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Chapter 1.
Mission Statement for
Academic Advising
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1.1 IMPORTANCE OF ACADEMIC ADVISING

Rainbow After the Storm
Yes, I hear you. it’s hard, challenging, time consuming and stressful, but it is also one of the most
rewarding professions you could ever think of. Advising, that’s the word but you need another thousand
words to express what it really means.
It’s been a year I worked as an advisor and a lecturer at the same time and it’s the one which taught me
critical aspects of this very important profession of advising. When it comes to advising, I try to transcend
the common notion that I am there to “sign forms”, enroll students in courses or process paperwork.
Advising is much deeper than just that. It’s rewarding and it has an immense impact on student’s college
life and powerful enough to turn it around for better.
My students matter to me personally. Each one of them are special. I feel I am responsible for taking care
of them and making sure they are not “failing” as students or as mere humans. I want them to know that
I care about their struggles and successes, and that I will help them through both. Whether there is a
student whose family financial transition has impacted their plans or they suddenly find that they are in
need of a recommendation letter for a prestigious scholarship, or their personal illness has caused a
situation where they need help filing a petition, I want them to know that I am always there assisting them
in their needs.
Meeting with students every semester teaches me new ways of interacting with them and I learn a lot
from students on the impact I have on their academic and personal lives. They shape me up to be the best
advisor I can possibly be. It’s a huge learning curve. Sometimes I feel that the common notion of how
advising look like or what advisors do are actually far from what advisors actually do. Every student is
different, coming from various different backgrounds, with different academic and social capabilities, then
how can we have a perfect model of what advisors do. Advisors should always be able to change and offer
customized plans for each of their students. They should be able to think outside the box. Should be
creative, critically thinking and able to solve problems for others. Advisors are sometimes parents,
sometimes teachers, sometimes mentors and coaches and even friends.
Advising can be challenging, sometimes tiring and exhausting but at the same time it is so much rewarding
than just being a professor who teach them a course. There is no other way to get the pleasure you get
when you see your students thriving just because of what you did to help them. It’s true that I haven’t
done advising for a long time, but I feel like this is what I meant to do.
By: Dr. Dilupama Divaratne
Academic Advisor/Lecturer of Physics
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1.2 ADVISOR ROLE AND RESPONSIBILITIES
Advisor Role
•
•
•
•
•
•
•
•

To clarify any questions students may have regarding university policies, regulations, programs
and procedures at Northern Kentucky University.
To be available to meet with students (advisees) each semester to plan the next.
Be sufficiently available to meet with the students outside the advising meetings.
To offer advice on course selection and to assist students to develop the academic plans that
satisfies degree requirements and achieves their educational goals in a timely manner.
To be a responsive listener, offer advice to overcome the problem and to refer the student to
the right person when needed.
To discuss the student’s academic performance and give necessary warnings if the GPA drops or
have too many failing grades.
To let students, know about course rotations, help them find the general education courses they
are interested in and communicate with other departments on behalf of the students.
To be knowledgeable about career opportunities and to refer students to Career Services or
international student services as needed.

Advisor Responsibilities
•
•
•
•
•
•

Be knowledgeable about university and departmental requirements, policies and procedures,
about the Major requirements and minors and certifications offered from the department.
Maintain sufficient amount of office hours throughout the semester
Provide a respectful, supportive and welcoming atmosphere;
Keep accurate records and be mindful of when, how and with whom the records be shared.
Treat everyone fair and with kindness. Let everyone have access to the resources the same way.
Discourage students from outwitting institutional policies and regulations; and when
confronting situations in which students have violated policies, to contact the chair of the
department.

1.3. HINTS FOR SUCCESSFUL ADVISING
First few Weeks
•
•
•
•

•

•

Shadow advisors if there is an opportunity to do so.
Sync outlook calendar to Navigate (instructions)
Check assigned advisees in SAP (which syncs to Navigate for appointment/roster access)
Register for Master Advisor Seminar if you wish to get certified as a Master Advisor (Dates not
yet set, during Fall Break). Option to RSVP for additional Master Advisor Workshops:
https://inside.nku.edu/norseadvising/master-advisor-program.html
If you wish to participate in, add upcoming Advising Network meetings, Northern Exposure
dates, Welcome Wednesdays, Norse Days, Major/Minor Fair, Black & Gold days, Academic
Calendar dates (add/drop/withdrawal deadlines, grades), and A&S Advising Meetings to
calendar (ask Brittany Campbell for many of these dates).
Make sure your contact information in the NKU directory is up to date.
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•

Work through the training “modules” below with designated folks. Begin by reviewing the
resources on your own and preparing questions.

Helpful Trainings
•
•
•
•

Set up a one-on-one with Joetta Browning (browningjo@nku.edu) to walk through the Navigate
system for scheduling appointments and advising notes.
Canvas 101 and beyond can be used for class or for student group information.
Qualtrics Basics maybe helpful if you want to create surveys for your students for assessment
purposes. See the training registration website.
Other trainings as they occur. (BW reporting)

1.3.1 Master Advisor Certification
The purpose of the Master Advisor Program is to create a core of highly skilled advisors who provide
high quality academic advising to support new and continuing NKU students. The program will offer
resources to faculty and staff advisors regarding basic and advanced advising strategies and techniques,
legal issues related to advising, the technologies associated with advising, academic policies, and specific
curriculum requirements.
The program will facilitate and foster collaboration between academic advisors and campus
departments, creating a network of advising resources for faculty and staff who participate in the
program. Faculty and staff who participate in the Master Advisor Program will be equipped with the
resources to serve as academic advising leaders in their home departments.
Master Advisor Certification Events and Workshops provide professional training and development
for all faculty, staff, and advisors across campus. Topics that are covered vary each year on student
needs and current academic advising issues.
Master Advisor Events include, but are not limited (with approval of the Master Advisor Program
Committee) to:
•
•
•
•
•
•
•
•
•
•

Membership and active participation in the Advising Council for an entire academic year;
Attendance at workshops sponsored by the Master Advisor Program;
Attendance at professional development training sessions;
Making a presentation for a Master Advisor Seminar or a Master Advisor workshop;
Organizing or participating in an advising training program sponsored by a department, college,
or other University unit;
Participation in a professional conference focused on advising (e.g. NACADA, KACADA);
Submitting a paper on an advising topic to a professional journal;
Helping to organize the Master Advisor Seminar;
Participation in any special advising program sponsored by the Advising Council;
Other activities as approved by the Master Advisor Program Committee.

You can find more information about the Master Advising Program on the Norse Advising website.
You can also view more information on the Master Advisor Canvas page.
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Chapter 2.
Advising Policies and
Important Resources
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2.1. DEGREE REQUIREMENTS
2.1.1. General Education Requirements

9

10

2.1.2 Graduation Checklists
Starting from Spring 2021, the registrar office is accepting the PDF created from the Degree Audit for
graduating students as graduation checklist signed by the advisor and the Chair of the Department.
Please make sure that any course substitutions are done and approved through the Degree Audit prior
to creating the PDF so the information of course substitution will be available in there. If there are
course waivers, that cannot be done through the Degree Audit and hence should be included separately
along with the PDF. Also, it is very important that the student declare the Track and/or Minor if
applicable ahead of time in order for those to appear in the PDF.
Note that the certification will not be available through the Degree Audit, so will not be available on
the PDF, hence should be included separately along with the PDF created by the Degree Audit. The
program certification for certificates can be found on the Canvas page for PGET advising.
Below is an image of the degree audit of a student who is majoring in Mechatronics Engineering
Technology (shown in red) in Automation System Track (shown in pink) with a Minor in Industrial
Technology (shown in blue). This student has successfully declared his major with the track and the
minor, so we see all these listed in the degree audit.

The PDF icon on the top left of the above image that is shown by purple circle is what you should click to
produce the PDF of all the courses he has taken and percentage of how much he has completed towards
the degree. Below is a condensed form of what you will see in this PDF.
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When the student is ready to graduate, after the student has already registered for the last semester
courses, is the best time to generate the PDF, so it includes all the courses he has taken and going to
take. Once the PDF is generated, any certificate information or the courses waiver information should be

12

included in a separate sheet or added to the PDF, with your signature and should be sent to the Chair of
the department for approval.
If you see any discrepancies like the track, minor or course substitutions not appearing on the degree
audit or any other issue with the Degree Audit, please email, Angela Calhoun at calhouna1@nku.edu. It
also might help to communicate with the Chair of the Department and the Director of the program prior
to contacting the Registrar office.
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2.1.3. EGT Minor and Certification Checklists
Advanced Technology Minor

14

Automated Manufacturing Processes and Systems Certificate

15

Computer-Aided Design/Drafting Certificate

16

Electronics Tecnology Minor

17

Industrial Technology Minor

18

Manufacturing Processes Certificate

19

Technological Leadership and Innovation Certificate

20

2.1.4. Graduation Requirements: 4 year plans.

Engineering Physics B.S. (2020)
Electronics Engineering Technology Track
Fall Semester
PHY 100 Science, Engineering & Design
MAT 229 Calculus I
PHY 220 University Physics with Laboratory I
ENG 101
Gen Ed
Total
Fall Semester
MAT 329 Calculus III
PHY 222 University Physics with Laboratory II

15

3
2
3

Gen Ed

3

3
3
14

EGT 467 Advanced Microprocessors
Elective to complete 120 hours to graduate
Total
Grand Total

4
4
3

PHY 300 Intermediate Physics Laboratory
Gen Ed
Total
Fall Semester
PHY 305 Statics
CHE120 General Chemistry I
CHE 120L General Chemistry I Laboratory
EGT 261 Engineering Materials

2
3
16

STA 205 Statistical Methods

3

EGT 245 Digital Electronics

3
Total

Total

5
4
3
3

Total
Spring Semester
MAT 325 Differential Equators
PHY 310 Dynamics/PHY 360 Thermodynamics
EGT 267 Programming for Engineering
Applications
ENG 291 Advanced College Writing
Gen Ed
Total
Spring Semester
PHY 310 Dynamics/PHY 360 Thermodynamics
CHE121 General Chemistry II
CHE 120L General Chemistry II Laboratory
PHY 393 Physics Seminar
EGT 310 Project Management and Problem
Solving
Gen Ed
EGT 317 Introduction to Capstone Project
Total
Spring Semester
PHY 310 Dynamics/PHY 360 Thermodynamics
PHY 320 Optics

PHY 361 Modern Physics I

Fall Semester
EGT 361 Fluid Power
EGT 417 Senior Design Technology
EGT 301 Cooperative Education in
Engineering Technology
EGT 243 AC circuit Analysis
EGT 367 Microprocessors

Spring Semester
MAT 229 Calculus II
PHY 224 University Physics with Laboratory III
CMST 101 Public Speaking
EGT 212

1
4
4
3
3
15

3
3
1
3

16

21

3
3
3
3
3
15
3
3
1
1
3
3
1
15
3
3
3
2
14
120

Engineering Physics B.S. (2020)
Mechanical Engineering Technology Track
Fall Semester
PHY 100 Science, Engineering & Design
MAT 229 Calculus I
PHY 220 University Physics with Laboratory I
ENG 101
Gen Ed
Total
Fall Semester
MAT 329 Calculus III
PHY 222 University Physics with Laboratory
II

1
4
4
3
3
15

Spring Semester
MAT 229 Calculus II
PHY 224 University Physics with Laboratory III
CMST 101 Public Speaking
EGT 212

5
4
3
3

Total

15

4

Spring Semester
MAT 325 Differential Equators

4

PHY 310 Dynamics/PHY 360 Thermodynamics

PHY 361 Modern Physics I

3

PHY 300 Intermediate Physics Laboratory
Gen Ed
Total
Fall Semester
PHY 305 Statics
CHE120 General Chemistry I
CHE 120L General Chemistry I Laboratory
Gen Ed

2
3
16

STA 205 Statistical Methods

3

EGT 261 Engineering Materials

3

EGT 267 Programming for Engineering
Applications
ENG 291 Advanced College Writing
Gen Ed

3
3
3
3
3
15

3
2

Total
Spring Semester
PHY 310 Dynamics/PHY 360 Thermodynamics
CHE121 General Chemistry II
CHE 120L General Chemistry II Laboratory
PHY 393 Physics Seminar
EGT 310 Project Management and Problem
Solving
Gen Ed
EGT 317 Introduction to Capstone Project
Total
Spring Semester
PHY 310 Dynamics/PHY 360 Thermodynamics
PHY 320 Optics

3

EGT 211 Quality Control

3

EGT 480 Machine Design

3

3

EGT 386 Electro-mechanical Inst. and
Control

EGT 405 Metrology and Geometric
Tolerencing

3

Elective to graduate with 120 hours

2

Fall Semester
EGT 361 Fluid Power
EGT 417 Senior Design Technology
EGT 301 Cooperative Education in
Engineering Technology

Total

Total

3
3
1
3

16

14

Total
Grand Total

22

3
3
1
1
3
3
1
15
3
3

14
120

Engineering Physics B.S. (2020)
Mechatronics Engineering Technology Track
Fall Semester
PHY 100 Science, Engineering & Design
MAT 229 Calculus I
PHY 220 University Physics with Lab I
ENG 101
Gen Ed
Fall Semester
MAT 329 Calculus III

Total

2

Total
Spring Semester
MAT 325 Differential Equators
PHY 310 Dynamics/PHY 360
Thermodynamics
EGT 267 Programming for Engineering
Applications
ENG 291 Advanced College Writing
Gen Ed
Total
Spring Semester
PHY 310 Dynamics/PHY 360
Thermodynamics
CHE121 General Chemistry II
CHE 120L General Chemistry II Laboratory
PHY 393 Physics Seminar
EGT 310 Project Management and
Problem Solving
Gen Ed
EGT 317 Introduction to Capstone Project
Total
Spring Semester
PHY 310 Dynamics/PHY 360
Thermodynamics
PHY 320 Optics
EGT 320 Robotics systems and Material
handling
EGT 402 Controls

3

EGT 408 Mechatronics topics

4

PHY 222 University Physics with Lab II

4

PHY 361 Modern Physics I

3

PHY 300 Intermediate Physics Laboratory
Gen Ed
Total
Fall Semester

2
3
16

PHY 305 Statics

3

CHE120 General Chemistry I
CHE 120L General Chemistry I Laboratory
Gen Ed

3
1
3

STA 205 Statistical Methods

3

EGT 261 Engineering Materials

3

Fall Semester

Spring Semester
MAT 229 Calculus II
PHY 224 University Physics with Lab III
CMST 101 Public Speaking
EGT 212

1
4
4
3
3
15

Total

16

EGT 361 Fluid Power

3

EGT 417 Senior Design Technology
EGT 301 Cooperative Education in
Engineering Technology
Elective to graduate with 120 hours
EGT 386 Electro-mechanical Inst. and
Control

2
3

Total

13

15
3
3
3
3
3
15
3
3
1
1
3
3
1
15
3
3
3
3
3

Total
Grand Total

23

5
4
3
3

15
120

Geology, B.A. (2020)
The Bachelor of Arts in geology is most appropriate for students seeking a dual major who wish to have
a background in geology to support another major or for students seeking a degree in secondary
education. For students majoring only in geology, this Bachelor of Arts degree requires a minor. The
Bachelor of Arts in geology requires 30 hours of geology courses. General graduation requirements
include 45 hours of 300- or 400-level courses, so students seeking the Bachelor of Arts in geology need
to take at least 30 hours of 300- or 400- level courses in addition to the core courses for the degree.
Students should choose these courses in consultation with their advisor, but additional elective courses
in geology, geography or environmental science are highly recommended.
Fall Semester
GLY 110 Earth Science with lab
ENG 101 Communication Written I
Minor or second major course
Gen Ed
Gen Ed

Total
Fall Semester
GLY 340 Introduction to Environmental
Geoscience

4
3
3
3
3
16

Spring Semester
GLY 115 History of the Earth
CMST 101 Public Speaking
MAT 119 Pre-Calculus Mathematics
Minor or second major course
Ged Ed
Total
Spring Semester

3
3
3
3
3
15

3

GLY 330 Geomorphology

4

Minor or second major 300 level or above

3

GLY Elective
ENG 291 Communication Written II
Gen Ed

3
3
3
15

Fall Semester
GLY 335 Mineralogy and Petrology
Minor or second major

Total

Total
Spring Semester
GLY 450 Hydrogeology
GLY elective 300 level or above
Minor or second major 300 level or
above
Gen Ed
Elective
Total
Spring Semester
GLY elective for a total of at least 8
geology elective credits
Upper-level elective to graduate with
45 upper level credits
Elective
Elective
Elective to graduate with 120 hours
Total
Grand Total

4
4

Minor or second major 300 level or above

3

Gen Ed

3
Fall Semester

Minor or second major course 300
level or above
Minor or second major course
Gen Ed

Total

GLY elective 300 level or above

14
4

Minor or second major course 300 level or
above
Elective 300 level or above
Elective
Total

4
3
3
14

24

4
4
3
15
4
3
3
3
3
16
3
3
3
3
3
15
120

Geology, B.S. (2020)
Fall Semester
GLY 100 Careers in Geoscience
GLY 110 Earth Science with lab
ENG 101 Communication Written I
Gen Ed
Gen Ed

Total
Fall Semester
GLY 340 Introduction to Environmental
Geoscience
GLY 420 Stratigraphy and Sedimentation
ENG 291 Communication Written II
PHY 211 University Physics with Lab I
GLY Elective
Total
Fall Semester
GLY 360 Environmental Geophysics
CHE120 General Chemistry I
CHE 120L General Chemistry I Lab
MAT 128 Calculus A or MAT 129 Calculus I
or STA 205 Introduction to Statistical
Methods
Gen Ed
Fall Semester

Total

GLY 425 Economic Geology

Spring Semester
GLY 115 History of the Earth
GLY 335 Mineralogy and Petrology
GLY 100-level elective
CMST 101 Public Speaking
MAT 119 Pre-Calculus Mathematics
Total
Spring Semester

3
4
3
3
3
16

3

GLY 330 Geomorphology

4

4
3
4
1
15

GLY 315 Structural Geology
PHY 213 University Physics with Lab II
Gen Ed

4
4
3

Total
Spring Semester
GLY 450 Hydrogeology
CHE121 General Chemistry II
CHE 120L General Chemistry II Lab

15

4
3
1

GLY 415 Earth Science Applications of
GIS

3-4
3
14-15
3

GLY 300- or 400-level elective
Elective

3-4
3

Gen Ed
Elective

1
4
3
3
3
14

3
Total

3
15-16

25

GLY 300- or 400-level elective
Gen Ed

Total

Spring Semester
GLY 300- or 400-level elective for a
total of at least 9 upper level geology
elective credits
Elective
Elective
Upper-level elective to graduate with
45 upper level credits
Elective to graduate with 120 hours
Total
Grand Total

4
3
1
3
1-2
3
15-16
3-4
3
3
3
3
15-16
120

Mechatronics Engineering Technology, B.S. (2020)
Fall Semester

FIRST
YEAR

Spring Semester

EGT 116 Introduction to
manufacturing

3

Gen Ed

3

MAT 119 Pre-Calculus Mathematics

3

CMST 101 Public Speaking

3

Gen Ed Written Communication I:
ENG 101 College Writing1

3

STA 205 Introduction to Statistical Methods

3

EGT 212 Computer Aided Drafting &
Design

3

EGT 161 D.C. Circuit Analysis

3

Gen Ed

3

CHE 130 & 130L Chemistry, an Engineering
Approach with lab

4

Total

Total

15

Fall Semester

SECOND
YEAR

Spring Semester

PHY 211 General Physics with
laboratory I

4

EGT 310 Project Management & problem
Solving

3

Gen Ed

3

MAT 129 Calculus I

4

EGT 243 A.C. Circuit Analysis

3

EGT 245 Digital Electronics

3

Gen Ed

3

EGT Elective

3

EGT 267 Programming for
Engineering Applications

3
Total

Total

16

Fall Semester

THIRD
YEAR

EGT 261 Engineering Materials

3

Gen Ed

3

EGT 300 Statics and Strength of
Materials

3

PHY 213 General Physics with Laboratory II

4

EGT 361 Fluid Power

3

EGT 340 Applied Dynamics

3

EGT 367 Microprocessors

3

EGT 301 Cooperative Education

3

EGT Track

3
Total

15

Fall Semester

13

Spring Semester

EGT 448 Network Hardware

3

EGT 417 Senior Design in Technology

2

EGT 317 Intro to capstone Project

1

EGT 408 mechatronics Topics

3

EGT 480 Machine Design

3

EGT Track

3

Gen Ed

3

EGT Track

3

EGT Track

3

EGT Track

3

Gen Ed

3

Elective to graduate with 120 hours

2

Total
1

13

Spring Semester

Total

FOURTH
YEAR

16

16

Qualified students (ENG ACT ≥26) should take ENG 151 instead of 101 and EGT 291W.

26

Total

16

Grand Total

120

Mechanical & Manufacturing Engineering Technology, B.S. (2020)
Fall Semester
FIRST
YEAR

Spring Semester

EGT 116 Intro to Industrial materials & processes

3

EGT 265 Manufacturing Processes & Metrology

3

EGT 162 D.C. Circuit Analysis
Gen Ed Written Communication I: ENG 101 College
Writing1

3

EGT 212 Computer Aided Drafting and Design

3

3

STA 205 Introduction to Statistical Methods

3

MAT 119 Pre-Calculus Mathematics

3

CHE 130 & 130L Chemistry, an Engineering
Approach with lab

4

Gen Ed

3

CMST 101 Public Speaking

3

Total

Total

15

Fall Semester
PHY 211 General Physics with lab I

4

MAT 129 Calculus I

4

EGT Elective

3

EGT 211 Quality Control

3

EGT 267 Programming for Engineering Applications

3

EGT Elective2

3

EGT 261 Engineering Materials

3

Gen Ed

3

EGT 260 Ind Std Safety & Codes

3

Gen Ed

3

2

SECOND
YEAR

Total

Total

16

Fall Semester

THIRD
YEAR

16

Spring Semester

EGT 310 Project management and Problem Solving

3

PHY 213 General Physics with lab II

4

EGT 300 Statics and Strength of Materials

3

EGT 340 Applied Dynamics

3

EGT 365 Tool Design and Computer Numerical
Control

3

EGT Eletive2

3

EGT 386 EM Instrum & Control

3

EGT 320 Robotic Systems & Material Handling

3

EGT 301 Cooperative Education in Engineering
technology

3

Gen Ed

3

Total

15

Total

16

Fall Semester

FOURTH
YEAR

Spring Semester

EGT 361 Fluid Power

3

EGT 405 Metrology and GDT

3

EGT 480 Machine Design

3

EGT Eletive

3

EGT 317 Intro to Capstone Project

1

EGT 417 Senior Design in Technology (repeat)

2

EGT Eletive2

3

EGT 450 Thermodynamics and Heat Transfer

3

Gen Ed

3

Elective to graduate with 120 hours

2

Total

13

Total

13

2

Grand total
1

16

Spring Semester

120

Qualified students (ENG ACT ≥26) should take ENG 151 instead of 101 and EGT 291W.

2
Students must have one of the following concentrations (Design or Quality) plus one optional course, in consultation with their advisor:
EGT 412 and EGT 462; or EGT 321 and EGT 411. One of the followings: EGT 280, EGT 318, EGT 362, EGT 423 and EGT 465.
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Physics, B.A. (2020)

FIRST YEAR
Get to know your
faculty. Talk with them
about research
opportunities.
Attend Career
Development Center
workshops to learn how
to build your resume.
Join the Physics Club.
SECOND YEAR
Do a preliminary audit
at the end of the year
to be sure you are on
track to graduate.

Fall Semester

1

MAT 129 Calculus I

4

MAT 229 Calculus II

5

PHY 220 University Physics with Lab I

4

PHY 224 University Physics with Lab III1

4

3

Gen Ed Oral Communication: CMST 101 Public
Speaking2

3

Gen Ed Written Communication I:
ENG 101 College Writing2
General Education Course

3

TOTAL

15

3
15

Spring Semester

MAT 329 Calculus III

4

MAT 325 Differential Equations

3

PHY 222 University Physics with Lab II1

4

PHY 360/310 Thermodynamics /Dynamics

3

PHY 361 Modern Physics I

3

Gen Ed Written Communication II:
ENG 291 Advanced College Writing2

3

PHY 300 Intermediate Physics Lab

2

PHY 301 Advanced Physics Lab

2

3

PHY 320/315/AST 310
Optics /Astrophysics /AST Techniques4

3

TOTAL

14

TOTAL

16
Fall Semester

Spring Semester

MAT 330/PHY 330 Mathematical Physics5

3
3

PHY 310/360 Dynamics/Thermodynamics

3

PHY 410/420/460 Electromagnetic Thy/
Modern Phy II/Quantum

3

CHE 120 General Chemistry I
CHE 120L General Chemistry Lab I

3
1

CHE 121 General Chemistry II
CHE 121L General Chemistry Lab II

3

MAT 234 Linear Algebra or CSC 270 Mathematical
Software Programming5

3

General Education Course

General Education Course

3

PHY 320/315/AST 310
Optics /Astrophysics/AST Techniques4

3

TOTAL

16

PHY 320/315/AST 310 Optics /Astrophysics/AST
Techniques4

TOTAL
FOURTH YEAR
If you’re considering
graduate school,
prepare for the
admission tests (e.g.,
GRE).
Take the test. Develop
your resume.
Begin your job search.

General Education Course
TOTAL

Fall Semester

General Education Course

THIRD YEAR
Take a leadership role
in the Physics Club.
Consider being a
physics tutor with the
NKU Learning
Assistance Programs.
Engage in research with
faculty by taking PHY
492 as an elective.

Spring Semester

PHY 100 Science, Engineering, and Design

16
Fall Semester

1
3

Spring Semester

PHY 410/420/460 Electromagnetic Thy/ Modern
Phy II/Quantum

3

PHY 410/420/460 Electromagnetic Thy/
Modern Phy II/Quantum

4

General Education Course

3

PHY 494 Physics Seminar

1

Elective (300 or 400 level)3

3

Elective (300 or 400 level)3

3

Elective

3

Elective

3

Elective

3

Elective

3

TOTAL

15

TOTAL

14
120

GRAND TOTAL OF CREDITS

Notes: This plan is ONE way in which you can complete your degree program in 4 years; it is not the only way. It assumes that you do not have to take
any developmental courses (courses numbered below 100), that you start with MAT 129, that you are not a transfer student, and you are beginning in
the fall semester.
1
PHY 222 and PHY 224 may be taken in any order after completion of PHY 220 with a grade of C- or better. PHY 222 is taught only fall semesters; PHY
224 is taught only spring semesters.
2
Regarding General Education, as shown on this plan, the Physics program highly recommends that you complete one oral and one written
communication class during your first year and the second written communication class in your second year. The Natural Sciences and the
mathematics/statistics requirements will be satisfied by the required physics, math, and chemistry courses for the major. How you sequence the
remainder of the General Education program is up to you.
3
The Physics BA requires 12 elective hours at the 300 level or above. Note: the offering of the following courses is once every 3 semesters: PHY 320
(Optics), PHY 410 (Electromagnetic Theory), PHY 405 (Classical Mechanics), PHY 420 (Modern Physics II); PHY 460 (Quantum Mechanics). This regular
rotation of courses is fixed so that physics majors can plan in advance their schedules and graduate after completing 4 years at NKU.
4
Assumes a minor in Mathematical Sciences (for students majoring in physical sciences). Only one course is needed beyond those required by the
Physics program to obtain a minor in Mathematical Sciences.
MAT 330/PHY 330 gives credit towards both the math minor and physics major.
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Physics, B.S. (2020)

FIRST YEAR
Get to know your faculty.
Talk with them about
research opportunities.
Attend Career
Development Center
workshops to learn how to
build your resume.
Join the Physics Club.

Fall Semester

1

MAT 129 Calculus I
PHY 220 University Physics with Lab I

4 MAT 229 Calculus II
1
4 PHY 224 University Physics with Lab III

Gen Ed Written Communication I: ENG 101
College Writing2

Gen Ed Oral Communication: CMST 101 Public
3 Speaking2

3

General Education Course

3 General Education Course

3

TOTAL
SECOND YEAR
Do a preliminary audit at
the end of the year to be
sure you are on track to
graduate.

15

PHY 222 University Physics with Lab II

4

15

4 MAT 325 Differential Equations
4 PHY 360/310 Thermodynamics /Dynamics

1

PHY 361 Modern Physics I

Gen Ed Written Communication II: ENG 291
3
Advanced College Writing2
2 PHY 301 Advanced Physics Lab
PHY 320/315/AST 310
3 Optics/Astrophysics/AST Techniques4

General Education Course
TOTAL

16

Fall Semester
MAT 330/PHY 330 Mathematical Physics5
PHY 320/315/AST 310 Optics /Astrophysics
/AST Techniques4
CHE 120 General Chemistry I
CHE 120L General Chemistry Lab I
MAT 234 Linear Algebra or CSC 270
Mathematical Software Programming5
General Education Course

TOTAL

3 PHY 310/360 Dynamics /Thermodynamics
PHY 410/420/460 Electromagnetic Thy/
3
Modern Phy II/Quantum
3 CHE 121 General Chemistry II
1 CHE 121L General Chemistry Lab II

16

General Education Course
PHY 405 Classical Mechanics
Elective
Elective
TOTAL

3
3
2
3
14

General Education Course

PHY 320/315/AST 310
3 Optics /Astrophysics /AST Techniques4

Fall Semester
PHY 410/420/460 Electromagnetic Thy/
Modern Phy II/Quantum

3

Spring Semester

3

TOTAL
FOURTH YEAR
If you’re considering
graduate school, prepare
for the admission tests
(e.g., GRE).
Take the test. Develop
your resume. Begin your
job search.

TOTAL

5

Spring Semester

Fall Semester
MAT 329 Calculus III

PHY 300 Intermediate Physics Lab

THIRD YEAR
Take a leadership role in
the Physics Club.
Consider being a physics
tutor with the NKU
Learning Assistance
Programs.
Engage in research with
faculty by taking PHY 492
as an elective.

Spring Semester

PHY 100 Science, Engineering, and Design

TOTAL

3
3
3
1
3
3
16

Spring Semester
PHY 410/420/460 Electromagnetic Thy/
3 Modern Phy II/Quantum

4

3 PHY 494 Physics Seminar
3
3 Elective (300 or 400 level)

1

3 Elective
3 Elective

3

15

3
3

TOTAL
GRAND TOTAL OF CREDITS

14
120

Notes: This plan is ONE way in which you can complete your degree program in 4 years; it is not the only way. It assumes that you do not have to take
any developmental courses (courses numbered below 100), that you start with MAT 129, that you are not a transfer student, and you are beginning in
the fall semester.
1
PHY 222 and PHY 224 may be taken in any order after completion of PHY 220 with a grade of C- or better. PHY 222 is taught only fall semesters; PHY
224 is taught only spring semesters.
2
Regarding General Education, as shown on this plan, the Physics program highly recommends that you complete one oral and one written
communication class during your first year and the second written communication class in your second year. The Natural Sciences and the
mathematics/statistics requirements will be satisfied by the required physics, math, and chemistry courses for the major. How you sequence the
remainder of the General Education program is up to you.
3
The Physics BS requires 6 elective hours at the 300 level or above. Note: the offering of the following courses is once every 3 semesters: PHY 320
(Optics), PHY 410 (Electromagnetic Theory), PHY 405 (Classical Mechanics), PHY 420 (Modern Physics II); PHY 460 (Quantum Mechanics). This regular
rotation of courses is fixed so that physics majors can plan in advance their schedules and graduate after completing 4 years at NKU.
4
Assumes a minor in Mathematical Sciences (for students majoring in physical sciences). Only one course is needed beyond those required by the
Physics program to obtain a minor in Mathematical Sciences.
MAT 330/PHY 330 gives credit towards both the math minor and physics major.
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Pre-Engineering (2020)
3 Year Plan for Physics B.A.
Fall Semester

Spring Semester

PHY 100 Science, Engineering & Design

1

MAT 129 Calculus I

4

PHY 220 University Physics with Lab I

MAT229 Calculus II

5

PHY 224 University Physics with Lab Ill

4

4

CMST 101 Public Speaking

3

ENG 101

3

EGT 212

3

Gen Ed

3
Total

15

Total

15

Spring Semester

Fall Semester
MAT 3 29 Calculus 111

4

PHY 222 University Physics with Lab II

4

PHY 361 Modern Physics I

3

PHY 300 Intermediate Physics Laboratory
Gen Ed
Total

2
3
16

MAT 325 Differential Equations

3

PHY 310 Dynamics/PHY 361

3

Thermodynamics
Elective•

3

ENG 291 Advanced College Writing
Gen Ed
Total

3
3
15

Spring Semester

Fall Semester
PHY 305 Statics

3

CHE120 General Chemistry I

3

CHE120LGeneral Chemistry I Lab
Gen Ed

1
3

Gen Ed

3

PHY 310 Dynamics/PHY 360

3

Thermodynamics
CHE121 General Chemistry II

3

CHE 120L General Chemistry II Lab
PHY 494 Physics Seminar

1
1

MAT 234 Linear Algebra •

3

Gen Ed
Total

13

3
Total

14

• MAT 234 can be transferred as Science/Engineering/ Math Elective for Chemical, Civil,
Computer Eng./Science, Electrical, Materials, Mechanical Engineering.

After completing these courses, pre-engineering students can transfer to either UK or UoL to
complete all the required engineering courses that would take additional 2 years. At the end of
5th year, students will receive one degree in Physics from NKU and another degree in
Engineering from either UK or UoL.
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Pre-Engineering (2020)
2 Year Plan for Calculus I ready student

civil, mechanical, electrical/computer, biosystems, mining, materials, and industrial fields
First Semester (Fall)
PHY 100

Science, Engineering, and Design

1

MAT 129

Calculus I

4

PHY 220

University Physics I (Calculus-based)

4

ENG 101

College Writing

Elective or GLY 110

Gen Ed Elective or GLY 110 (for civil or mining only)

3
3 or 4

Second Semester (Spring)
MAT 229

Calculus II

5

PHY 224

University Physics III

4

Principles of Speech Communication

3

Elective or EGT 212
or INF 260

Gen Ed Elective or EGT 212 CADD or INF 260 Object-Oriented Programming I

3

MAT 329

Calculus III

4

PHY 222

University Physics III

4

Advanced College Writing

3

CMST 101
a

Third Semester (Fall)

ENG 291
Elective or PHY 305
or CHE 120/120L

b

Gen Ed Elective or CHE 120/120L Gen Chemistry I and Lab I or Physics 305 Statics
(not required for electrical/computer)

3 or 4

Fourth Semester (Spring)
MAT 325
Elective or PHY 310
or PHY 360b,c

b,c

ECO 200 or ECO 201
Electives or CHE
121/121Lc

Differential Equations

3

Gen Ed Elective or PHY 310 Dynamics or PHY 360 Thermodynamics

3

ECO 200 Principles of Macroeconomics or ECO 201 Principles of microeconomics
Recommended Gen Ed elective
Gen Ed Electives or General Chemistry II and Lab II
(CHE 121 not required for electrical/computer engineering)

3
4 to 6

* For chemical engineering see an alternative plan (separate handout).
a
Most engineering programs do not accept EGT 212 for engineering credit; however, the course software tools are
identical. For example, UK’s mechanical engineering program requires these tools to be taught by a mechanical engineer. Note,
this course is useful only for NKU pre-engineers who anticipating a co-op work experience prior to transfer. UK accepts co-op
credit from NKU students choosing to co-op near NKU, but contact UK’s co-op office for approval.
b
These physics courses (PHY 305, PHY 310 and PHY 360) transfer as engineering courses at UK and UL under their
ABET accreditation. Other schools may not accept these courses as engineering courses. For students pursuing
electrical/computer, industrial or materials engineering, PHY 310 and PHY 360 will transfer as engineering supportive electives
at UK and UL, but such students could consider INF 260 (Object-Oriented Programming) as well.
c
PHY 310, PHY 360 and CHE 121/121L are required for the dual-degree option (see next page).

Dual-Degree option, earning a BA in physics from NKU and a BS in engineering from UK or UL: In the 2-year plan
above, PHY 305, PHY 310 and PHY 360 are accepted for transfer credit as engineering courses at UK and UL. If a
student completes these 300-level courses while at NKU along with CHE 121/121L and completes Modern Physics
with Lab (PHY 361, PHY 300) and PHY 494 (Physics seminar), then that student is eligible for a BA degree in physics
after completing upper level coursework at their engineering school (UK or UL). Interested students should work
out details for this option with their academic advisor and NKU’s physics department chair. Generally the dualdegree takes 3 years at NKU and then 2 years at UK or UL to complete.
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General Education transfer from NKU to other Kentucky schools: The table below is taken from The General
Education Transfer Policy and Implementation Guidelines revised for 2012, from the Kentucky Council on PostSecondary Education. NKU students who complete all general education course requirements at NKU will have a
General Education Core Certification. The NKU Registrars’ Office affixes a stamp to the transfer student’s official
transcript to show that the General Education Core Certification is competed. Other Kentucky schools must accept
this certification for transfer students. However, some engineering degree programs at UK or UL may have one
additional course classified as Gen Ed that must be taught by their engineering faculty – such a requirement must
be taken after completing transfer. Transfer students who do not complete the entire core certification, can still
complete one or more of the five categories specified in the table below (in italics) and other Kentucky schools
must accept individual categories as completed.
Transfer to Non-‐Kentucky schools: Transferring to a Non-Kentucky school requires that the NKU student become
aware of the degree requirements at the receiving institution and plan accordingly. This applies to both general
education course requirements and engineering requirements.
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Pre-Engineering (2020)
2 Year Plan for Calculus I ready student
Chemical Engineering field
First Semester (Fall)
PHY 100

Science, Engineering, and Design

1

MAT 129

Calculus I

4

PHY 220

University Physics I (Calculus-based)

4

ENG 101

College Writing

3

CHE 120, 120L

General Chemistry I and Lab

4
Second Semester (Spring)

MAT 229

Calculus II

5

PHY 224

University Physics III

4

CMST 101

Principles of Speech Communication

3

CHE 121, 121L

General Chemistry II and Lab

4
Third Semester (Fall)

MAT 329

Calculus III

4

PHY 222

University Physics III

4

ENG 291

Advanced College Writing

3

CHE 310, 310L

Organic Chemistry I and Lab

5
Fourth Semester (Spring)

MAT 325

Differential Equations

3

CHE 311, 311L

Organic Chemistry II and Lab

5

ECO 200 or ECO 201

ECO 200 Principles of Macroeconomics or ECO 201 Principles of microeconomics
Recommended Gen Ed elective

3

Electives

General Education Electives

3 to 6

* For other engineering fields see an alternative plan (separate handout).

Dual-Degree option, earning a BA in physics from NKU and a BS in engineering from UK or UL: PHY 305, PHY 310 and
PHY 360 are accepted for transfer credit as engineering courses at UK and UL, and these PHY courses might be
supportive electives in chemical engineering. If a student completes these 300-level courses while at NKU and completes
Modern Physics with Lab (PHY 361, PHY 300) and PHY 494 (Physics seminar), then that student is eligible for a BA degree
in physics after completing upper level coursework at their engineering school (UK or UL). Interested students should
work out details for this option with their academic advisor and NKU’s physics department chair. Generally the dualdegree takes 3 years at NKU and then 2 years at UK or UL to complete.
Note: Chemical Engineers may want to pursue a dual-degree option to earn a BA in chemistry from NKU. If so, contact
the chair of the Department of Chemistry at NKU.
General Education transfer from NKU to other Kentucky schools: The table below is taken from The General Education
Transfer Policy and Implementation Guidelines revised for 2012, from the Kentucky Council on Post-Secondary
Education. NKU students who complete all general education course requirements at NKU will have a General Education
Core Certification. The NKU Registrars’ Office affixes a stamp to the transfer student’s official transcript to show that the
General Education Core Certification is competed. Other Kentucky schools must accept this certification for transfer
students. However, some engineering degree programs at UK or UL may have one additional course classified as Gen Ed
that must be taught by their engineering faculty – such a requirement must be taken after completing transfer. Transfer
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students who do not complete the entire core certification, can still complete one or more of the five categories
specified in the table below (in italics) and other Kentucky schools must accept individual categories as completed.
Transfer to Non-‐Kentucky schools: Transferring to a Non-Kentucky school requires that the NKU student become
aware of the degree requirements at the receiving institution and plan accordingly. This applies to both general
education course requirements and engineering requirements.
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2.1.5. Certificates for EGT Program
Automated Manufacturing Processes and Systems Certificate – This program is designed to provide
students with manufacturing automation knowledge. Individuals planning to work in agile and flexible
automated manufacturing would greatly benefit from this certificate program. The NKU engineering
technology faculty are committed to quality education and training needed by individuals to function
effectively in a technological environment. Please go to the following link for the information on course
requirements.
Computer-Aided Design/Drafting (CADD) Certificate – The CADD certificate is a component of the
Mechanical and Manufacturing Engineering Technology bachelor’s degree program. It consists of a
number of courses that allow individuals to meet the need for manufacturers and/or innovators in the
region. Knowledge and skills gained through this certificate program will allow individuals to convey
their ideas into a manufacturable drawing. Students taking these courses can design, make solid models,
and create finite element analysis models necessary to test the models. Please go to the following link
for the information on course requirements.
MANUFACTURING PROCESSES CERTIFICATE – This program provides hands-on expertise in
manufacturing processes, enabling individuals to perform material-processing tasks and achieve higher
levels of performance to advance in their industrial professions. The manufacturing process certificate is
a component of the mechanical and manufacturing engineering technology degree program. It is
designed to meet the industrial workforce development needs in the Greater Cincinnati area.
Completion of the following 21 credit hours is required for this certificate program. Please go to the
following link for the information on course requirements

2.2. CATALOGS
The catalog is the document of authority for all undergraduate students. Any academic unit may issue
additional or more specific information that is consistent with approved policy. The University reserves
the right to change the requirements published in the catalog at any time.
The curricular requirements stated in the catalog in effect when a student enters the University as a
degree-seeking student, or in any subsequent catalog chosen, must be met.
The 2019-2020 catalog is applicable to students who enroll at the University beginning Fall 2019 to
Summer 2020 and so forth.
To access the course catalog, including past catalog years, click here.
Links for all programs through the department of Physics, Geology and Engineering Technology for the
current Academic year (2020-2021):
•
•
•
•
•
•

ELECTRICAL AND ELECTRONIC ENGINEERING TECHNOLOGY, B.S.
ENGINEERING PHYSICS, B.S.
ENGINEERING PRE-MAJOR: BIOSYSTEMS, CHEMICAL, MATERIALS ENGINEERING
ENGINEERING PRE-MAJOR: ELECTRICAL, MECHANICAL, MINING
GEOLOGY, B.A.
GEOLOGY, B.S.
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•
•
•
•

MECHANICAL AND MANUFACTURING ENGINEERING TECHNOLOGY, B.S.
MECHATRONICS ENGINEERING TECHNOLOGY, B.S.
PHYSICS, B.A.
PHYSICS, B.S.

2.3. ACADEMIC CALENDARS
Academic calendars for each semester/session can be found on the Registrar’s website, here. The
academic calendars will give you all the deadlines for last day to enroll in a course or dropping a course
etc. It is important that you communicate with the students about these important deadlines in order
for them to save money and not receive a withdrawal “W” in their transcript in case if they decided to
drop a course.

2.4. PRIORITY REGISTRATION SCHEDULE
Priority registration schedule for the current semester can be found on the registrar’s website, here.
These days are what you need to tell the students and preferably ask them to put in their personal
calendars. The registration windows are different for each student. The day the registration windows
open up for students depends on if they are a freshman, sophomore, junior or a senior. Veteran
students and some seniors have super priority registration which is the first window to open up.
Freshmen window will usually begin at the end. The registration window for each student is listed on the
online registration portal on SAP at MyNKU.

2.5. COURSE ROTATIONS

•
•
•

EGT course rotation (through Summer 2023)
GLY course rotation (not currently available)
PHY course rotation (through Spring 2023)

2.6. CO-OPS AND INTERNSHIPS
Cooperative Education Handbook
The step-by-step guide for students
So you’re ready to get some hands-on experience in your career field while earning academic
credit and getting paid? Follow these steps to complete your co-op!
First of all – what is cooperative education? Cooperative Education (or co-op) is paid work experience
in your field of study. Students participating in co-op must work in a position related to the declared
major or minor. The co-op positions are approved by a Faculty Coordinator in each academic
department.
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Co-op paperwork must be submitted and approved before the co-op deadline, which is 4 weeks
before the last day of class – or earlier for some majors, so be sure to check with Career Services.

1. Are you eligible? In order to take CEP 300 (undergraduate students), you must have a

declared major, at least a 2.20 GPA, and at least 30 credit hours. Students seeking Associate
Degrees need to have completed at least 15 credits. CEP 600 (graduate students) also
requires a 2.20 GPA.

2. Find a position related to your major or minor. If you are already working in your field of

study, you may be able to turn your current job into a co-op. If this is the case, skip to #4. If
you will be searching for a job in your field, move to #3. Co-op students must receive
compensation for their work.

3. Get help with your job search. To find a co-op job, start with the following:
a. Create (or update) your resume. There are samples available from Career Services to

help you get started. Once you are ready, bring your resume to Career Services to
have someone review it with you and provide feedback. Walk-in hours are available
each week – check for times at https://inside.nku.edu/careerservices or call 859572-5680.
b. Utilize HireNKU, Career Services online database, to find positions, employer
information, etc. Visit our website for details and other tools to help you with your
job search.
c. Talk with family, friends, and even your current employer, to discuss your co-op
goals. You may be able to move into a position related to your major without leaving
your current company.

4. Talk with your employer about turning it into a co-op, once you have accepted a job in

your field of study. Talk with your academic advisor about your academic goals and use
the table below to determine how much credit you can earn based on the number of
work hours.
a. Co-op credit, for most majors, is the course CEP 300, which is upper-level, elective
credit.
b. The grading is pass/fail; a grade of F will impact your GPA but a P will have no impact.
c. Students pay tuition for this credit, similar to any other course credit. There are no
additional fees related to co-op enrollment.
d. Students who work full time and register for 6 credits of co-op are considered full time
students.

ACADEMIC CREDIT
HOURS
1
2
3
6

HOURS WORKED PER
WEEK
8
15
20
37.5 or more
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HOURS WORKED PER
SEMESTER
120
225
300
560 or more

5. Submit your Co-op Form via HireNKU. This form is your request to register for
academic credit and a contract allowing all relevant parties to make this job into a coop. Once you submit the form, it will be processed by Career Services.
a. Your work supervisor will receive an email from careerservices@nku.edu. The
supervisor should click the link in the email to view your co-op form, then submit
their approval.
b. Once the supervisor’s approval is submitted, an email will be sent to the
designated Faculty Coordinator in your major.
c. After both approvals have been submitted, Career Services will enroll you for CEP
300 (or CEP 600) for the designated number of credits. By submitting the form,
you agree to fulfill all related NKU obligations including tuition payment.
d. Check your NKU email regularly – this is how you will find out about the
status of your enrollment.

6. Check myNKU to ensure you are in the correct section of CEP 300/600. Check with
your Faculty Coordinator about whether you will be using Canvas.

7. Continue to communicate with your Faculty Coordinator throughout the semester. This

person is your professor for the course so communication is essential. If there are any
additional assignments, be sure to work on them as needed and submit them on time. The
Faculty Coordinator may visit your co-op on-site to meet with you and/or your employer;
make sure to communicate this with your employer.

8. Keep a journal of activities you’re doing at work. Each time you work, write a few sentences
describing the projects you’re doing, successes and failures, and opportunities when you’ve
applied your classroom knowledge to your work. Ask your Faculty Coordinator about how
often this journal should be submitted. Some faculty coordinators collect the journal once
per month; others, once per semester.

9. Write a final paper to reflect on your co-op experience. There is an outline (attached and

also in the syllabus) for you to follow. The paper should cite entries from your journal and is
typically due the last day of classes, or as determined by your Faculty Coordinator. Ask your
Faculty Coordinator about his/her preferences – online or paper submission, deadline,
length, etc.

10. Complete the Student Evaluation. You will receive an email with a unique link to
your Student Evaluation. Please complete this before the deadline.

11. Ask your employer to complete the Employer Evaluation. Your supervisor will receive an
email directly, with a link to their evaluation; you will not receive a copy. Please remind
your supervisor to look for the email and to complete the evaluation before the deadline.

Glossary of terms:
Career Advisor – a Career Services staff person who can assist you with the co-op paperwork and
finding a position. Faculty Coordinator – a faculty member or advisor in your academic department
who will approve (or deny) your co-op, collect your journal, grade your final paper, and assign your
final grade.
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Internship – a curricular work experience for academic credit which may or may not be paid.
Co-op – a paid work experience related to a student’s area of study for academic credit.
Setting Learning Objectives
In order to get the most out of your experiential education experience, you should consciously think
about what you want to accomplish. One way to do this is by setting learning objectives, which is a
required portion of the cooperative education paperwork.
Along with the Student Agreement/Job Approval Form, your Learning Objectives Form must be
signed by you, your employer, and your faculty coordinator. This will help all parties assist you with
your co-op goals.
Each semester you participate in the co-op program, you will need to complete a new Learning
Objectives Form and write new, different learning objectives. Since you’ll be taking another
course, it’s important to focus on the new accomplishments and lessons you’ll learn to build on
the previous semester’s learning.
What is a learning objective?
A learning objective is a written statement describing measurable achievements to accomplish
during your co- op experience. The learning objectives you develop should relate to your job
assignment, represent the job functions and duties you will perform, assist in your professional
growth and development, and relate to your course of study or major (or minor). They should be
realistic enough for you to attain during the semester.
Categories for Objectives:
Routine Duties – improving your performance in day-to-day job functions and activities.
Problem Solving – solving specific problems in your job area with measurable results.
New Skills and Assignments – learning a new job skill, increasing your knowledge and usefulness, or
starting a new assignment on the job.
Personal Improvement – developing interpersonal skills, improving communication skills, or
developing other social skills that will permit you to function more effectively in the work
environment.
Creative Opportunities – trying new approaches, showing initiative, or having new ideas relative to
your work assignment.
Examples:
“I will improve my oral communication skills by preparing a formal briefing for my supervisor; he
will meet with me to give me feedback about the briefing.”
“I will observe the interaction of the social service team and produce a 10-page report analyzing
the role of each team member, which will be reviewed by the team for accuracy then added to the
website.”
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“I will develop an Access database, which will be used to collect market research data on the
positive/negative impact of a new product. A report of this research will be generated at the end of
the semester.”
“I will learn to operate digital editing equipment and rearrange, organize, and edit an hour of
footage for a new local sports program.”
Final Paper Outline
At the end of the semester, you are required to submit a written report summarizing your
experience as a co-op student. Talk with your Faculty Coordinator about his/her specific
preferences for the paper – online or paper submission, deadline, length, etc. The final paper
should be submitted directly to your Faculty Coordinator.
This report must be typed, double spaced and 5-6 pages in length plus a title page. Correct
grammar, punctuation, and spelling are required and may be taken into consideration when
determining the final grade. The report should be "open ended" to provide freedom of
expression, but also related to the following topics:

I.

Summary statement of job duties and responsibilities.
A. Mental processes used on job.
B. Work output (results).
C. Interpersonal relationships.
D. Job satisfaction.

II. Statement of present learning objectives.

A. How you have met objectives. Give examples of how accomplished (cite entries in log).
B. Why you did not meet a certain objective. This does not reflect negatively on
experience; in fact, not meeting an objective can sometimes be a more
valuable learning experience than meeting one.

III. Relevancy of experience.
A.
B.
C.
D.
E.
F.

Personal maturity or growth.
Academic application.
Identification of special interests.
Improvement in technical areas.
Improvement of interpersonal skills (communication).
Significance of co-op assignment.

IV. Formulation of “next level” learning objectives (objectives should be established
whether or not you will co-op next semester).
A. Should be challenging but within practical performance limits.
B. Should be measurable as to achievement.
C. Can be technical, interpersonal, or both.

V. Summary statement describing the impact of your job and co-op on your career plans.
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VI. Constructive and frank recommendations concerning current policies and operations of
program.

2.7 ACADEMIC HOLDS AND PERMITS FOR COURSE REGISTRATION
Registration holds prevent students from registering for courses. They are most often established
because the student is required to meet with his or her advisor prior to registering or because the
student owes money to the university. Registration holds must be resolved before a student can register
online via myNKU. The student can still search for courses and place them in the registration cart, but
the student must contact the office or department that placed the hold and resolve the issue before
being able to register. For advising holds, the student should contact his or her academic advisor to
make arrangements for clearing the advising hold. If a student has a fee-related hold, the fee must be
paid before the hold will be released. Please contact the office that placed the hold for information on
what steps may need to be taken in order to have the hold cleared (see chart below).
Add/Chg
Course

Hold Description

Contact Regarding Hold

1st Academic Suspension

Asst. Dean/Director of Advising of College
or Program Director

X

2nd Academic Suspension

Asst. Dean/Director of Advising of College
or Program Director

X

Academic Deficiency

Academic Advisor

X

Academic Warning

Academic Advisor

X

Advising Hold

Academic Advisor

X

Change of Major Hold

Academic Advisor

X

Cert Pre Maj Hold

Academic Advisor

X

Academic Success Hold

Academic Advisor

X

Advising International

International Student and Scholar Services
859-572-6517

X

AELP Registration Hold

International Student and Scholar Services
859-572-6517

X

AllCard Hold

All Card Office 859-572-6016

X

Athletic Hold

Department of Athletics, 859-572-5140

X

Center for Integrative Natural Science and
Mathematics
CINSAM Scholar Hold

Ellen Hokkanen 859 572-1938

X

Ashley Vaughn 859 572-1518
Mandhura Kulkarni 859-572-7872
Complete Req Deficiency

Academic Advisor

X

Dismissal from Program

Asst. Dean/Director of Advising of College
or Program Director

X
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Transcripts

X

Grade
Report

Diploma

Add/Chg
Course

Transcripts

Student Financial Assistance 859-5725143

X

X

X

FINA Hold

Student Financial Assistance 859-5725143

X

X

X

FINA No Exit Interview

Student Financial Assistance 859-5725143

X

FINA Repayment of
Perkins

Student Financial Assistance 859-5725143

X

X

X

FINA Repayment of SEOG

Student Financial Assistance 859-5725143

X

X

X

FINA Repayment to
KHEAA

Student Financial Assistance 859-5725143

X

X

X

FINA Repayment to Pell
Gr

Student Financial Assistance 859-5725143

X

X

X

Final Academic
Suspension

Asst. Dean/Director of Advising of College
or Program Director

X

General Hold

Office of University Registrar, 859-5725556

X

X

GR Credential Hold

Office of Graduate Education, 859-5726364

X

Graduate Admission

Office of Graduate Education, 859-5726364

X

Graduate Probation

Academic Advisor

X

Honors Program Hold

Honors Program, David Kime 859-5725602

X

Immigration Hold Student

International Student and Scholar Services
859-572-6517

X

Incomplete Course Eval

Course Evaluation Team (eval@nku.edu)

International Admission

International Student and Scholar Services
859-572-6517

X

International Credential
Hold

International Student and Scholar Services
859-572-6517

X

Library Hold < $100

Steely Library, 859-572-6167

Library Hold > $100

Steely Library, 859-572-6167

LW Law Hold

Hold Description

Contact Regarding Hold

FINA Default on Stafford

X

Grade
Report

Diploma

X

X

X

X

X

X

X

Chase College of Law, 859-572-5344

X

X

X

Major Declaration Req

Academic Advisor

X

NKU ROCKS Hold

Academic Advisor

X

Ohio Rec Deferment

Office of the University Registrar, 859572-5241

X

Parking Balance < $100

Parking Services 859-572-5505

X

X

Parking Balance >$100

Parking Services 859-572-5505

X

X

X

Pathfinders Program Hold
Student

Norse Advising 859-572-6900

X
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SA Active Military

Student Account Services 859-572-5204

X

X

Add/Chg
Course

Transcripts

X

X

X

Hold Description

Contact Regarding Hold

SA At Collection

Student Account Services 859-572-5204

SA Bal>$100 Send to DOR

Student Account Services 859-572-5204

X

SA Balance < $100

Student Account Services 859-572-5204

X

X

SA Balance > $100

Student Account Services 859-572-5204

X

X

X

SA Financial Warning

Student Account Services 859-572-5204

X

X

X

SA General Hold

Student Account Services 859-572-5204

X

X

X

SA Internal Payment Pla

Student Account Services 859-572-5204

X

X

X

SA KY DOR Collection Ag

Student Account Services 859-572-5204

X

X

X

SA KY DOR Uncollectable

Student Account Services 859-572-5204

X

X

X

SA Pending DOR
Collection

Student Account Services 859-572-5204

X

X

SA Perkins Loan

Student Account Services 859-572-5204

X

X

X

SA Prior Yr Bal > $100

Student Account Services 859-572-5204

X

X

X

SA Repeat Fin Warning

Student Account Services 859-572-5204

X

X

X

SA Uncollectable

Student Account Services 859-572-5204

X

X

X

Grade
Report

Diploma
X

Scholarships Opportunities Achievements
and Results
SOAR Scholar Hold
Student

PJ Ball 859-572-6960

X

Lindsey Walters 859-572-6390
Diana McGill 859-572-6520

Student Conduct Hold

Office of Student Conduct, Rights, and
Advocacy, 859-572-5147

X

Student Orientation Hold

New Student Orientation, 859-572-1967

X

Student Support Hold

Student Support Services, 859-572-5138

X

Title IX

Contact the office of Title IX at 859-5727669.

X

Transcript Audit Hold

Office of the University Registrar 859-5725556

UG Credential Hold

Office of Admission 859-572-5220

X

Undergraduate
Admission

Office of Admission 859-572-5220

X

Undergraduate Probation

Academic Advisor, Asst. Dean/Director of
Advising of College

X
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X

X

Permits – There are some situations where students may need a permit to register in some courses due
to various reasons including but not limited to system’s inability to recognize higher level courses (for
whom already had enough scores in placement test to avoid lower level pre-requisite. Ex: MAT129 when
MAT119 is needed) or equivalencies. Currently the faculty advisors are not authorized to issue permits
for their advisees, and they need to email the Chair of the Dept. PGET Dr. Sharmanthie Fernando at
fernando@nku.edu requesting the permit for the required course stating the reason why the permit is
needed.
If you need to request a permit from another department like Math or Chemistry, you need to use the
online permit request forms listed in their departmental websites. The password is “permit”.

2.8 ACADEMIC FORMS
The forms shown on the following pages are some of the frequently used forms by the advisors at NKU.
The PDF or word files of these forms can be found on the Canvas page for PGET advisors that will be
published in Feb 2021.
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International Student & Scholar Services

Northern Kentucky University
305 Nunn Drive
Highland Heights, KY 41099

Tel: 859-572-6517
Fax: 859-572-6178
ISSS@nku.edu

Program Extension Information
General Information and Eligibility:
The program extension request form is to be used by an F-1 or J-1 degree-seeking student at Northern Kentucky
University who is unable to complete his or her course of study by the program end date on Form I-20 (F-1 student) or
DS-2019 (J-1 student). To allow sufficient time for the extension procedure and SEVIS update, a student must submit his
or her request to International Students and Scholars Services (ISSS) at least 30 days before the expiration date of the I-20
or DS-2019. A student who fails to request an extension prior to the program expiration date will be considered out of
status and must apply to USCIS for reinstatement or travel and re-entry. Programs may be extended by one semester or
one year (maximum one year).
In order to be eligible for a program extension a student must:
 Submit complete documentation to International Students and Scholars Services (ISSS) for an extension 30 days
before the program completion date listed on his/her current I-20 or DS-2019.
 Have continually maintained legal F-1 or J-1 status student status.
 Seek an extension for a delay caused by a compelling academic or medical need for the extension, such as change
of major or research topic, unexpected research problems, or documented illness. Delays in completing a program
caused by academic probation or suspension are not acceptable reasons for an extension.
 Graduate students must have their extension plans approved by their NKU Graduate Program.
 Provide updated funding documentation less than 6 months old for the period of extension.
Procedure:
To apply for an extension of your student status, please carefully read and complete the extension request form.
1. Student must complete Section A of this form, and submit to Academic Advisor to complete Section B.
2. Form will be submitted directly to ISSS by Academic Advisor. Student must provide required financial
documentation (see below) for the length of time extended (if approved), maximum one year.
3. If you are eligible, within 5 business days, you will be issued an I-20 or DS-2019 with a new completion date.
Any J-2 or F-2 dependents will also be issued updated forms.


It is your responsibility to pick up your updated I-20 or DS-2019 prior to the expiration of your current I-20 or
DS-2019 to ensure that the extension has been granted on time!

Financial Documentation
You must provide proof that you will be able to continue to meet the expenses (living and education costs, including
living expenses for dependent family members, if any) of studying at the Northern Kentucky University.
Please submit documentation of one, or a combination of the following, showing funding for the duration of your
extension:





A statement showing proof of renewed sponsorship or financial aid. Funding amounts must be clearly stated.
Recent financial certificate (e.g., a bank statement), issued within the past 6 months.
An updated scholarship/fellowship letter. Funding amounts must be clearly stated.
A financial guarantee letter that includes your extension period (government sponsored students only).

*Please Note
The extension (if approved) will extend your I-20 or DS-2019 but not your visa (stamp). If you have an expired visa in
your passport, you are permitted to remain in the U.S. with a valid I-20 or DS-2019. However, the next time you travel out
of the U.S. and need to reenter, you will still need to apply for a new visa to return to the U.S.
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Northern Kentucky University
305 Nunn Drive
Highland Heights, KY 41099

Tel: 859-572-6517
Fax: 859-572-6178
ISSS@nku.edu

International Students & Scholars Services

Program Extension Form
Instructions to student: Complete Section A, then forward this form to your academic advisor or graduate chair:
Section A: Name: _____________________________________________ NKU ID number: ____________
(Family/Last)

(Given/First)

U.S. Address: __________________________________________________________ Phone number: ___________________
Immigration Status:  F-1  J-1 Major:__________________ End Date of I-20/DS-2019: Month ______Day ____Year____
Source of funding (provide new documentation): ________________________________________________________________
Date: _________________________

Student Signature: ___________________________________________________

Instructions to academic advisor: Complete Section B, then forward the completed form directly to ISSS advisor:
Section B: Note to the Academic Advisor: The above named student is requesting an extension of the time limit placed upon the F-1
or J-1 nonimmigrant student's length of study. The purpose of this form is to provide information required by U.S. Citizenship and
Immigration Services. An extension cannot be recommended solely to:
 provide additional time to complete any “incomplete” course(s)
 to retake classes for a better grade, or to take any courses not required for graduation for the major
 provide additional time in the case of delays caused by academic probation or suspension
Additional course(s) must count toward degree, including any course(s) that will be applied toward more than one major or
concentration.
Final approval or denial of extension request is the decision of ISSS office, not the academic advisor.
1. The above named student has been and continues to be enrolled in a full course of study (*see below) and is making normal
academic progress (**see below) in his/her academic program:  YES  No
*Full course of study: Federal regulations require F-1/J-1 students to enroll in a full course of study each fall and spring semester.
Undergraduates must be enrolled for a minimum of twelve (12) credit hours per semester; graduate students are required to enroll for a
minimum of nine (9) credit hours per semester. Graduate students in dissertation status are considered to be full time.
**Normal academic progress: To be considered to be making normal academic progress to be eligible for an extension, ISSS suggests
that student has completed at least 75% of coursework required to complete degree.
2. I anticipate this student will, if he/she successfully completes 12 (UG) / 9 (Grad) applicable credits per spring/fall term,
complete all requirements for the degree on or about:
Month____________________ Day ________ Year______________
3. This student has not yet completed the current program of study due to (please check all reasons which apply and provide
further information below - use reverse side of form if more space is needed):
Delays caused by a change of major of study
Delays caused by a change in research topic
Delays caused by unexpected research problems
Delays caused by lost credits upon transfer to NKU
Other (Please explain on the reverse side of this form)
Documented medical illness/condition
The original length of time given to complete studies was not sufficient

___________________________________________________________________________
_________________________________________________________________________________________
(further information)

Academic Advisor’s Name & Title: ______________________________________________ Phone: ________________________
Email: ________________________________Date: ______________ Advisor Signature: _________________________________
Section C: (Completed by ISSS)

Date Received:

Date I-20/DS2019 Extended to:
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Micro-scholarship Nomination Form
Department name:
Name of the student:
Major:
Student ID:
Name of the Academic Advisor:
Credit hours completed:
Cumulative GPA:
Midterm grades of current term:
Course grades for the last semester:
Semester in which the scholarship is requested:
Academic Advisor’s comments:

________________________
Academic Advisor’s signature

_______________
Date

Department chair’s comments (note: the comments should include available financial support
from the department for the award):

__________________________
Department chair’s signature

_____________
Date
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College of Arts and Sciences – Request for Additional Hours
Name: _________________________ Student ID:_____________________ Date: ___________
NKU Email Address:___________________ Contact Number:________________________
Current GPA: _____________________ Semester overload needed:______________________
Number of extra hours needed (1-3) ______________________________________________
Courses(s) & Section Requested ___________________________________________________
Is this course(s) in your registration cart? Yes___ No ___ Advisor :______________________
Chair Approval (if required) : _________________
For Office Use Only
Approved / Denied Assistant Dean’s Signature: _____________________________Date: _____
If denied, state reason: ____________________________________________________
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Incomplete Grade Instructions
1. Student requests form from the academic department.
2. Student completes student section.
3. Student meets with the instructor of the course in which
the incomplete has been requested.
4. Student and instructor list the items that must be
completed and decide on a deadline for completion.
5. Instructor signs form.
6. Student signs form.
7. Student makes two copies:
o First copy to the instructor of the course.
o Second copy to the department that houses the
course.
8. Student keeps original form for future reference.

49

Completed by Student:
Student’s ID Number:

Date:

Student’s Name:

Department:

Course: ______________

Section:__________

Semester:_________

Year: __________

Describe Reason for Request:

Completed by Instructor:
Instructor:

Department: __________________

Deadline:

Is there a reasonable possibility a passing grade would result when missed work is completed?

Yes

or

No

Items to be completed:

Instructor’s Signature: _____________________________________

Date: _______________

I request an Incomplete for the course listed above and I understand that I must complete all
remaining listed requirements by the agreed deadline or an F grade will be assigned for this course. It
will be my responsibility to contact the instructor to be sure I have completed all work.

Student Signature: _______________________________

Date: _______________

Policy for Granting I (Incomplete) Grade
An I grade may be assigned when part of the work in a course remains incomplete. It is given only at the student's
request and when there is a reasonable possibility that a passing grade will result from completion of the work.
The student and faculty member will mutually set a deadline for completion of the work. The faculty member will file a
grade change when the work is completed. However, if the coursework is not completed by the last day of the following
semester (excluding summer and winter terms), a grade of F will automatically be assigned.
The appropriate dean may grant a semester extension of an I grade due to unforeseen family or medical circumstances
and will notify the university registrar of such action. Under no circumstances will more than one extension be granted
for an I grade.
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Department of Physics, Geology & Engineering Technology
REQUEST FOR PERMISSION TO ENROLL IN AN INDEPENDENT STUDY COURSE

This form is intended for use by students when requesting permission to enroll in an independent
study course defined here as including any course numbered 294, 392, 394, 396, 397, 399, 492, 495
or 496, 694. Regular course offerings with low enrollment do not require use of this form.

To be completed by the student:
Student Name (Last, First, Middle) __________________________________________________
NKU Username:____________________________________ Major_________________________

Academic Advisor Name: _____________________________________ (no signature here)
I request permission to enroll in an independent study course
entitled_________________________________________________________________________________
(discipline, course number) ________________________for____ credit hours during
the______________________semester, 20___ .

To be completed by the faculty supervising the independent study course
I have discussed course requirements, expectations and grading policy with the
student named above and attached the course syllabus to this form. Note: the
syllabus should give specific tasks that the student is expected to complete or specific
outcomes used to determine his/her grade.
Faculty Supervisor’s Name: ______________________________________________

Faculty’s Signature_______________________________________ Date ___________________
Student signs after discussing with faculty the specifics given above (and has
received the course syllabus):
Student’s signature_________________________________________ Date______________________
Student (or faculty) delivers form to SC 204i, Chair, Department of Physics, Geology &
Engineering Technology:

Chair signs for approval.

If approved, section number for course: _______

Chair’s signature_____________________________________

51

Date_____________________

DEPARTMENT OF PHYSICS, GEOLOGY & ENGINEERING TECHNOLOGY
Policy on Undergraduate Teaching Assistants
Qualified undergraduates may receive course credit as a Teaching Assistant working under the
supervision of a faculty member in our department. Expectations of the Teaching Assistant (TA)
and the Faculty Supervisor are as follows:
1. Junior standing and a 3.00 GPA or higher in the major is required to enroll in a Teaching
Assistantship course. Permission of instructor is required.
2. The TA is assigned to a particular section or course taught by his/her supervisor. The TA
is expected to attend and participate in regular class meetings throughout the semester.
3. The TA is never to be used as a substitute teacher for the supervisor’s section or course;
that is, the TA is not to conduct the class without the faculty supervisor present. The
faculty supervisor is to observe and evaluate the TA’s performance in class.
4. The TA must conduct at least one presentation on a topic or experiment in class with the
faculty supervisor present.
5. The TA’s responsibilities may include setting up for labs, developing instructional
materials, teaching, conducting study sessions (in class or outside of class) and grading.
6. The TA must agree to grade all students (some may be classmates) in an ethical and fair
manner. Faculty supervisors will prepare specific grading point systems or rubrics to be
used by the TA. Faculty supervisors must review all graded materials for accuracy and
consistency.
7. Credit hours earned as a TA: For each credit hour, the student is expected to work 3
hours a week (includes preparation). The student may receive a maximum of 3 credit
hours as a TA in a given semester, and no more than 6 credit hours in total as a TA.

Teaching Assistant reads and signs below:
I accept the Policy on Undergraduate Teaching Assistants, and I have discussed this Policy with
my Faculty Supervisor. I will complete my teaching responsibilities in a professional and ethical
manner.

Print Student Name: _________________________________ Credit hours requested:_______
Student signature:____________________________________ Date: ________________
Print Faculty Supervisor name: _________________________________________________
Faculty signature: ____________________________________ Date: _________________
Course(s) in which TA will assist: ________________________________________________
Returned signed form to Department of Physics, Geology & Engineering Technology
Chair, SC 204H/I.
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Student Name

_________________________________

Semester ________________________________________
Department of Physics, Geology, & Eng. Technology

LEARNING OBJECTIVES

Student E-mail

Employer ________________________________

Student Title

Supervisor ________________________________
______________________________

_________________________________
__________________________________

Supervisor E-mail

Employer Address
Street

City

State

Zip

Work Phone

Students participating in a cooperative education work assignment shall determine responsibilities and/or learning opportunities that are possible on their job.
These learning objectives enable the engineering technology program to determine the learning value of the student’s work experience.
Prior to the start of the cooperative work assignment, the student shall meet with his/her employment supervisor to determine how the objectives can be
attained. The Faculty Coordinator will review the objectives with the student. The white copy should be returned to the Career Development Center, the
other copies are retained by the faculty coordinator and the student.
Please work with your supervisor to come up with 4 to five learning objectives. These objectives are the main tasks you will perform as part of your coop. The
learning objectives should be specific and measurable. They must include: a description of the activity (what); how it will be accomplished (conditions); and how
it will be evaluated (criteria) at the end of the time limit specified (limits).

The student agrees to complete the necessary student forms, maintain communication with the faculty coordinator, maintain a record of work activities
(logbook) and submit them as weekly (or bi-weekly) reports and a final written report on the co-op experience to the faculty coordinator at the end of the
semester. If the student’s employment is terminated for any reason, he/she must contact the faculty coordinator immediately.
The Employer agrees to provide the cooperative education employee with a meaningful work assignment, to arrange for a cooperative education faculty
coordinator to visit on-the-job with the co-op student, to communicate with the Director of Engineering Technology if circumstances require his attention, and
to evaluate the student’s performance at the end of the semester.

Student

Date:

Employer

Date:

Faculty Coordinator

Date:

PGET Dept Chair

Date:
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Chapter 3:
Advising Using SAP and
Navigate
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3.1 INFORMATION FROM SAP
Things to know in advisor tab: view class schedule, midterm grades, unofficial transcript, transfer credit
(equivalency determination, external transcript), viewing/assigning advisor, removing/adding holds,
catalog year, OneView (test scores, orientation date, HS GPA, deficiencies), export Academic History,
Official GPA vs NKU GPA, Advising Notes, Course Registration Activity. For the full Academic Advising
Basic Handbook, click here.
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3.2. HOW TO USE ACADEMIC PLAN AND DEGREE AUDIT FOR ADVISING
• Academic Plan for Advising
• Degree Audit for Advising
3.3. DECLARING MAJORS, TRACKS, MINORS, AND CERTIFICATE PROGRAMS
• Add a Program of Study
• Change a Program of Study
• Delete a Program of Study
• Cancel a Submitted Request
3.4. COURSE REGISTRATION
• Guide for Course Registration for Students
3.5. NAVIGATE FOR ADVISING
Below is a Navigate Guide for campaigns.
1. From the Navigate home page, click on the Campaign icon on the navigation bar.
2. In the Actions box, click on “Appointment Campaign”.
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3. Enter Campaign information (Define Campaign) then click “Continue”.

1

5
.

3

7

4

8
1.
2.
3.
4.
5.
6.
7.
8.

Name of Campaign (e.g. Advising Summer/Fall 2018- this is not visible to students, only you).
Choose “Care Unit”
Choose Location -Select either your advising center (if applicable) or “Your Advisor’s Office”.
Reason for campaign (e.g. Advising, Academic Warning, Add a Program, etc.)
Date you want to start seeing students and the date you want the campaign to end
How many times a student can use this campaign’s link to schedule an appointment.
Length of each advising appointment
Number of students that can sign up for a specific time slot (Leave it at 1 unless you are
doing group advising)

Note: If you want to include your specific office location, type it into the “Details” section of your
campaign availability (My Availability tab). Whatever is included there will appear in the student’s
appointment confirmation e-mail.
4. Add Students to Campaign
Option 1: If you are assigned advisees in SSC, you can click on “Invite All My Assigned
Students” and click “Yes”. You will then have an opportunity to review the list of
students and remove any from the campaign if needed. Click “Continue” when you
are ready to move on.
Option 2: If you are not assigned to your advisees in SSC OR you only want to target a specific
population of students, click on “Advanced Search”. You can then search for students
using a number of filters. After completing a search, you can add students by
checking the box by their name and clicking “Add Selected Users” under the “Actions”
menu.
Click “Continue” when you are ready to move on.
5. Add Advisors to Campaign. Click the box next to your name and click “Continue”
Note: If you do not see your name, it means you did not set up “campaign availability” that
overlaps this campaign’s timeline. To resolve this, do one of the following, then click
“Continue”
a. Create campaign availability (See page 3 of this guide for
instructions) OR
b. Check the “Include Appointment Availabilities” box on the “Add Advisors” page.
Note: By checking “Include Appointment Availabilities”, you are allowing students to use your
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“Appointment Availability” to schedule their campaign appointments. If you want to
limit campaign appointment options beyond appointment availability (ex.
appointment availability is 9-4:30, but only want probation/warning appointments on
M/W/F afternoons), do not check this.
6. Compose your Message. When composing your message to your advisees, be sure to include
any instructions for them to prepare for the meeting and your office location. Make it personal,
but short. Click “Continue” when you are done.
A few things to consider when composing your message:
•
•

•

You can preview the email and landing page by scrolling to the bottom of the screen.
You can customize instructions on the landing page (e.g. include a message such
as “Please have selections in your course cart before your meeting” or “If you are
requesting a phone appointment, please indicate that in the comments.”).
Do not remove {$student_first_name} or {$schedule_link} from the default
message as they automatically generate the student’s name and scheduling link.

7. Review and Send Campaign. Review the details of your campaign to ensure all details are
correct. If you are not ready to send it yet, click “Save and Exit”, otherwise, click “Send” to
activate your campaign.
Other Tips for Advising Campaigns
Creating Availability for the Advising Campaign [Note: Not required if you checked the “Include
Appointment Availabilities” box in Step 5]
1. From the SSC home page, click on the “My Availability” tab
2. In the “Times Available” section, click “Actions”, then “Add Time”
3. On the “Add Availability” pop-up, select the days and times you want visible to students when
they schedule using your campaign link
4. Set the type of availability to “Campaigns”
5. Set the duration for at least the length of your campaign
6. Choose the location where you will be available. If you do not work in an advising center, select
“Your Advisor’s Office”.
7. Select which student services you want to provide to students for campaigns. Note: Leaving this
student services field empty means you will appear to be available for all advising student
services.
8. Click the Save button.
Adding Students to a Campaign you already launched
1. Open the Campaign to which you need to add the student(s)
2. Click “Edit Campaign Details” in the Options Box
3. Click “Edit” next to Student Select
4. Scroll to bottom and click on “Add More Students”
5. Click on “Advanced Search”
6. Search for your Student
7. Check the box next to student’s name
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8. Click on the Actions menu then click “Add Selected Users and Search for More” then click
“Continue”
9. Go back to Campaign Edit screen and click “Confirm & Send”
10. Click “Resend”. You will have the option to send it only to newly added students.
Resending your Campaign. Best practices suggests resending your campaign a week after the launch to
students who have yet to make an appointment.
1. Click on the campaign you wish to resend.
2. Click on the “No Appointments Made” tab
3. Check the box below “Actions” to select all students
4. Click on the “Actions” menu and select “Resend Appointment Request”

Directing a student to schedule via Campaign. If a student is part of your campaign, but reaches out to
you about how to schedule, there are two ways for them to access the campaign other than clicking
the link in the campaign e-mail.
Option 1: A student can log into Navigate at https://inside.nku.edu/ssc.html (or access it
through MyNKU). If they are part of a campaign, a yellow banner will appear across the top of
their Navigate homepage with a link to the scheduling portal.
Option 2: A student can use the direct link that came to their Navigate inbox. Note that this is
a student-specific link (see example below). If needed, you can locate this link by going to the
student’s profile in SSC (look them up in the search bar), clicking on the “More” tab, then
“Conversations”. Amongst these conversations, you will find your campaign message that you
sent them. In that message, you can locate the student-specific link.
Example: If you share Susan’s campaign link with Bobby, Bobby will not be able to use that
campaign link to schedule an appointment. You cannot create a public link, as you would use
in Time Trade or similar programs.
For more information regarding campaigns refer to the Help Center menu in SSC. Read Running
Targeted Campaigns in SSC Campus, Campaigns: Appointment Campaigns, and then Campaigns:
Managing Your Campaign.

68

3.6. ADVISING NOTES
For appointments scheduled through Navigate, you can make notes or a report for each appointment.
Step 1: From the Navigate home page, scroll down to the bottom and locate the section titled
Reporting/“Recent Appointments”.

Step 2: Check the box next to the student with whom you met.

Step 3: Click on the “Actions” drop-down menu.

Step 4: Select “Add Appointment Summary”
Step 5: The Advising Report will open automatically. When you are finished with the report, click “Save
this Report” to submit it. You can edit reports by clicking on the green “Report Details” box.
For advising reports for Appointment NOT scheduled through Navigate, follow the steps below.
Step 1: At the top right of the Navigate home page, locate and click on the spyglass (Quick Search).
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Step 2: Type the student name or student ID in the Quick Search. Once it appears click on it to select it.
Step 3: Once the student’s profile opens, locate the section titled “Staff Alerts” and click on “Report on
Appointment”. The advising report will open automatically.

Step 4: When you are finished with your report, click “Save this Report”
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Sample Advising Report

Description of the appointment (e.g.
brief synopsis, recommended class
schedule, referrals)

If the student is a no-show to the
appointment, un-check the Attended
box to mark them as a no-show.

3.7. ADDITIONAL REFERENCES
• Norse Advising Advisor Resources webpage
• My NKU Help – Academic Advising Tab webpage
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Chapter 4:
Departmental K: Drive
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4.1 ACCESSING THE K: DRIVE
As part of our Microsoft 365 agreement, students and employees are offered free cloud storage on
OneDrive to store your files. Cloud storage allows you to access and edit files from any device and from
wherever you have internet access. Faculty and staff have access to a drive that is shared by their entire
department (K:\).
The K: drive in our department is consisting of files separately organized for each of the programs,
Physics, Engineering Physics, Pre-Engineering, Geology and Engineering Technology. Inside each folder,
there is storage space for faculty to save documents that are of their advisees. Although you might save
the letters you write for students for their continuation of scholarships, academic plans,
recommendation letters or letters for international students for their embassies, in your personal
storage/device, you can also save another copy inside student folders in the K-drive. In this way, when
the advisor changes, the new advisor could see the past letters and academic plans done in the past and
will be helpful to advise the student further.
Upon hiring, faculty should gain access to the Physics, Geology & Engineering Technology department’s
K: Drive. Your university computer should already be connected to the department K: Drive.
On a Windows device, you can access the K: Drive through the file explorer. Open a window of the file
explorer. Depending on the configuration of your computer, you may access the file explorer in a few
different way (circled in the screenshot below).

Once you have opened your file explorer window, the K: Drive should be visible in the menu on the left.
It should be named, “Departments$ (\\fileserv3.nku.edu) (K:)”
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If your university computer does not have access to the K: Drive, please contact IT at helpdesk@nku.edu
or 859-572-6911, and they can assist you.
To access the K: drive from your personal computer, you will need to download a VPN. You can find
instructions for downloading a VPN on IT’s website, here. Once you have downloaded the VPN, you
must connect your computer to the K: drive. Click for instructions to connect to a Windows device. Click
for instructions on how to connect to an Apple device.
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Chapter 5:
Freshmen Advising
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5.1. ADVISING FRESHMEN
It is known that the freshmen students go through 3 stages of challenges adjusting them to be new
university students: separation, transition, and incorporation. Students go through a separation phase
when they move away from their home environment leaving family behind. Although this might be quite
distressing for students, most eventually move to the second stage, which is transition. This stage might
be the hardest for students as they are torn between the two environments. Now they are not
belonging in their old environments but should somehow settle in and find their way in the new one. It
is when they finally move into the incorporation stage that they feel comfortable both academically and
socially and they gain confidence to navigate through on their own.
The right advising received by the students during these stages have a higher rate success, the ability to
face and overcome challenges and help maintain the retention rates. It’s very important to spend
enough time with the freshmen advisees to listen to them, understand them and help with their new
academic life and personal barriers.
5.1.1. Finding and Contacting the Freshmen in your field
You can use the filter for B-Cohort (first time Freshmen) to sort the students in your major/dept. The
Dean’s office has placed a F 20-21 B Cohort tag in Navigate, so you can search for students in the
departments or majors and easily send messages and campaigns.
To pull this group in Navigate:
1. Go to Advanced Search
2. Click on Student Information –> Tag -> search for F 20-21 B Cohort in drop down and add
3. Click on Enrollment History -> Choose Fall 2020-2021
4. Click on Area of Study -> Chose College of Arts & Sciences in College ->Choose Majors from the
first Major list (you will need to all the majors in your department, unless you like to break them
up by specific majors)
5. At bottom Click the search button.
This should create a list of the student. You can save the list by clicking on the All box -> then on the
word Action and select Add to Student List. In the popup box click on Create new list then name your list
and save it. From you saved list you can send messages, and campaigns. When you have these students
in a separate list, you can send them all a msg asking if they are doing well and if they have any issues or
questions. You can also create a separate campaign for these students for advising appointments.
5.2.MATH AND ENGLISH PLACEMENT
In order to place students in Math and English courses, admission first look at the ACT scores or SAT
scores. The recommendations or deficiencies are listed in SAP for each student admitted into NKU.
When the ACT or SAT are not available for students, they will have to take placement tests for English
Reading and Math so they can start taking the needed courses.
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•

English and Reading Placement. For English and Reading placement, students will complete the
NKUWrite. The NKUWrite placement is a Directed Self-Placement assessment. It will take you
through a series of questions to determine the appropriate English and Reading courses for you.
There is no cost for this assessment.

•

Math Placement. Students must complete the ALEKS Assessment for math placement
testing. ALEKS PPL is an online placement tool that also includes learning modules to improve
placement. After completing an un-proctored baseline assessment, you can select the
appropriate learning module to help improve your score. Then, the placement exam is
completed again in a proctored online environment. The proctored exam can be completed
from any computer with a webcam. Those who spend 7-8 hours working in the module tend to
improve their placement by one course. For ALEKS assessment, click here.

5.2.1. ACT Score placement
The following example of the SAP shows where to and how to read the placement scores. This student
has taken ACT but the scores (indicated in pink are not good enough and according to the placement
table above, the student was recommended to take NKUwrite for English and reading placement and
ALEKS for math placements. If the ACT English score is 17 or less or/and ACT reading score is 19 or less,
the student should take NKUwrite to accurately determine the correct English, reading, and writing
course to start with. If the Math ACT score is 18 or less, the student sis asked to take the ALEKS, the
math placement test.
As indicated in red “one view” is where you should go to view all the available test scores for the
student. As you can see, this student needs both NKUwrite and ALEKS. Hence the student has
deficiencies (indicated in purple) active for all those areas which will be removed once taken the tests
and registered for appropriate courses.
This student has taken NKUwrite and the admissions have looked at how he was performed and
recommended (indicated in blue) that the student needs to take ENG101R (the English written
communication courses with the added reading component which is 4 credits).
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5.2.2. SAT Score placement
Most of the international students and some of the transfer students may have taken SAT or SAT2
placement test rather than ACT. See the example below for a student who took SAT2 (SAT subject tests).
SAT score placement was included in the above tables along with the ACT criteria. As the above case, all
the available test scores are in “one view” on SAP. This student has taken SAT2 with a MATHSELECT
score of 670 and MATH score of 33.5 (shown in red) which means that he is ready to take MAT129
(Calculus) and don’t have to take anymore placement tests. He is also ready with all the English and
reading/writing so will be taking ENG101.
This student has no deficiencies listed which is indicated by purple in the example pdf.

The SAT placement tests are no longer needed for many universities for admission. There is a possibility
that USA stop offering SAT2 tests from mid 2021 and only available for international students via outside
testing services. The following table shows how ACT, SAT and SAT2 scores are used to place students in
courses if needed.
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5.2.3. Math recommendation for all majors based on placement scores and transfer courses

5.3. THE GENERAL EDUCATION CORE
The general education program guides students to become independent learners, innovative thinkers,
and responsible citizens. The program gives students a foundation of values, knowledge, and skills that
empower them to discover their personal potential, communicate effectively, work in diverse
communities, and solve problems in a global society. Courses invite students to expand the lifelong
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practice of asking questions, seeking new points of view, applying principles of reason, adjusting ideas in
relation to new situations, and taking reflective action.
For more information please visit the course catalog page about the General Education Core.
For a copy of the General Education Core, you can download the list here.
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Chapter 6. Advising
Special Groups
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6.1. ADVISING TRANSFER STUDENTS
6.1.1.Pathway Programs
•

Cincinnati State Community College 2 NKU – information for transfer assistance for students
working toward the completion of an associate degree planning to transfer from Cincinnati State
Technical and Community College to Northern Kentucky University. The information provided
on this web site does not take the place of an advisor or counselor on your campus.

•

Gateway Community College 2 NKU – Gateway2NKU is a dual-admissions partnership between
Gateway Community & Technical College and Northern Kentucky University. This site is provided
for transfer assistance for students working toward the completion of an associate degree
planning to transfer from Gateway Community and Technical College to Northern Kentucky
University. The information provided on this website does not take the place of an advisor or
counselor on your campus.

•

IVY TECH 2 NKU – information for transfer assistance for students working toward the
completion of an associate degree planning to transfer from Ivy Tech Community College to
Northern Kentucky University. The information provided on this web site does not take the
place of an advisor or counselor on your campus.

•

JEFFERSON 2 NKU – Jefferson2NKU is a dual-admissions partnership between Jefferson
Community & Technical College and Northern Kentucky University. This site is provided for
transfer assistance for students working toward the completion of an associate degree planning
to transfer from Jefferson Community and Technical College to Northern Kentucky
University. The information provided on this website does not take the place of an advisor or
counselor on your campus.

•

KCTCS 2 NKU – information for transfer assistance for students working toward the completion
of an associate degree planning to transfer from a KCTCS institution to Northern Kentucky
University. The information provided on this web site does not take the place of an advisor or
counselor on your campus.

•

MCTC 2 NKU – MCTC2NKU is a dual-admissions partnership between Maysville Community &
Technical College and Northern Kentucky University. This site is provided for transfer assistance
for students working toward the completion of an associate degree planning to transfer from
Maysville Community and Technical College to Northern Kentucky University. The information
provided on this website does not take the place of an advisor or counselor on your campus.

•

UC CLERMONT 2 NKU – UCClermont2NKU is a partnership between UC Clermont College and
Northern Kentucky University. This site is provided for transfer assistance for students working
toward the completion of an associate degree planning to transfer from UC Clermont College to
Northern Kentucky University. The information provided on this website does not take the
place of an advisor or counselor on your campus.
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6.1.2. Course Equivalencies
If the student is transferring from one of the most common universities or colleges in the region (in
terms of transcripts we receive from those institutions), all of the course equivalencies you need are
available just one click away, within one convenient document.
• Kentucky Community and Technical Colleges
• University of Cincinnati
• Cincinnati State Technical and Community College
• Ivy Tech Community College
If a student is transferring courses from a university or college not listed above, NKU may already have
an equivalency in the system. You will need to check NKU's online Transfer Equivalency Determination
System (TEDS), which is updated in real time, can be used to search for the equivalency to any course
that currently exists in our database. Click to visit NKU’s course transfer equivalency website.
You will find the course equivalencies you need as long as students have transferred those courses to
NKU at some point in the past. If you will be the first student to transfer certain courses to NKU, the
equivalencies might not yet exist.
6.1.3. Transfer Policies
The transfer policies listed in the following NKU Admissions webpage apply to the transfer of
undergraduate credit toward an undergraduate degree program at Northern Kentucky University. These
are specifically important for Transfer students and might be a good idea to revisit every year when
advising Transfer students. You can search the TEDS database here.
6.1.4. Elective Transfer Credits
Course codes that end with 100T, 200T, 300T, or 400T are elective transfer courses that might apply to
specific academic disciplines, unless the prefix is UND (undetermined). Either way, you receive credit
hours toward graduation.
Note: Courses labeled PEND (pending evaluation), NCD (need course description), and NCS (need course
syllabus) are considered elective transfer credit until their equivalencies can be determined. For courses
labeled NCD or NCS, students are strongly encouraged to deliver or mail to us the description from the
catalog and/or the syllabus.
When there are elective transfer credits and if the students say they are equivalent to a course at NKU,
you as the advisor can request a secondary evaluation of those courses through the department chair
and program directors.
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6.2. ADVISING POST-BACCALAUREATE STUDENTS

1. Post-Bac students will not have transferred courses evaluated for equivalencies. Will have to
2.
3.
4.
5.

manually do it.
Do not need to complete general education, unless those courses are required by the major.
Must have completed all the requirements for the degree
MUST complete 30 hours beyond the last degree.
a. We need to be upfront with our students, so they know this requirement.
b. Maybe pull a report of all PB in your areas to remind them.
Post-Bac degree seeking students can not apply for graduation online. Need to go to the
registrar’s office and have it done manually.

6.3. ADVISING DOUBLE DEGREE AND DOUBLE MAJOR STUDENTS

1. Double Major
a. Complete all requirements for both majors
b. Earned between 120-149 hours
c. Will need two program certification forms
d. Will only receive 1 diploma with 1st major listed.
2. Double Degree
a. Complete all requirements for both majors
b. Earned over 150 credit hours
c. Will need two program certification forms
d. Will receive 2 diplomas, one for each degree
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6.4. ADVISING INTERNATIONAL STUDENTS
6.4.1. Working with ISSS
International Student and Scholar Services assists international students, scholars, and the university
community in understanding the rules and procedures that must be followed during their stay in the
United States. From making new friends and navigating life in America, to maintaining immigration
status, finding opportunities for work, paying taxes, and enrolling in health insurance, International
Student and Scholar Services is a one-stop shop for international students and visitors alike.
You can find the contact information for important personnel in ISSS at their website.
The International Student and Scholar Services (ISSS) is the bridge between the advisor/student and
embassy the foreign country. We always communicate our concerns or questions with the ISSS and the
ISSS will directly communicate with the student or embassy. It is the best to let the ISSS handle any
immigration elated issue when you assist students with the academics.
6.4.2. Policies with SACM
•
•
•
•
•

When an international student asks for a letter of support whether it’s for SACM, or for any other
foreign Embassy or a company, you need to ask them to first contact the International office (ISSS)
and ask to write to Jane Bratton at brattonj@nku.edu.
The international office will notify the student that any official letter including a degree plan will
take up to 2 weeks to complete. No advisor should respond to any letter requests for international
students before the ISSS reach out the advisor with a formal request.
The most accurate information on the number of online courses taken by any students should be
obtained by the registrar office.
When creating a degree plan for a student, please save the existing plan as a PDF before start to
change/add/remove new courses to the plan. You can either save it in a folder in your work
computer or save it in the K-drive. Please date the degree plans saved.
Send the completed degree plans and signed letters directly to the international office (to Jane
Bratton) copying the student.

6.4.3. Writing letters on behalf of international Students (Sample Letters)
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6.4.4. Co-op for international EGT students
The official COOP employment should occur as early as 2nd and commonly in the third year. This means:
1. Consulting with EGT office, obtaining a list of companies, checking EGT canvas course site for
new COOP positions, exploring the bulletin board across from EGT234 for newly advertised
COOP positions
2. Contacting COOP employers, securing a job related to the major, discussing and identifying, and
documenting COOP goals
3. Contacting COOP instructor, completing the COOP forms and getting permission to register for
the course
4. Registering for EGT301 course, participating in the Canvas course, completing and submitting
initial forms including COOP learning objectives, Work Schedule, and COOP Profile
5. Setting biweekly goals, logging daily activities spent on achieving goals, submitting biweekly
report stating the biweekly goals, if they were attained and if yes how and if not why not
6. Submitting a comprehensive report at the end of the semester with all previously submitted
reports as appendices, presenting reflections on the job, skills learned, state of the industry and
other topics as specified in the course syllabus.
7. Facilitating a visit to the workplace by the instructor to verify the employment environment, and
the achievement of the competencies stated in the learning objectives
8. Completing Student Appraisal form expressing student feedback on the COOP course and its
effectiveness
9. Asking the employer to do the same by completing the Employer Appraisal Form evaluating the
performance of the student in the COOP course.
10. The instructor will give a letter grade to students, if not D or better, course must be repeated.
11. EGT301 is a required 3 credit hour course and once passed, it cannot be repeated.
12. Students who will need to take COOP course multiple times may register in CEP300 which bears
1-6 credit hours.
13. Students of CEP300 will participate in the same EGT301 Canvas course and are responsible for
all its requirements. CEP300 may be taken multiple times.
While, official COOP course (EGT301) must be taken in the second or third year, students are
encouraged to seek apprenticeship early on wherever employment of freshman students is allowed.
This is in lieu of current practice of EGT students getting jobs in food industries, UPS merchandise
Transport, Amazon loading/unloading or similar unrelated jobs. Further information may be obtained
from the office of Engineering Technology and its Director, as well as the office of career services.
Here is official course description for COOP:
EGT 301 COOPERATIVE EDUCATION IN ENGINEERING TECHNOLOGY (3 CREDITS)
Hours: 3 classroom + 0 lab/studio
Prerequisite(s): consent of instructor.
Taught: Fall, spring, and summer
This course provides students an opportunity to apply the knowledge and skills they are learning in
the classroom to an employment position in business or industry. It allows students to test and
refine career plans and interests; gain experience in their field of specialty before they begin
searching for a permanent position; and build a network of professional contacts from which they
may draw technical and employment information.
Repeatable: No
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6.5. ADVISING STUDENTS WITH ACADEMIC OBSTACLES
Student Classification: Students are classified based on the number of successfully completed semester
credit hours earned in courses numbered 100 and above.
Freshman
Sophomore
Junior
Senior

0-29 credit hours
30-59 credit hours
60-89 credit hours
90 or more credit hours

Good Standing: A student is in good standing when he or she has at least 16 credit hours (for all courses
attempted at the 100 level and above) and a cumulative GPA that meets or exceeds 2.00 for all courses
attempted at the 100 level and above. A student with 0-15 credit hours is in good standing with a
cumulative GPA that meets or exceeds 1.66 for all courses attempted at the 100 level and above.
6.5.1 Academic Warning
Students whose cumulative GPA is below a 2.0 (or below a 1.66 if under 30 Quality Hours) are placed on
Academic Warning the following semester and a hold will be placed on their account to prevent
registration until requirements are met.
Requirements to Complete:
• Academic Success Workshop Student must attend a workshop either in person (preferred) or
online. The workshop will focus on strategies for success, understanding GPA's, and helpful
resources available to students at NKU.
• Advisor Meeting Students should meet individually with the academic advisor to discuss their
academic success and understanding of the academic standing policy. The student should
discuss their course load, options to repeat courses, academic renewal, time management and
study strategies at this meeting.
Options to repeat. The provisions of this policy apply when a student is retaking a course for grade
replacement. Some degree programs may have their own specific requirements. A course retaken using
this policy is noted as such on the student’s academic record; remains in the student’s attempted hour
calculations; and is removed from the earned hour, quality point, and GPA calculations.
1. A student may retake a maximum of six different courses during the undergraduate academic
career.
2. A student may not attempt the same course more than three times (original attempt plus two
retakes).
3. When a course is retaken, the better of the grades will be counted toward GPA
calculation.
4. A student may not retake a course to replace a letter grade of A through F with a Pass/Fail (P/F)
grade.
5. Once a degree/certificate is awarded for a specific program, then all courses compiled within
that awarded credential are not eligible for this retake policy.
6. Courses that were earned as transfer credit are not eligible for this retake policy.
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7. Grades for discontinued or repeatable courses could be replaced if; (a) a new course covering
the same content has been created to replace the discontinued course or (b) the student has
received special permission from the chair/program director of the department/school or the
dean of the college offering the alternative course.
Policy exceptions. For exceptions to provisions of this policy, the student must petition in writing the
dean of the college in which the course is offered. The student must have the permission before
enrolling in a retaken course.
Academic Renewal. Academic renewal allows students who meet specific criteria to remove certain
courses from their GPA calculation and credits earned. The courses and grades remain on the student’s
transcript, but they do not contribute to the GPA or total credits earned.
Academic Renewal Policies:
1. A returning undergraduate student who has not attended NKU for a minimum of two full
consecutive academic semesters may petition for academic renewal of NKU coursework on a
one-time-only basis. For the purpose of academic renewal, all summer sessions in one year will
be counted as one semester.
2. When a student successfully completes 12 semester hours of courses numbered 100 and above
at NKU, he or she should make an appointment with their academic advisor to discuss academic
renewal and complete the Undergraduate Academic Renewal Petition on the website.
3. To be considered for academic renewal, the student must have a GPA of at least 2.00 based on
all courses completed since being readmitted and up through the semester in which the student
earned the twelfth credit.
4. In completing an application for academic renewal, a student must specify the semesters that
he or she wishes to be removed from the GPA calculation and credits earned.
5. For every semester selected for academic renewal, ALL courses transcripted for that semester
will be subject to academic renewal.
6. For the semesters that are part of academic renewal, the courses and grades earned during
those semesters will remain on the transcript, but the grades will not be included in the
calculation of the student’s overall GPA and the credits will not apply to the minimum of 120
semester hours required for the bachelor’s degree or to the minimum of 60 semester hours
required for the associate degree. The credits also will not apply to the bachelor’s degree
requirement of 45 credits at the 300 level and above.
7. Courses that are part of academic renewal and satisfy the requirements for general education
may be applied, but without awarding of credit, toward those requirements, provided that the
student passed the course(s) at an acceptable level. Such application for major/minor
requirements is subject to written approval by the chair of the department housing the relevant
major or minor. This approval is found on the academic renewal petition.
8. The student’s transcript will indicate the semesters that were subjected to academic renewal.
9. An updated transcript will be available via my Records on myNKU.
10. It is the student’s responsibility to contact any agency providing financial assistance to
determine the effects of academic renewal on past or future financial benefits.
11. Students may apply for academic renewal only once.
12. Students who first enrolled at NKU between fall semester of 2004 through summer semester
2009 may have policies that affect their records outside of this catalog. These students are
encouraged to contact the Office of the Registrar for clarification.

94

To return to Academic Good Standing, the student must earn a cumulative GPA of 2.0 in the following
semester. If the student's GPA remains below a 2.0 at the end of the following semester, the student
will be placed on Academic Probation.
6.5.2. Academic Probation
1. If a student on academic warning fails to increase his or her overall GPA to at least 2.00, then
the student will be placed on probation.
2. When a student is placed on academic probation:
a. A registration hold is placed on the student’s record, which prevents the student from
registering for classes prior to meeting with an advisor.
b. The student will be required to meet with an advisor to remove the registration hold
and to develop a plan for improving the student’s academic performance.
c. The student will be allowed to take no more than 13 semester credit hours during fall
and spring semester, no more than six semester credit hours in the summer, and no
more than one class in any one summer or winter session. Exceptions to this policy
apply to students enrolled in the PACE program.
d. The student is expected to work closely with his or her advisor to identify and take
advantage of the university’s many services that support student success.
3. A student will be removed from academic probation status if he or she achieves an overall GPA
of at least 2.00.
4. A student with a cumulative GPA of less than 2.00 will remain on academic probation if he or
she earns a GPA of at least 2.25 in the current semester.
5. A student on academic probation who fails to achieve either 3 or 4 will be suspended.
Students who are on Academic Warning and do not raise their GPA to a 2.0 (or 1.66 if the student is
below 30 Quality Hours) will be placed on Academic Probation.
Requirements to Complete:
• Academic Success Workshop
• Advisor Meeting
• Registration Restrictions
o Maximum course load of 12 credit hours (13 if one course has a lab)
o Registration must be approved by the Assistant Dean and completed by A&S Advising
Center. Please complete the Probation Registration Form in consultation with your
academic advisor and submit to UC 218 for approval.
Registration Procedure
1. Schedule Approval Form in UC 218C or some will be available in the departmental offices.
2. Student will make an appointment with his/her departmental academic advisor.
3. The student will complete the top portion of the form prior to the advising appointment.
4. The student and the advisor will develop a completed schedule of preferred and alternative
courses. Be sure to list course code and section. Example: ENG 101 005.
5. The advisor will put the preferred courses in the student’s MyNKU registration cart.
6. The advisor and student will sign the Schedule Approval From and the student will return the
form to UC 218C or email directly to Amy Racke (RackeA@nku.edu).
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To return to Good Standing, students must earn a 2.0 cumulative GPA. It may not be possible for
students on probation to earn a 2.0 in a single semester. In this case, students must earn a 2.25
semester GPA in order and will remain on Probation for multiple semesters until a cumulative 2.0 GPA is
earned.
Failure to earn a 2.25 semester GPA will result in suspension from the university.
6.5.3. Academic Suspension
First Suspension
1. A student suspended from NKU or another institution for the first time for academic reasons is
required to remain out of school for at least two full semesters (counting only spring and fall).
2. After serving the period of suspension, a student may be reinstated or admitted to the university.
a. To be reinstated or admitted, the student must meet with the dean (or dean’s designee) for
the student’s college or if the student is “undeclared,” the director of Norse Advising, to
discuss academic standing and future direction.
b. This meeting must occur by August 1 for fall semester, December 1 for spring semester, and
May 1 for summer sessions.
3. If the suspended student has remained out of school for more than two years, the student must
complete and submit an application for readmission to the university once reinstatement has been
approved.
4. Step #2 also applies to students transferring to NKU who are ineligible to return to their previous
institution(s) because of academic deficiencies or if they have a cumulative GPA of less than 2.00
Second Suspension
1. A student suspended a second time is required to remain out of school for at least two full
semesters (counting only spring and fall).
2. The student will not be reinstated to NKU except in unusual circumstances and then only if the
following conditions are met:
a. The student meets with the appropriate college dean (or dean’s designee) or the director of
Norse Advising if he or she lacks a declared major and obtains a positive recommendation
for reinstatement.
b. The student submits an appeal letter to the ad hoc group described in (c) below.
c. An ad hoc group, consisting of the dean (or dean’s designee) from each of the
undergraduate colleges plus the director of Norse Advising, approves the student’s request
for readmission.
3. Steps (a) through (c) are completed by August 1 for fall semester, December 1 for spring semester,
and May 1 for summer sessions.
4. If reinstatement is approved, the student must then complete and submit an application for
readmission to the university.
Students who are on Academic Probation and do not earn a semester gpa of 2.25 are suspended from
the university for one academic year (fall, spring and summer).

96

Requirements to Complete
To return to the university, students must request a reinstatement from the Assistant Dean. To be
reinstated, student will need to have an in-person meeting with the Assistant Dean and submit a
reflective essay discussing how they plan to make improvements for academic success upon return.
After returning to NKU, students will remain on Probation and must earn a semester GPA of 2.25 each
semester until the cumulative GPA rises over a 2.0. Failure to earn a 2.25 semester GPA will again result
in the student being suspended.
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Chapter 7.
Campus Resources,
Contact Persons, and
Information
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7.1. CONTACTS WITHIN THE DEPARTMENT

PHYSICS, GEOLOGY & ENGINEERING TECHNOLOGY
FACULTY
Allameh, Seyed (Dir. Eng. Tech.)
Azad, Saeed
Bresser, Wayne
Cain, David (PHY 211/213 coord.)
De Lee, Nathan (Dir. Astronomy)
Divaratne, Dilupama (Academic Advisor)
Dixit, Nilesh
Draper, Ralph
Feghali, Elias
Fitzgerald, Ty
Fernando, Sharmanthie (Chair, Dir. Geology)
Harris, Ann
Henry, Hugh
Hobbie, Skip
Hunter, Sarah
Ihlenfeldt, Marian
Johnson, Sarah
Kumara, Nuwan
Leu, Mircea Bogdan
Luessen, Michael
Maheshwari, Zeel
McColgan, Paul
Mihindukulasooriya, Nivanthi
Miller, Roger
Nutter, Scott (Dir. Physics)
Ramkumar, Chari (Dir. Pre-Engineering)
Reizner, Julie
Robers, Dave
Sadat-Hossieny, Morteza
Sarkar, Souvik
Shin, Minchul
Speights, Christa (Planetarium Director)
Sun, Gang (Electronics Eng. Tech coord.)
Swearingen, Jeremy
Thornton, Rachel
Xue, Yong
Yazdanpour, Mahdi
Zacate, Matthew
Zhou, Peng
STAFF
Fearon, Jamie (Academic Coordinator)
Lehrter, Mike (Lab Mgr)
IT SUPPORT
Jack Cooper (Business Center IT)
Sarah Baker (Science Center IT)
NKU IT Support

SPRING 2021 FACULTY & STAFF
AREA
EGT
EGT
PHY/AST
PHY/AST
AST
PHY/ADVISING
GLY
EGT
EGT
EGT
PHY
GLY
PHY
EGT
GLY
EGT
GLY
PHY
AST
GLY
EGT
GLY
GLY
EGT
PHY
PHY/AST
GLY
EGT
EGT
PHY
EGT
PHY/AST
EGT
PHY
GLY
PHY
EGT
PHY
GLY

OFFICE
BC 231
BC 226
SC 143
SC 141
SC 146
SC 243
SC 252
BC 220
BC 220
BC 220
SC 204-I
N/A
LA 529
BC 228
N/A
BC 220
SC 250
SC 151
N/A
N/A
BC 233
N/A
SC 251
BC 119 A
SC 147
SC 142
N/A
BC 220
BC 232
SC 114
BC 230
SC 444
BC 225
N/A
SC 453
SC 112
BC 229
SC 144
SC 152

EMAIL
allamehs1@nku.edu
azads1@nku.edu
bresserw@nku.edu
caind3@nku.edu
deleenm@nku.edu
divaratned1@nku.edu
dixitn1@nku.edu
draperra@nku.edu
feghalie@nku.edu
fitzgeralt3@nku.edu
fernando@nku.edu
harrisa29@nku.edu
henryh1@nku.edu
hobbier1@nku.edu
christens@nku.edu
ihlenfeldm1@nku.edu
johnsonsa@nku.edu
kumarap1@nku.edu
leum1@nku.edu
luessenm2@nku.edu
maheshwarz1@nku.edu
mccolganp1@nku.edu
mihindukul1@nku.edu
millerr@nku.edu
nutters@nku.edu
ramkumarc@nku.edu
reiznerj1@nku.edu
robersd1@nku.edu
sadathossien@nku.edu
sarkars2@nku.edu
shinm3@nku.edu
speightsc1@nku.edu
sung1@nku.edu
swearingej1@nku.edu
thorntonr3@nku.edu
xuey1@nku.edu
yazdanpoum1@nku.edu
zacatem1@nku.edu
zhoup1@nku.edu

EXT
5759
5363
6678
7513
5492
5541
6907
contact via email
contact via email
contact via email
6549
contact via email
contact via email
5767
contact via email
contact via email
5412
5414
contact via email
contact via email
5308
contact via email
6906
5183
5369
5405
contact via email
contact via email
5762
7833
5186
5115
5385
contact via email
1523
5843
5790
1365
6683

PHY/GLY/EGT
PHY/GLY/EGT

SC 204H/BC 234
SC 129/ BC 121

fearonj1@nku.edu
lehrterm1@nku.edu

5309
7661

IT
IT

BC 329
SC 221

cooperj12@nku.edu
bakers31@nku.edu

5704
5446
6911
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7.2. ARTS & SCIENCES ADVISING CENTER
The Arts & Science Advising Center serves as the central office for advising. In addition to advising
Undeclared majors and Integrative Studies majors, the Advising Center assists with student success,
advisor training and providing support to students that may have unique or extenuating circumstances.
The Advising Center hours are 8:15 – 4:30 Monday through Friday, and the office is located in UC 218C.
The Advising Center can be reached at 859-572-5494.

7.3. ADMISSIONS
For information about transcripts, transfer credits, equivalencies, missing tests scores or any general
admission related questions (mostly for Freshmen advising) visit the Admissions webpage. If you or a
student has questions, you can contact them at nkuadmissions@nku.edu or you can reach out to
admissions office staff directly, using the Admissions Office Contact Page.

7.4. STUDENT ACCOUNTS SERVICES
For questions related to Tuition, billing, In state/out of state tuition information, Account holds, Balance
in accounts, Tuition due dates, Tuition reimbursement etc. visit the Student Accounts Services webpage.
For general inquiries you can e-mail the office at studentaccountservices@nku.edu or reach out to a
member of the Student Accounts Services staff directly using their Contact Page.
7.5. FINANCIAL AID AND SCHOLARSHIPS
For all the scholarship information, financial aid applications, types of financial aids, Tuition for
individual students based on their scholarship etc. visit the Financial Aid Office webpage. For general
inquiries you can e-mail the office at ofa@nku.edu. View their Contact Page for more information about
their office hours.

7.6. CONTACT FOR COMPLETE REQ. DEFICIENCIES
For Reading and Writing deficiencies, please contact Diane Williams at williamsd@nku.edu
For Math test deficiencies and ALEKS info, please contact the Math Department at math@nku.edu or
directly to the department chair, Brook Buckley at buckleyb1@nku.edu.

7.7. INTERNATIONAL OFFICE (ISSS)
NKU’s International Student and Scholar Services office provides support for NKU’s international students.
If you have an international student advisee with questions about immigration paperwork, employment
paperwork, scholarships, or any issue related to their international status, visit the ISSS website. You can
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also contact the office at isss@nku.edu for general inquiries or contact a specific staff member by using
their contact page.

7.8. CONTACT INFORMATION FOR ADVISING LEADS IN OTHER DEPARTMENTS
Advisors who advise in A&S Disciplines
Biology
Lynn Crane
Chemistry
Julia Yang Bedell
English
Kendra Conley
History & Geography
Rebekah Richardson
Mathematics and Stats
Kevin Corea
Physics, Geology, & Engineering
Dilupama Divarante
Technology
Political Science / on campus CJ /
International Studies / Law
Political Science / on campus CJ /
International Studies / Law
Criminal Justice Online
Organizational Leadership
Organizational Leadership
Psychology
Psychology
Psychology
Sociology
Anthropology
Philosophy
World Languages and Literature
Music
Theatre and Dance
Visual Arts
Visual Arts
Integrative Studies
Undeclared A&S

BUSINESS
Director
Director of Recruitment and
Retention
Academic Coordinator

Advisors

E-Mail
cranel1
bedell
conleyk3
richardsor5
coreak1

Phone
5306
5388
1394
5542
7581

SC 203

divaratned1

5541

Aprile Conrad Redden

FH 560D

reddena

1541

Rhea Floyd

FH 560C

floydr3

1961

Alexis Miller
Amanda Kilmer
Erika Jay
Elijah White
Kathy O'Connor
Rachael Clark
David Bourne
Monica Wakefield (<29hours)
Judy Voelker (30-89 hours)
Douglas Hume (>90hours)
Augustine Yaw FrimpongMansoh
Kevin Corea
Joan Brummer
Nicole Perrone
Candice Van Lovern Geis
Courtney McManus
Amanda Laskowski
Jasmine Hardy

FH 561 H
FH 555J
FH 560A
MP 315
MEP 317
MEP 311
LA 234
LA 217F
LA 217E
LA217D

millera11
kilmera
jaye1
whitee9
oconnorka
clarkr7
bournew1
wakefieldm2
voelkerj1
humed1

1320
5247
6344
5478
5314
6508
5258
6591
1569
5702

LA240

frimpongma1

7546

MP 405
FA 253B
FA 222
FA 333
FA330
UC 218D
UC 218E

coreak1
brummerj1
perronen1
vanloverec1
mcmanusc3
laskowskia1
hardyj5

7581
5902
7764
1521
7907
5924
6477

Advising Across Campus
General Line: 6134
Jessica Ferguson

Address
SC 203
SC 203C
LA 515
MEP 230
MP 405

ADDRESS
BC 206D

EMAIL
fergusonj4

PHONE
5857

Olena Pilyayeva

BC 206A

pilyayevao

7738

Hayden Skinner-Fine
Chris Bukas
Jill Snider
Hardik Patel

BC 206
BC 211
BC 209
BC 217

skinnerfih1
bukasc1
sniderj6
patelh7

7902
6967
1460
1983

LeShauna Persley

BC 213

persleyl

5719
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EDUCATION
Director / Last Names S-Z
Assistant Director / Last Names MR

General Line: 6944
Anna Stryker

MEP 230

strykera1

6633

Joshua Brittingham

MEP 230

brittinghj1

1980

Erin Sanders

sanderse

UC 210

Maren Harris
Patsy Fisk

MEP 230
MEP 230

harrism31
fiskp1

5542
6634

Cathleen Wolff

FH 461D

wolffc2

5552

Ashley Galinger

UC 210

galingera1

6175

Nick Pflum
Caitlin Drouillard Ahlrichs
Thomas Liauba

UC 210
FH 461F
FH 457

pflumn1
drouillarc1
liaubat1

1324
5756
5777

RN to BSN, Health Science, Resp.
Care, Nurse Anesthesia

Dyane Foltz

FH 461E

foltzd1

6071

RN to BSN & Health Science
Grad Students C-I
Grad Students J-P
Grad Students Q-Z
L-Z SW and Social Justice minors
A-K SW and Social Justice minors

Gwenette Gaddis
Jennifer Boblitt-Johnson
Staci Hunt
Paige Long
Deborah Henry
Vacant

FH 457
FH 461H
FH 461K
FH 455F
FH 459
FH 457

gaddisg1
boblittjoj1
huntramses1
longp2
henryde

6577
5688
6535
5173
1442
6127

Emily Wagner

FH 455G

wagnere4

6902

General Line: 7670
Rebecca Hamm

hammr4

GH 404D

1398

Megan Schmidt

schmidtm17

GH 410

7929

Kara Thompson

thompsonk14

GH 404C

7726

Rob Rundle

rundler1

GH 404E

5481

Lisa Brun
Jennifer Ungerleider
Dann Ginn
Tina Curtis
Jill Liebisch
General Line: 6900
Frank Robinson

brunl2
ungerleidj1
ginnd2
curtisc5
liebischj

GH 404H
GH 404F
GH 404B
GH 404G
SL 500

7746
7929
1999
5333
6154

robinsonf1

UC 210C

6536

Amy Pieper

pipera3

UC 210

5657

Susan Ryman
Megan LaDow
Rosanne Von Handorf
Mike Irvin
Casey Thompson
Terkerah Washington

rymans1
ladowm1
vonhandorfr
irvinm1
thompsonc
washingtonte

UC 210
UC 210
UC 210
UC 210
UC 210
UC 210

6901
6139
6602
7862
6900
6646

College of Education First Year
Advisor

Last Names A-D
Last Names E-L

HEALTH PROFESSIONS
Director / Grad Students A-B
A-K First Year Students/Premajors
L-Z First Year Students/Pre-majors
Last Names A-K
Last Names L-Z

Exercise Sci, Physical Edu, Human
Services & Adcitions; Alethic Training
(SP 2022 Grads)

INFORMATICS
Director
Assistant Director of Recruitment
& Retention
Assistant Director of Advising/A-B
Last Names A-B (Temporary
Advisor)
Last Names C-Ha
Last names Hb-L
Last Names M-R
Last Names S-Z
Library Informatics
NORSE ADVISING
Director
Assistant Director/Pathfinders
Director
Academic Specialist
Advising Programs Coordinator
Secretary
Advisor
Advisor
Advisor
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