to shadow colleagues during advising appointments and study the 

curriculum of their program(s). Department Chairs are encouraged to assign mostly first-year 

students as advisees for new faculty advisors, because a focus on core classes with less pressure 

to guarantee all requirements are complete for graduation allows new advisors to ease into the 

role. 

New advisors should be assured that they have departmental mentors and that staff in 

the Advising Assistance Center are only a phone call away! 

DegreeWorks 

 DegreeWorks is a highly intuitive and user-friendly degree audit tool for students and 

their advisors, providing essential and timely information to help keep students on track to 

complete their degree. DegreeWorks can be accessed through RAIL and should be used by 

students in Catalogs dated 2020 and after. Any student who is under an older Catalog (2019 

and before) will need to use the degree evaluation tool in RAIL. For those new to DegreeWorks, 

there are resources (i.e., manual and videos) in the “DegreeWorksTraining” folder on 

BrightSpace. Anyone seeking additional training should contact staff in the Advising Assistance 

Center. They will be happy to assist you. 
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Calendar of Important Tasks 

Fall Semester 

August 

 Send Introductory Email to New Advisees with office hours and contact information 

Send “Welcome Back” Email to Continuing Advisees with office hours and contact 
information 

September 

 Send “Check-In” Email to Advisees  

Send Beacon Notifications for Students who Present Concerns as 
Early as Possible. 

 Reach out to Advisees who Received Beacon Notifications 

October 

 Send Emails to Advisees about Midterm Grades 

 Prepare for Advising/Registration for Spring Semester 

November 

 Reach out to Advisees who Have not Registered for Spring 

December 

Review Final Semester Grades and Reach Out to Students. Congratulate Those Who 
Have Demonstrated Success and Offer Guidance to Those Who May Need It. 
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Spring Semester 
January 

Send Introductory Email to New Advisees with Office Hours and Contact Information 

Send “Welcome Back” Email to Continuing Advisees with Office Hours and Contact 
Information 

 Confirm Graduating Advisees are Nearing Completion 

February 

 Send “Check-In” Email to Advisees  

Send Beacon Notifications for Students who Present Concerns as 
Early as Possible. 

 Reach out to Advisees who Received Beacon Notifications 

March 

 Send Emails to Advisees about Midterm Grades 

 Prepare for Advising/Registration for Fall Semester 

April 

 Reach out to Advisees Who Have Not Registered for Fall 

May 

Review Final Semester Grades and Reach Out to Students. Congratulate Those Who 
Have Demonstrated Success and Offer Guidance to Those Who May Need It. 

 Send Congratulations to Graduating Advisees 
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New Student-Advisee Introduction 

The first two weeks of classes are critical for student retention. Students need to feel 

valued and supported to develop a sense of belonging. A message from an academic advisor 

will go a long way in putting minds at ease. Advisors may have met most of their advisees 

during the welcoming events on the day of Convocation, but some of these students may lack 

the courage to seek answers from strangers and may feel lost. Department Chairs will provide 

faculty with a list of their new advisees at the start of the semester. A simple email, such as the 

one below, should be sent to establish the Advisor-Student relationship. If sent within the first 

week of classes (i.e., drop/add week), advisors may also offer assistance with schedule 

adjustments and inform them of the drop deadline (i.e., first Friday of the semester). 

Hello [STUDENT NAME], 

Welcome to Shepherd University! You are now a part of the Ram Family! I will be your academic 

advisor as you pursue your Bachelor’s in [DEGREE PROGRAM]. If you have any questions about 

your coursework and your educational path, don’t hesitate to reach out. My office is located in 

[BUILDING/ROOM #] and my scheduled office hours are [OFFICE HOURS]. If you would like to 

meet but these times are not convenient, please give me a call [304.876.####] or send me an 

email [____@shepherd.edu] and we will find a time that works. We will be meeting in 

[October/March] to schedule classes for your [Spring/Fall] semester, but in the meantime, let 

me know if you have any questions or concerns. I look forward to working with you and helping 

you achieve your academic goals! 
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Welcome Back to a New Semester 

Reminding students that they still have people who care about their progress fosters 

persistence and retention. Messages from academic advisors provide that “welcome back” 

each semester and help students feel valued and belonging to their department/school. A 

simple email, such as the one below, should be sent to continuing student-advisees to remind 

them that their advisors are still available as a resource. If sent within the first week of classes, 

a reminder of the drop deadline on Friday would also be beneficial. 

 

Hello [STUDENT NAME], 

I hope that you had an enjoyable and relaxing [Summer/Winter] break and that you are 

recharged for success in the new semester. As your academic advisor, I am here if you have any 

questions about your coursework and your educational path. As you know, my office is located 

in [BUILDING/ROOM #]. My scheduled office hours this semester are [OFFICE HOURS]. If you 

would like to meet but these times are not convenient, please give me a call [304.876.####] or 

send me an email [____@shepherd.edu] and we will find a time that works. We will be meeting 

in [October/March] to schedule classes for your [Spring/Fall] semester, but in the meantime, let 

me know if you have any questions or concerns. Again, welcome home to Shepherd, and here’s 

to a GREAT semester! 
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Second Week Check-Ins 

After the second week of classes, it is recommended that advisors check in with their 

advisees. If students are beginning to struggle, intrusive/proactive advising with action-oriented 

strategies might give the students enough time to turn the tide, get back on track, and persist. 

Offering support and suggesting resources is beneficial to all students. A simple email, such as 

the one below, should be sent to advisees after the second week of classes in order to allow 

students the time to reflect and refocus. 

 

Hello Advisees, 

I hope that your semester is off to a great start, you are attending all of your classes, and you 

have kept up with all of your studies and deadlines. Success in the first couple of weeks sets you 

up for success all semester. If you are struggling with any of your classes, don’t wait until it is 

too late. Be aware that support services are available! I have attached a list of campus 

resources. Use it to reach out for free peer tutoring in any subject, success coaching, counseling, 

goal-setting, and more. As your academic advisor, I am also here if you have any questions 

about your coursework and your educational path. Don’t hesitate to let me know if I can be of 

any help.  

[ATTACH FORM FOUND HERE] 

  

https://media.suweb.site/2023/01/Campus-Resources-Sheet-2023.pdf?v=1674640697
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Pos�ng in Beacon  
 

Beacon is Shepherd University’s Early Alert System that connects the campus community to 

support students during their academic and personal journeys.  

As a faculty member, sharing information about a student’s experience, behavior, or decision 

the first few weeks of classes may impact the student’s ability to recommit and recover their grades. 

Posting either an update or an alert (time-sensitive update) for missed assignments, poor attendance, 

and/or poor academic performance will notify that student’s success network. Assigning a category to 

the notation will prompt action by a trained responder. The staff and faculty who are connected to the 

student on campus and in the system will widen the student’s support net and increase their chances 

for success. 

As an academic advisor, you are part of your advisees’ success network and will receive a digest 

email of recent notifications within Beacon pertaining to their behavior or situations. You can view a 

student’s specific notation and email the student, as well as view their course load, demographics, and 

more by logging into Beacon and viewing your list of advisees. This list is based on information provided 

in Banner.   

Please note that Beacon provides an “Encouragement” notation that can be used to share 

positive messages and praise. Such messaging also fosters retention as recipients feel valued and 

noticed. The information on the following pages and on the Student Success Center website will guide 

you on how to use the Quick Notification Tool for posting information in Beacon. While the posts of 

faculty and advisors tend to focus on academic performance, it is equally valuable to share when a 

student appears to feel disconnected, need counseling or health services, or is struggling financially.  

Remember, you are a connected member of your advisees’ success network. If you read a 

notification about an advisee who may be struggling, it is recommended that you reach out and offer 

support, advice, and referral to relevant campus resources. It is incredibly beneficial for students to be 

made aware that their advisor cares about their well-being and success.  

http://shepherd.campuslabs.com/beaconv2
https://www.shepherd.edu/studentsuccess/beacon-resources
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Midterm Grades 
Faculty are required to report midterm grades in all of their classes, and it is essential 

that these grades are meaningful and accurate. In order for the student’s success network to 

respond accordingly and provide needed interventions, a true account of student progress 

needs to be reported. Submitting all incompletes (I) or all As that are not true reflections of 

progress is not helpful to students or their success networks. It is recommended that faculty 

provide multiple direct measures of student progress throughout the semester (e.g., essays, 

quizzes, assignments, presentations, etc.) because students question whether to persist, and 

advisors aren’t sure how to advise when the midterm grade is based only on a single test or 

project. Short, relatively easy assignments are recommended early in the semester to help 

students get off to a strong start. 

The Registrar will provide access to the grade reports of all advisees. Midterms will also 

appear in Beacon. Beacon administrators will send notifications to all students who have 

earned a D, I, IF or F at midterms. The Update will provide specific resources and tools for 

academic recovery. Faculty can submit an Alert using the Recommended Withdraw category, if 

the student is unable to recover and earn a passing grade.  It is imperative that confidentiality 

be maintained. Advisors should review the grade reports and send notes of encouragement to 

each of their advisees. Individual emails can be sent directly through the Beacon system or bulk 

emails can be sent using the bcc feature in Outlook.  

To the student doing well: 

As your academic advisor, I just reviewed your midterm grades. I am so impressed! Keep up the 

good work!  



P a g e  | 17 
 
 

To the student struggling in a single course: 

It looks like you may be struggling with [COURSE]. Have you spoken to the instructor about 

strategies for improvement? Have you signed up for peer tutoring in the Academic Support 

Center? Have you met with a success coach in the Student Success Center? There is still time to 

bring that grade up. Your other grades look good! Let me know if you have any questions. 

 

To the student struggling in all/most classes: 

As your academic advisor, I just reviewed your midterm grades, and I am concerned about your 

progress. Can we set up a time to meet? I hope you’ve spoken to your instructors and you have 

clear plans to recover, but if there’s uncertainty, let’s discuss your options. I’m committed to 

helping you succeed. 
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Registering for the Next Semester 
 In mid-October the Registrar’s Office will provide access to a list of all advisees with 

their emails, dates/times they are permitted to register and their alternate PINs. Advisees must 

meet with advisors before receiving their PIN for registering. Advisors should not give advisees 

their PINs until their proposed schedule of classes has been built and approved. The Advising 

Assistance Center will send resources to aid advisors in messaging students and setting up 

advising appointments. Check the Academic Calendar on the Registrar’s site for the two weeks 

of advising and the registration week and plan accordingly: 

1. Block off advising times on your Outlook calendar. Thirty minutes per advisee is 

recommended if the caseload allows for it. 

2. Send a bulk email to all of your advisees letting them know how they can sign up for an 

appointment. Some advisors have used online booking websites (e.g., Calendy) and 

others have uploaded a shared schedule on their OneDrive. If you post a sign-up sheet 

on your office door, please be aware that some students are not regularly on campus 

and may need a way to schedule via email. Never ask for private information (e.g., 

Shepherd ID, DOB) on a shared document. 

3. Within that email or in a subsequent email, provide resources they will need to begin 

building their schedules and the expectations you have for them when you meet. 

4. When you meet make sure that you have: 

1) Approved a schedule of classes 
2) Provided their PIN and DATE/TIME to register (and strongly encouraged them 

to register on time) 
3) Encouraged them to complete the Advising Survey (fall semester only); and  
4) Let them know they can contact you at any time if questions arise. 

 

https://www.shepherd.edu/academic-calendar
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While advising, be aware of the student’s class status and other notable information in Beacon because 

students’ needs are often very different. It is also helpful to keep Beacon and the student’s profile open 

during your advising meeting to share notable items and/or decisions. 

First-Year and Transfer Students: These students may not be familiar with campus resources, 

and they may not have accessed DegreeWorks. When they entered Shepherd, they logged onto 

RAIL and registered, but they may not remember registration procedures. Walk them through 

accessing DegreeWorks, explain how they will be registering for classes, and ensure they are 

aware of campus resources. 

Sophomores: As students are moving out of core classes and focusing more on major-specific 

classes, they may be questioning their choices in majors, minors, and careers. To benefit 

student retention, refer these questioning students to the Student Success Center, the Advising 

Assistance Center, and/or Career Services. These professionals will help students with goal 

setting and major exploration. Finding their passion, even if it involves leaving your major, is 

most beneficial to student retention. 

Juniors: These students tend to understand registration procedures and university policies. 

Now it’s important to discuss taking advantage of your department’s high-impact practices: 

internships, service learning, and faculty-led research.  

Seniors: The first semester of their senior year, advisors should help students plan the 

curriculum for the entire year to ensure they can complete all necessary coursework for the 

degree. They should remind students to apply for graduation the semester before they plan to 

graduate. Please refer seniors to the Office of Career Services for help with resume and cover 

letter writing, graduate school applications, and job searching. Please also encourage them to 

access HANDSHAKE, the free job and internship portal. 

 

 

https://www.shepherd.edu/handshake/
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Sample Email to Advisees (updated messaging will be sent from the AAC before each advising 

season): 

 

ACADEMIC ADVISING: Wednesday, [MONTH/DATE]– [MONTH/DATE] 

REGISTRATION WEEK: Monday, [MONTH/DATE] – Friday, [MONTH/DATE] 

If you are receiving this email, I am your academic advisor and it is that time of year again! Time 
for academic advisement for the [FALL/SPRING YEAR] semester! You must secure the 
date/time of registration and your PIN from me before you would be able to register for classes. 
Advising appointments can be done in-person or virtually over Zoom. Please choose an 
appointment at the following link and I will send a confirmation (with a Zoom link, if requested) 
to your Shepherd email: [insert link to a calendar site or a shared doc] 

To prepare for your advising appointment, please do the following: 

1. If you entered Shepherd in the fall of 2020 or after, you should now be using 
DegreeWorks. For those new to DegreeWorks, watch this video to learn the basics. Those 
who entered Shepherd prior to 2020 should check their Catalog year on RAIL. If the 
Catalog is prior to 2020, you will need to continue using the Degree Evaluation tool.  

2. Log into RAIL and access either DegreeWorks or Degree Evaluation 
(http://www.shepherd.edu/rail) to get an idea of the courses you still need to take. 

3. Utilize the most recent core curriculum worksheet and/or the DegreeWorks audit to 
determine options in the core.  

4. Using the appropriate degree audit tool and the core curriculum worksheet, examine 
course offerings for next semester to draft a schedule of classes. [IN SPRING ADD: 
Notice that the summer schedule is also posted; if you are considering taking courses this 
summer, we can also discuss those options when we meet]. 

5. Show up for your appointment! If you request a virtual appointment, try to be at a 
computer so that you are better able to see my shared screen.   
 

Remember, the Advising Assistance Center in the lower level of the library can be a vital 
resource in assisting you with schedule planning.  
 
I’m looking forward to our advising session! 

 

  

https://ramsshepherd-my.sharepoint.com/:v:/g/personal/adewitt_shepherd_edu/ESMCViRZFIFBombm_bYR96MB1Z_U2xaH7E1gWU4tZVGA_A?e=PA71nm
http://www.shepherd.edu/rail
https://www.shepherd.edu/core-curriculum-checklists/
https://www.shepherd.edu/class-schedule
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Fall Advising Survey 
Every fall after students have met with advisors to plan their spring schedules, students 

will be asked via emails and campus flyers to complete an advising survey to rate their 

experience. Academic advisors are strongly encouraged to directly request that their advisees 

complete the survey. The response rate is higher when advisors make such personal requests. 

At the aggregate level, results help determine what is working well with our advising program. 

Faculty advisors are sent their individual results; these results can be used in Promotion and 

Tenure portfolios, award nominations, and annual reports.  

Advising Survey Questions: 
 
STUDENT SELF-ASSESSMENT 
Q2. Have you met with your advisor? 
Q3. As an advisee I made appointment(s) to see my advisor 
Q4. As an advisee I kept appointment(s) to see my advisor 
Q5. As an advisee I was well prepared for my appointment(s) 
Q6. Please provide any explanation for your ratings. 
 
ADVISING ASSESSMENT (Likert-scaled response categories) 
1. My advisor is easy to get in touch with.  
2. My advisor gives me an adequate amount of time when we meet.  
3. My advisor encourages me to come by for help.  
4. My advisor takes a personal interest in my academic goals.  
5. My advisor encourages me to express my thoughts and feelings about my academic goals.  
6. My advisor is a good listener.  
7. My advisor gives me accurate information about course requirements.  
8. My advisor helps me understand why required courses are important for my educational 
development and future plans.  
9. My advisor considers my personal abilities, talents, and interests when advising me about 
courses or programs of study.  
10. My advisor has assisted me in developing a long-term educational plan.  
11. My advisor helps me connect with campus resources (e.g., Academic Support Center, 
Counseling Services, etc.).  
12. My advisor helps me make important educational decisions (selecting elective courses, 
exploring academic majors/minors, etc.).  
13. I would recommend my advisor to other students.  
Q14. Please provide any explanation for your ratings. Focus on the strengths of your advisor 
and the ways in which your advisor could improve. 
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Forms 

Academic Change Form 

The Academic Change Form allows a student to make the following change(s): 

• Change their degree (e.g., from a B.A. to a B.S.) 
• Change a Major or Add/Drop a Second Major 
• Change to a Newer Catalog with Different Program Requirements 
• Change Advisors 
• Change a Minor or Add/Drop a Second Minor 

While advisors should discuss the implications of any academic changes with their advisees, the 

goal is to retain students at Shepherd and help them to become successful. Helping them to 

find an educational path they are passionate about, even if it is not in the advisor’s department, 

should be supported. And if students builds stronger connections with other faculty, requests 

to change advisors should not be taken as a personal slight. If any first-year students seem lost 

and unsure of their chosen major, please support their change to an Exploratory/Undeclared 

major and they can get additional support from professional advisors in the AAC to find a 

suitable major. 

 

https://media.suweb.site/2020/09/Academic-Change-Form_Fillable.pdf?v=1601037696
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Course Substitution or Waiver Form 

If a student has taken a course (e.g., transfer credits, special topics class, etc.) that could take 

the place of a required course in a curriculum, a course substitution form should be completed. 

Course substitution forms must be signed by the department chair of the required course; thus, 

a conversation with that chair should precede the completion of the form if there is any 

uncertainty. Once approved by the advisor and department chair, the form should be 

submitted to the Registrar’s Office for processing; once processed, the exception will then 

appear on the DegreeWorks audit. 

 

https://media.suweb.site/2022/03/NEW-course_substitution_waiver_fillable.pdf?v=1648540613
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Course Withdrawal Form 

A student seeking to withdraw from a course must get signed approval from their academic 

advisor and the instructor of the course (a department chair can sign in lieu of the advisor or 

instructor if either is unavailable). The form needs to be submitted on/before the last day they 

are eligible to withdraw (see ACADEMIC CALENDAR). Advisors should verify that withdrawing 

students will still be full-time (12 credit hours minimum); if students fall below full-time status, 

they should be encouraged to speak with the Office of Financial Aid and/or an Athletic 

Compliance Director, if applicable. 

 

 
 

 

 

 

 

 

https://media.suweb.site/2020/03/Course-Withdraw.pdf?v=1585036809
https://www.shepherd.edu/academic-calendar
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Other Forms 

 
While the Academic Change Form, the Course Substitution Form, and the Withdraw Form are 

the most common forms that advisors will employ, unique situations may require additional 

paperwork: 

Permission for Academic Overload: Students are permitted to take up to 19 credit hours 

without seeking approval, but if they have a 3.0+ GPA, they may request permission to take up 

to 23 credits. To promote academic success, this should not be encouraged. 

Complete Withdrawal from Shepherd University: Students wanting to withdraw from the 

entire semester are able to do so no later than 4:00 p.m. on the last day of classes. 

Transfer Approval Form: Students need to get approval if they are interested in taking courses 

at another institution. This ensures that the classes will transfer back and be comparable to 

specified Shepherd courses. 

Review other forms available on the Office of the Registrar site. While other forms may not 

require an advisor’s signature, advisors can direct students to needed forms and resources.  

 

https://www.shepherd.edu/app/uploads/2015/06/Academic-Overload.pdf
https://media.suweb.site/2020/10/Complete-Semester-Withdrawal_Fillable.pdf?v=1603976852
https://media.suweb.site/2020/09/Transfer-Approval-Form-Fillable.pdf?v=1601038007
https://www.shepherd.edu/registrar/registrar-forms
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Petitioning for Exception to Academic Regulation 

Any student wanting to petition for an exception to academic regulation should be directed 

to the Advising Assistance Center in the lower-level of the library for consultation. AAC staff will 

explain what signatures and documentation are needed to complete a petition and discuss the 

merits of the appeal. The most common exceptions requested are: 

• Late Adding/Dropping/Withdrawing from a course past a deadline 
• Applying late to Graduate  
• Taking more than 19 credits with a GPA lower than 3.0 
• Taking a course elsewhere within their last 12 credits at Shepherd 

When asked to sign both the petition and the letter of explanation as an advisor, it is 

important that the petition be seriously considered. If the student makes a strong case for 

granting the exception, the advisor should sign, check the box supporting the petition, and 

briefly explain why the petition is supported. For example, if the advisor is aware that the 

student has experienced personal crises that impacted academic performance, they may 

choose to support a late withdrawal. If there is not a compelling reason for granting the 

exception, the advisor should sign, check the box that they “Do Not Support,” and write a brief 

explanation. For example, if a student wants a late withdrawal at the end of the semester from 

a single class that they are failing, this could be a case of “grade shopping.” Not supporting a 

petition does not prevent the petition from being reviewed by the Admissions and Credits 

Committee.  
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Financial Aid Questions 
 
Academic Advisors do not have access to student financial records and should refer all students with 

questions about the impact of decisions on aid eligibility to the Office of Financial Aid 

(faoweb@shepherd.edu; 304.876.5470). It is valuable, however, for academic advisors to know general 

deadlines and strategies for maintaining financial aid.  

 
A Few Things Academic Advisors Need to Know about Financial Aid 

 
1. The FAFSA (Free Application for Federal Student Aid) is available every year on October 1st (though 

in 2023 it will be delayed until December 31st due to implementing changes that simplify the form) 
for the upcoming academic year. It is available online at www.fafsa.gov. Shepherd Title IV School 
code: 003822  

 
2. The FAFSA must be completed each academic year to receive any Federal, State, and Institutional 

funds.  
 
3. Verification has to be completed before we can award most aid. Students should always respond to 

requests for information in a timely fashion. 
  
5. State Scholarship Renewals: Promise – Earn 15 credit hours during Fall/Spring semesters with a 3.0 

cumulative GPA (2.75 GPA in first year). WV Higher Education Grant – Earn 12 credit hours during 
Fall/Spring semesters with a 2.0 GPA.  Other WV State Scholarships – WVEST, WV Nursing, and 
Underwood – Smith Education Grant:  https://www.collegeforwv.com/   

 
6. Always check with Financial Aid before dropping or withdrawing from classes– Funds may be owed 

back as a result of these actions.  
 
7. Loans and Pell Grants have yearly and lifetime limits.  
 
8. To continue to receive Federal Aid, students must meet Satisfactory Academic Progress (SAP) each 

year: Undergraduates need to earn 70% of attempted credit hours with a cumulative Institutional 
and Overall GPA of 2.0. Graduates need to earn 75% of attempted credit hours with a cumulative 
Institutional and Overall GPA of 3.0.  SAP is checked annually after the spring semester.  

 
9. Always respond in a timely manner to requests from the Financial Aid Office to avoid delays in 

processing or award adjustments. 

 

https://www.collegeforwv.com/


ADVISING ATHLETESADVISING ATHLETES
Every population on campus has unique circumstances influencing their
enrollment decisions and course selection. This packet was created to support our
faculty and professional advisors when working with our student-athlete
population. Each student may have a different path to graduation but all students
must meet the same milestones to walk across the stage. Use this roadmap to aid
our student-athletes in meeting their necessary milestones to accomplish their
athletic and academic goals.

For student-athletes to participate in competition and/or practice, they must be
enrolled full-time during the term in which they want to participate. 
Seniors who have less than a full-time load of classes to graduate can request
approval to be part-time in their final academic term. 
Undergraduate students must be enrolled in 12 credits to be considered full-time.
Graduate students must be enrolled in 9 credits to be considered full-time.

FULL-TIME ENROLLMENT

Student-athletes must be in good academic standing with the University to
compete in outside competition and/or travel to competition away from campus. 

GOOD ACADEMIC STANDING

Before their 5th full-time term of enrollment (at all institutions), student-
athletes must declare a major and any required minor . 
After their 5th full-time term of enrollment, only credits toward their chosen
degree (major and declared minor) will go toward the Progress toward Degree
requirements (see below). 

DECLARE A MAJOR/MINOR

PROGRESS TOWARD DEGREE (PTD)
Credits earned during the first four semesters of enrollment can be earned toward any
degree at Shepherd University; however, after their 5th full-time term of enrollment,
only credits earned toward their declared degree (minor and major) will count toward the
PTD requirements. 
To represent Shepherd in competition, student-athletes are required to:

earn 24 credits annually, which includes the fall, spring, and summer terms.
18 of these credits must be earned during the academic year (fall and spring). 
9 of these credits must be earned during the previous full-time academic term. If
necessary, student-athletes are permitted to use 6 credits from the summer to meet the
annual requirement. 

The next page provides an overview of the general rules of PTD. 



18 earned credit hours between the
previous Fall and Spring

2.0 GPA or higher for both
Shepherd and Cumulative GPAs

Good Academic Standing

2.0 GPA or higher for both
Shepherd and Cumulative GPAs

Good Academic Standing

STAYINGSTAYING  

At the end of each academic term, the Compliance Officer, Faculty Athletic
Representative (FAR) and a representative of the Registrar’s Office reviews the
aforementioned elements of a student-athlete’s academic eligibility to
determine their eligibility to compete and travel. This process consists of
reviewing a degree audit, transcript, and course schedule for the ensuing term. 

FALL ELIGIBILITY
To be eligible in the fall academic term, students must have earned the following credit
hours as well as remain in good academic standing and hold a 2.0 GPA for both their
Shepherd and Cumulative GPAs.

24 earned credit hours between the
previous Fall, Spring, & Summer

9 earned credit hours in the
previous full-time term (i.e., Spring)

SPRING ELIGIBILITY
If a student was confirmed eligible in the Fall, then this student will have the below
requirements to remain eligible in the Spring. Any student who did not meet the fall
requirements are expected to meet the 24/18/9/GAS/GPA requirements during the preceding
two full-time terms (spring, summer and fall).

9 earned credit hours in the
previous full-time term (i.e., Fall)

ELIGIBLEELIGIBLE



Credits are evaluated at the time the student earned the credit and according to their
declared program at the time the student enrolled in the course. 
It is not advised to repeat a class unless the student-athlete did not earn a passing
grade and needs the course to graduate. 
Credit will only be used in meeting PTD requirements once it has been earned
successfully. 
Student-athletes should contact the Compliance Office (304-876-5123) prior to repeating
a course or taking an “I” (incomplete) in a course.

Below are a few elements of the progress toward degree requirements that will
help Advisors during conversations with our student-athletes.

REPEATS

After the fifth term of enrollment, student-athletes should avoid taking electives
unless unless their declared academic program requires additional courses to meet the 120
credits for graduation.
Credits outside of a student-athlete’s declared major and required/declared minor may not
count toward PTD. Student-athletes should contact the Compliance Office prior to taking
classes that are “falling through” on your DegreeWorks or do not meet degree requirements
indicated on Degree Works or a degree audit. 

ELECTIVES

Advisors may provide a course substitution for an elective that meets a specific program
requirement, as long as it has been substituted for other students and/or will be
substituted for other students within the same academic program. 

If the course substitution then deems the credits as meeting a requirement for
graduation, then the credits will be counted toward the PTD requirements.

COURSE SUBSTITUTIONS

Credits earned toward  the core curriculum, a declared major, or a declared minor can
be used toward a student-athlete’s PTD requirements. 

Note: If the minor is voluntary and not required for graduation, then only 6 credits per
term toward that minor will be counted toward PTD.

CORE, MINOR AND MAJOR REQUIREMENTS

When a circumstance arises where a
student-athlete is deemed ineligible, it is
the responsibility of the Compliance
Officer to review their circumstance and
determine if an exception can be applied.

elements ofelements of
ptDptD progressprogress  

There are often exceptions to
many rules, but it is encouraged
to always advise student-
athletes according to the rules.

towardtoward  
DEGREEDEGREE



EARN A MINIMUM
OF 9 CREDIT 
HOURS TOWARD 
CORE, DECLARED
MAJOR, or
DECLARED MINOR.

IN
FALL

EARN A MINIMUM
OF 9 CREDIT
HOURS TOWARD 
CORE, DECLARED
MAJOR, or
DECLARED MINOR.

IN
SPRING

Student-athletes can avoid needing to take summer classes to remain eligible by earning 12
credits per semester that meet progress toward degree (PTD) elements or that do not “fall
through” on the Degree Works audit. Earning the minimum 9 credits per term will require the
student to take 6 credits in the summer to meet 24 hours for the year. Note: When taking credits
toward a voluntary minor, only 6 credits per term can be used to meet PTD requirements. No voluntary
minor credits can be earned during the summer.  

TO BE ELIGIBLE
FOR

COMPETITION

BE IN GOOD 
ACADEMIC
STANDING

HAVE A 2.0 GPA
OR HIGHER

(SHEPHERD &
CUMULATIVE)

ENROLL 
FULL-TIME IN 
UG (12) OR GR

(9) CREDITS

EARN A MINIMUM
OF 24 CREDIT
HOURS TOWARD 
CORE, DECLARED
MAJOR, or
DECLARED MINOR.

END OF 
YEAR

STUDENT-ATHLETE REMINDERS

Check Degree Works after registering for classes

Know what classes require a “C” or higher

Ensure classes don’t “fall through” 

Contact compliance before repeating a class

Registrar’s Office must approve transfer credits

Complete substitutions before end of term

eligibilityeligibility
snapshotsnapshot

FALL            ______     ______

SPRING       ______     ______

SUMMER    ______     ______

TOTAL         ______     ______

9

9

6

24

CH
EC

K YOUR  TOTALS HERE

DECLARE
DEGREE BEFORE

5th TERM OF
FULL-TIME 

ENROLLMENT

Athletic Compliance Office, 304-876-5123



FALL            ______     ______

SPRING       ______     ______

SUMMER    ______     ______

TOTAL         ______     ______

9

9

6

24

CH
EC

K YOUR  TOTALS HERE

ELIGIBILITY RECOVERY
Reminder: Credits
must count toward
the core curriculum,
your declared major
or declared minor to
meet PTD. Summer
credits toward a
voluntary minor can
not be used in
summer recovery. 

Credits         Summer Classes

No to any of these questions? Contact the 
Athletic Compliance Office and complete this section. 

Are you in Good
Academic
Standing?

Do you have a
2.0 GPA (SU and
Cumulative)?

Did you earn 9
credits toward the
core curriculum,
your declared
minor and/or 
major in last term?

Use your Degree Works to list Fall classes on the left and list Spring classes on the right. 
Write in credit hours in the square and star (*) classes that are listed in the “Fall Through” section of
your Degree Works audit. The starred credits will not count toward PTD.

Did you earn 24
credits toward
the core
curriculum, your
declared minor
and/or major?

STUDENT-ATHLETE ELIGIBILITYSTUDENT-ATHLETE ELIGIBILITY

RESOURCERESOURCE
FALL SPRING

TOTAL FALL CREDITS 
(DO NOT COUNT STARRED CREDITS)

TOTAL SPRING CREDITS
(DO NOT COUNT STARRED CREDITS)

Athletic Compliance Office, 304-876-5123
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