
COUNSELORS’ MANUAL

To be used in conjunction with other documents such as the ARC catalog etc.

· This document started out as a “cheat sheet” for me; other counselors saw it & suggested that I make it available for others as well. 

· It is an ongoing project that is constantly updated, and only periodically printed.

To get an updated copy, go to the following:
· http:inside.arc.losrios.edu
· next to “Student Services” tab
· next to “Counselors’ Resources”
· then “ARC Resources”
For your convenience, the linked documents are printed & filed at the end
of the “Counselors Manual” binder (alphabetically according to the Table of Contents).

There are two reference copies for counselors to use.

One is kept in the cabinet, behind the “Quick Question Counselor”, 

the other is on the shelf in the back room.
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FOREWORD

It has been a dream of mine to be able to collect & archive all information relating to the day-to-day function of a counselor.

I have marveled at how much information we receive, process, have to remember and recall at moment’s notice.  Watching others being lost without the necessary knowledge of the history and experiencing the frustration first hand when I couldn’t locate a specific memorandum that is so important to enable me to help the student at that moment.  I often wished there was a Counseling Manual that incorporates all and is updated on a regular basis.  

John McGregor had started a binder that is kept by the drop-in counter, for all to access.  This binder grew to 2 then to 3, and hard to access for a short person or a person with carpal tunnel.  When John retired, he did not leave a chip from his brain for me as I had requested.  So, we will start building from here and go back to history whenever possible.   Technology has allowed me to realize this dream & have it be accessible to us any time, without having to carry all those binders around or constantly looking and wondering who used it last.  Moreover, with this medium, updating is instantaneous.

This “Resource Manual” is developed to provide “nut & bolt” information for all counselors.  I will try to limit words and reading to the minimum. Most of the time, I will only list the steps, and will include memos and documents important to establish history.  Documents that I receive electronically will be linked, so originality is reserved.  If you are in an area where you occasionally receive information from other sources relating to counseling, please remember to send me updates to those files as well. 

For new counselors, it is a “fast” way to find out how to do things, and then check with a “veteran” counselor for more background or history.  For veteran counselors, this should serve as a “cheat sheet” as we approach the time when older history is more vivid than recently developed guidelines and changes are too numerous to keep up.

This manual by no means replaces the catalogue or other official documents.  Periodic consultation with another counselor, second and third opinion should remain as an important step.

This will be a “community” document, and will always be “improving”.  For it to be useful, it needs to be used by everyone, and everyone’s contributions are actively sought and sincerely appreciated.  



“Only when all contribute their firewood can they build up a strong fire”. 

Chinese proverb

Thuan Bui
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COUNSELING MISSION STATEMENT

The mission of the American River College counseling center is to provide students and potential students with the comprehensive academic, career and personal counseling necessary to successfully reach their educational goals.  These services are provided through individual counseling, group counseling and Human Career Development classes.  Counseling services are provided in an environment which recognizes the diversity of our student body and values the worth and dignity of each student.  

The counseling center serves as a conduit for information on instructional programs, student services programs, transfer information, state mandates and community resources.  

This wealth of information provides counseling faculty with a unique global view to assist students and other faculty in making quality educational decisions.
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I. ACADEMIC POLICIES and PROCEDURES 

Academic Renewal

Students may wish to have a substandard grade discounted from their grade point average by petitioning for academic renewal.  Substandard grades are defined as “D” or “F”.

These conditions have to be met before submitting a petition:

· Twelve (12) consecutive months shall have elapsed since the end of the semester or summer session in which the work to be alleviated was recorded. (Policy changed March 2007, Board R7252.5) 
· Twelve (12) units of “C’s” have been earned (from ARC or any regionally accredited institution)

· An “Academic Renewal petition” (In printed form, look under “Student Petition” for linked document) is filed after both of these conditions have been met

· A maximum of 30 units are allowed to be academically renewed

· Use caution when doing academic renewal, because once a course is academically renewed, it cannot be repeated here at American River College.
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Add/Drop 

Student dropped for non-payment (from Celia (March 2003)

“Hi everyone- You may have seen a new code indicating a student was dropped- “ECPR” means student was dropped through the auto-drop function for non-payment.  If the student is still attending the class, the student must:

1. Secure the faculty signature for the class

2. Secure the area dean’s signature

Complete a student petition requesting to be enrolled in the class (counselor’s signature NOT required). 

Submit the signed add slip with the student petition to my office.  If approved, student will need to post payment prior to our enrolling the student.  Students who do not appear on a class roster should not be allowed to continue attending until proof of enrollment and payment is provided to the faculty.
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AP, CLEP and IB Scores
· To apply the CLEP, IB or AP scores for ARC graduation, check the ARC Counselors Resources or click one of the following links: CLEP chart, IB chart, or AP chart
For the Associate degree
· “College Grade Report” must be on file

· follow policy in ARC catalog.  If course is not listed, use “area”
· A “Student Petition” is still needed for major requirement  

· the credits are not listed on student’s transcript (at least for now), they should be on Scanned for OnBase.

For transfer

· For more specific use, such as major etc., consult the particular college/university catalog.
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Assessment

The ARC Assessment Center accepts the following Assessment Scores in transfer:

· CTEP (raw scores for all three CTEP tests together). 

· FLC and CRC are the only other Los Rios schools currently using CTEP.

· Any passing score on a Los Rios competency test for Reading or Math.

The ARC Assessment Center only accepts official Assessment scores, sent directly to the ARC Assessment Center in the following manner:

· Via fax to (916) 484-8425

· Via inter-office mail

· Via US mail

(per Jerome Lahey memo Jan/14/2008.  Click here for the complete memo (in hard copy look under “ARC Assessment”))
Beginning October 1, 2003 

· only the CTEP is used for placement 

Effective 8/1/04, 

· students are permitted only one attempt on the CTEP.  

· However, if a student took the CTEP prior to 8/1/04, they are able to retest once without a referral from counseling.  

· Any student who has an initial attempt on or after this date must see a counselor in order to get a “retest” form for retesting.

Beginning 02/01/2005

· ARC will only accept raw scores from the CTEP.  Results must be “interpreted” by the Assessment center.  Only official scores, sent directly to the center via fax, inter-office mail or US mail, are accepted. The easiest way for students is to contact the other school’s Assessment Center and ask that the scores be faxed directly to ARC Assessment Center at (916) 484-8425. Once the scores have been faxed, the student should call the ARC Assessment Center at (916) 484-8423 to confirm that the scores have been faxed and are ready for pick up. Student should bring a photo ID to pick up. The contact number for Los Rios Assessment Centers are:
· CRC- (916) 691-7332

· FLC (916) 608-6573

· SCC (916) 558-2540
The ATB (Ability To Benefit)Test 

· will not be counted toward the maximum 2 attempts allowed for reading competency, nor will a score of 85 on the COMPASS reading section meet competency if the student takes it for ATB purposes.  

· There is no limit on the number of attempts at the ATB, however ALL tests must be passed at the same time

· To determine whether the COMPASS was used for ATB, counselors should look at the “atb” column in the assessment database.  It will indicate a “P” or “F” if the test was taken for financial aid purposes. 

· In addition to the GED, the California High School Proficiency Exam is accepted as equivalent to a high school diploma. Therefore, a student who has the High School Proficiency Exam does not need to take the ATB.
Retest policy for ESL 

On January 28, 2010, the Faculty Senate made a decision on the ESL retest policy:

“As stated in the supporting documentation, standard practice for ESL assessment is for students to test no more often than every two years until they begin taking courses in ESL unless a counselor approves a retest, though there are legitimate reasons for a student to re-test sooner. The current proposal would allow for a retest without approval from counselor.”
(Per Faculty minutes, January 28,2010)
The Government & Constitutional Test


Usually for students transferred from out of state; this test is given at the Natomas Center, the phone number is 916- 485-6000
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Catalog Rights, Establishing and Maintaining

Board Policy on Catalog Rights:http://www.losrios.edu/legal/Policies/P-7000/P-7242.htm

Exceptions to the above rules:

1. To maintain original catalog with a break in attendance:

a. For verified medical and military situations that prevent students from attending, a leave of  2 maximum “successive years”  are allowed. (Board Policy P-7243.1.2)

2. if the student has completed all requirements before the break, except:

a. one course (valued from .5 to a maximum of 5 units) and 

b. any competency 

3. Split Catalogs: student can use one catalog year for GE and one for major 

4. Major catalog variations: 

a. Use the catalog when student starts/ changes their major.

b. When the major requirements change substantially

i. If student has taken most of the courses, they can stay with original catalog if the courses they need are still available.

ii. If student has taken most of the courses, but the remaining course(s) have been changed or deleted petition to waive the remaining requirements. Be willing and prepared to:

1. Make up the missing units, in the case of course(s) chosen from the major department (major electives)

2. Use another course (can be one of the new courses) to substitute for the missing subject.

iii. If student has started major, but has not taken many of the requirements, and some courses under the old requirements have been changed or deleted, students can choose one of the following options:

1. Continue using the original catalog with permission from department to substitute the new courses for the discontinued courses.

2. Use the catalog when the changes occur – (counselor to note this on Curriculum Planning Summary Sheet of this fact.)

3. Use exit catalog (this happens when the department goes through multiple changes and when student comes in to petition for graduation)

Exception: Foreign Languages (see below).

Using Summer Course(s)

ARC catalog year begins with the summer session.  For this reason, when following an ARC GE pattern you can count a course taken in the summer towards the GE pattern for that year. 

For example: A course taken Summer 2002 will count on the 02 - 03 GE pattern for ARC if it appears on the 02 - 03 pattern. 
FOR CATALOG RIGHTS: for the same reason, our business practice has been allowing a student who starts college in the summer to use the catalog right of the previous year.  For returning students, a conversation with an evaluator is recommended to ensure that we are following the board policies and regulations
NOTE: “This is not the current policy for CSU/IGETC certification.  A summer 2002 course,  for CSU and IGETC purposes, has to have appeared on the 02 - 03 CSU/IGETC pattern.  Artic officers are checking state wide to see if this is common policy.”  Carolyn Reisner (November 02)
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Foreign Language & Catalog

· Normally, in order to use a course for graduation requirement, it has to appear on the year that it is taken with the exception of foreign language being used for area I, or Humanities.  This clarification came from Jerome in Evaluations:

Per -Jerome (May ’04):  “the foreign language courses used to satisfy Humanities in the current catalog can be "grandfathered" back. This includes Sign Language. Before the number changes, these courses were generally numbered 1A, 1B, 2A, 2B for languages such as Spanish and French etc. The Sign Language courses were numbered 1,2,3,4. Other language courses (conversation courses, etc) do not count toward Humanities, unless they also appear in the GE pattern. 
· A language course appearing in a later GE pattern can be grandfathered back. (Example: A student took Sign Language 1 in Fall 1995. At that time Sign Language 1 could not be used for Humanities. She will graduate in 2004 and may use this course to satisfy her Humanities requirement because SILA 305 (formerly SILA 1) is now in the GE pattern. 

· LANGUAGE COURSES NOT APPEARING IN THE GE PATTERN CANNOT BE USED IN THE HUMANITIES AREA. (Example, a student wishes to use Spanish 11A, Conversational Spanish, taken in 1997 to satisfy her Humanities. She cannot, because this course was never in the GE pattern.
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Credit By Exam 
A student who wishes to receive credits for experience or previous training may be allowed to take a special examination in which they are not registered or has not received previous credits. These are the specifics: 

· student has completed 12 units in residence, is currently enrolled and is in good standing.

· a maximum of 15 units are allowed by examination

· the units granted are recorded as CR, and not assigned a letter grade 

· units earned by credit by exam may  not be used to satisfy the 12 units in residence for graduation

· student will have to pay for the units before they are posted on their transcript.


Click here for: Memo from Jimmy Mraule (In Printed form, look under “Credit by Exam”)
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Dismissed/ Probation/PFE Students

Board Policy: http://www.losrios.edu/legal/Policies/P-2000/P-2231.htm
· First-time students should have a folder from the PFE office, if you need to check, the number is 8628 (Diana or Alice).  

· Dismissed students must attend a group meeting and file a petition for re-admission if they want to continue the semester immediately following the semester they are dismissed (usually the Spring).  

· Call the PFE for details such as deadlines and other pertinent information.

· Specific questions about PFE and Dismissed Students should be addressed to Bob Hartin.

Grades

Removal of “W” Notations

Under VERY special circumstances students can request to have “W” removed from their records, click on the link below for more information

Removal of W Notations:(In printed form, look under “Removal of W Notations”)
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Graduation    


Catalog Rights:

Memo From Robin Neal (2/14/2011):

	This policy pertains to students who followed AA/AS degree requirements under a previous catalog but did not graduate and have since lost their catalog rights.

Revised from:  November 15, 1996 memo

A.  The students who completed all requirements can file a petition for graduation using a previous catalog.


B.   Students missing only one course and/or one competency (test or course*) can make these up and maintain previous catalog rights.  Students who need to complete pre-requisite courses in order to qualify for entrance into courses meeting competency will not be eligible.

*  ”Split” courses, such as Math 123 & 124, are considered to be one course.


Competency Requirements

1. Math Competency:

· Four attempts in a 2 year period.  

· Two attempts per semester, thirty days between attempts 

· One attempt in the summer
· Passing score:   College Board DTMS Algebra  (paper/pencil)
pass = 24/35

2. Reading competency:   

Beginning October 1, 2003, 

· CTEP was used as an assessment instrument, and COMPASS became the only test used for reading competency for graduation.  The Reading Competency policy has been changed as followed :
· any student who has passed the Reading Competency test prior to October 1, 2003 will fulfill this requirement, regardless of any conditions previously required. 
· Beginning October 2003, students will only have two (2) attempts (district-wide) at the COMPASS for reading competency regardless of number of attempts prior to October 2003. 

· No pass-along– Course taken at another college must be equivalent to ours (not simply because the course satisfies their reading competency) Exception: ARC accepts courses or competency tests from Los Rios colleges if they meet requirements at that college.
· Any of the following ARC test score qualifies for Reading Competency:


Multiple Measures,  Beginning October 2006

· Multiple measures are applied to the Competency test (COMPASS). Students who took the test prior to this date and missed the cut off score by a maximum  of 3 points may be able to raise their score if they meet one or more of these added multiple measures:

· Have a diploma from a United States high school (1 point)

· Have a college degree- (from any where) (1 point)

· Completed ENGRD 116 with a “B” or better (1 point)

Counselor needs to document the new score with the added multiple measure on the Curriculum Planning Summary Sheet and send a copy to Olga in the Assessment Center. She will then update the data base.

As of spring 2004,

CTEP is no longer used for competency!

3. Writing competency:

· Effective with 2010/2011 catalog, possessing a BA/BS or higher from a “regionally accredited” college in the US will satisfy this requirement.  (as well as the Reading and Math Competencies)
Classes (if equivalent to ARC classes) from other colleges can be used for competencies (a grade of “C” or higher is required), even if they are not used for general/graduation requirements.  Click here for entire email message
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Curriculum planning form:  

Must have:

· 60 units that you can use to satisfy the AA degree.
· 12 earned in residence (exclude AP, credit by exam etc.)
· if student chooses options  CSU GE or IGETC * for a major (on ARC Graduation list) 

· ALL ARC general education requirements have to be met, for example Ethnic/Multi Cultural Studies and Physical Education.  

· You only need to fill out the general education portion of the Curriculum Planning Summary Sheet; write CSU GE or IGET where in the “major” portion &  

· attach the appropriate pattern

Do not count:

· # 200 courses (if taken after Fall ‘89)

·  # 1-99 courses (if taken after Spring 2003) 

· # 1000 courses (beginning Summer 2003)
· * no longer available with 2008/09 catalog
Double counting:

In General Education:  
only the F category

Gen Ed. & Major:  
see memo from Robin Neal below:
December 18, 2007

RE:
Course Counting for Degrees

Title V regulations allow a course to meet both major and general education requirements for the degree.  Our past practice allowed double counting only if the total units unique to the major did not drop below 18.  

Effective immediately, there is no limit to the number of major courses that can also be applied to general education requirements.  Sixty (60) degree applicable units are still needed to satisfy degree requirements.  This change in business practice enhances student opportunities for degree completion and will result in an increase of degrees awarded
      Top of Document
Ethnic/ Multicultural studies

Guidelines to use for courses to satisfy the Ethnic/Multicultural studies requirement, 

2.5 Ethnic/Multicultural Studies

2.5.1 One 3-unit Ethnic/Multicultural studies course must be completed within the 60 unit graduation requirement. The course may be completed as part of the 21 unit general education pattern, as a course required by the major, or an elective course.

2.5.1.1 Courses in Ethnic/Multicultural studies examine significant aspects of the culture, contributions and social experiences of underrepresented ethnic/racial groups in the U.S., or the history and cultural traditions of non-western societies. Non-western courses should focus on non-Eurocentric cultures.

2.5.1.2 All courses should be comparative among multiple social groups and should include analysis of concepts of ethnicity, ethnocentrism and racism, and how they shape and explain ethnic experience.

For the entire board policy, click on this link: 

http://www.losrios.edu/legal/Policies/P-7000/P-7241.htm
On using courses from other colleges:
“…CSUS evaluator I learned that CSUS does not honor its own courses taken prior to 1990 for their Race and Ethnicity requirement.  In other words, no grandfathering in of Hist 17A or any other course that appears on their list. “(per BP, 6/18/09)
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Getting Two Associate degrees  

Beginning with Summer 2004, 

· the AA/AS diplomas will reflect the specific major and students can petition for multiple degrees.  They will receive a diploma for each degree they apply and qualify for.

· Students need to file one petition per degree requested even if they are the same i.e: 2 Associates of Arts or 2 Associates of  Science.  

· One Curriculum Planning Summary Sheet for each degree 

· For General Education Transfer or IGETC majors, just attach a copy of the CSU or IGETC certification form to the Curriculum Summary Sheet.  However, beginning Fall 2008, these majors are no longer offered.  
· pay attention to these ARC graduation requirements:

· 60 units, 

· P.E. (if using IGETC)

· Ethnic/ Multi-cultural Studies

· Competencies

· Attach a copy of the Curriculum Summary Sheet to the graduation petition.
· Include the “Graduation Petition Receipt” with the entire packet. Circling the due date along with verbal reminder may be helpful. 
· Replacement cost is $ 25.00 per diploma
Multiple degrees from Los Rios
· Effective September 23, 2008 students who have an A.A. or A.S. degree from ARC and are requesting a second A.A. or A.S. are only required to complete the major requirements in the catalog they are using for graduation. 
· ADDENDUM:  November 30, 2010: The policy above has been amended to include A.A./A.S. degrees from all Los Rios Colleges.  Per Robin Neal Memo 9/23/08
Previous AA degree from another college 

If student has a previous AA or AS degree from a college outside of the Los Rios district, ALL general education and competencies have to be met.  Beware that an Associate in Applied Science is not as a full associate degree as explained by Brian Pond’s email message: 

Please read the attached message regarding the distinction between an Associate in Arts and an Associate in Applied Science at MTI College.  Marianne was also able to determine that Heald College makes the same distinction in awarding degrees.  Per Robin and the Graduation Requirements Workgroup, the primary implication for our students:
· Students who bring us “diplomas” from these and other colleges that do not consider an Associate in Applied Science to be a full Associate in Arts will still need to meet the writing and reading competencies.
· Students who bring us “diplomas” from these and other colleges that do not consider an Associate in Applied Science to be a full Associate in Arts will not meet the reading eligibility for ARC’s nursing program. 
As new transcripts come in our evaluations staff will be lining out the Associate in Applied Science notations.  For transcripts that are already in Onbase, counselors will have to do their best to identify them as they come up and let evaluations know so that they can do the line out.  To add to the confusion, evidently some out of state colleges grant Associate in Applied Science degrees that are considered to be equivalent to an Associate in Arts. When you see these transcripts it would be wise to check with an evaluator to verify the equivalency. If you have questions, I know that Marianne will be happy to clarify anything I may have left out! (Nov. 2008)
Previous BA or BS Degrees

“In the Spring of 2003”

 the District approved the policy that students already possessing a BA or BS from a regionally accredited college in the US will be waived the requirement of meeting our GE and Competency requirements in order to earn an AA or AS from a Los Rios College.  This policy pertains to all of our students effective 2003 no matter what their 'catalog year' is” (Carol Reisner, 9/04)
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IMPORTANT NOTES:

· Be sure your signature is legible (and/ or write your name) on ALL paper work, ie: graduation petition, pre-requisite verification etc.

· DO NOT write on official transcripts that students bring in.  Make a copy if you want to write on it.  Write on the envelope: “Open by… date…” and put it in Debbie Hix’es box.
Unit Requirements 

(using quarter units)

· In areas of ARC's GE pattern that require 3 semester units we will accept 4 quarter units - we count them as 2.7 semester units and will 'fudge' .3 units.

· If the area requires 6 total semester units - you would have to have at least 5.7 units so two - 4 quarter unit courses would not be enough since that would only add up to 5.3 semester units.  The student would have to make up units.

Carol (email 5/13/04)
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IGETC and GE as Majors

Effective Fall 08, these two degrees are no longer offered, but they can get certificates.  In the ARC catalog, look under Interdisciplinary Studies.  Students can get these degrees if they have catalog rights prior to 2008/09
IGECT Certification Associate Degree:  

· According to evaluators, for catalog year, you can list the start catalog year, the ending catalog year or any in between where most appropriate.  

· Once again, courses will count if completed the semester they were on the pattern regardless of catalog year listed.

CSU Certification Associate Degrees:  

· You need to list a catalog year.  

· Standard operating procedure for this degree is the start catalog year that is the first when the student started.  

· If the student took a break, then use the catalog when they returned and maintained continuous enrollment.  

· For degree purposes too - evaluators will count the course if it counted when it was taken regardless of catalog year. 

· Be sure to list the correct catalog year on the Graduation Petition.
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Leave of Absence

Board policy on Leave of Absence:

http://www.losrios.edu/legal/Policies/P-7000/P-7243.htm
· For a one semester leave, no petition is necessary.  

· For verified medical and military situations that prevent students from attending, a maximum if of 2 “successive years” of leave are allowed. (Board Policy P-7243.1.2)
· Students retain catalog rights; however the student will lose “priority for registration”.
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Major, Change of …

· “As a reminder, students can only indicate an Educational goal change ONCE online using the supplemental enrollment form.  This can only happen at the time they update their form prior to enrolling for the next term.” (Per Celia Esposito, July 8, 2003).

· When necessary to change (i.e: for financial aid purposes), students can file an Educational Goal at the Enrollment Services.
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Multiple degrees 

see “Getting Two Associate Degrees”
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Over Max Units

· Student petitions requesting overload (over max units) must specify the class(es) they want to enroll in- class number- on the petition.  PeopleSoft requires that in order to approve overload, you must attach it to a specific class.  If the student provides us with this info. then if it’s approved we can put them in the class and save them a step of having to go in person to eServices.  If they don’t provide this info., then they will not be able to enroll online or using TES.  (May 22, 02, Celia Esposito) 
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Pass/No Pass Grade
To receive P/NP (formerly CR/NC) rather than a grade, student needs to:

· petition, using the  “P/NP petition” (get from A& R or from the ARC website, A/R Forms)

· follow deadline per class schedule 

· only 1 course per semester and only 20 units are allowed toward degree
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Pre-Requisite Challenge

This option is available for students who feel that they meet the prerequisite through experience, employment.  

· A “Pre-requisite Challenge” form must be filled & submitted to the department according to published deadlines.  

· While waiting for the decision, students should continue attending classes.  

· The committee’s decision is final; there is no appeal, so be sure to inform students to provide as much information and backup documents as possible.
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Repeats 

For a class with substandard grade 

· As per policy stated in the American River College catalog, a student may repeat, twice, a course taken in an accredited college for which substandard grades were received.  For purpose of course repetition, substandard work is defined as a D, F, or NC grade. 

· “Students repeating courses without authorization will be prevented from enrolling or administratively dis-enrolled from the course. 

· Once the course is completed the “Substandard Grade Repeat Form” must be submitted in order to have the first grade(s) discounted, and the last grade calculated in the GPA calculation

For a class with a passing grade

· A Student Petition is necessary for repeating in which student has earned a passing grade because of

· Program requires a certain grade 

· Time lapse (approximately 3 to 5 years or more) 
· Students may also request to repeat courses needed to meet a legally mandated training requirement as a condition of continued paid or volunteer employment.” (Policy is found in ARC catalog under Academic Standards)

·  Only the first grade will be recognized and used in the GPA calculation.
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Student Petitions

This link gives you the different uses for the Student Petition and the logistics as well as strategies to ensure approval.  Click on “Student Petitions” (In printed form, look under “Student Petition”) to get to this document.

Checking on a pending Petition

A shortcut is available on the computer desk top for you to check on the progress of the petition. You can check on whether it has been assigned to anyone in particular, or whether it has been approved or denied.

If you don’t have the shortcut on your desktop, contact Ben Baird (Counseling Center Supervisor) who will coordinate for you to have it put on.
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Transcript Request

Students can now request transcript on line, instructions and form are found by following this link:
http://www.arc.losrios.edu/Admissions/Transcripts.htm
Using Courses From Other Colleges

The Graduation Requirements Workgroup has been meeting since October 2005 to clarify some issues regarding using colleges from other colleges.  Click on “Curriculum Planning Sheet” to read Brian Pond’s summary of the latest.

Converting from Quarter to Semester units 

 (click here) (document to be scanned) 

Using courses to fulfill Competency 

even if the course(s) are not used for general education requirement 

---See email from Brian Pond below:

From: 
Pond, Brian  

Sent:
Wednesday, May 29, 2002 8:02 AM

To:
ARC Counselors; Kirkpatrick, Marianne

Subject: Lined out courses on "Other College Transcripts"

Counselors:

Per Evaluations Department:  Courses that are lined out on other college transcripts can still be used to fulfill competency requirements, specifically mathematics.  The course in question must be equivalent (or higher) to courses listed in the mathematics competency area of the ARC graduation requirements.

Some schools may not count the course towards the degree requirement, therefore ARC would not count the units from that course, but the fact that the course was completed successfully ("C" grade or higher) means that it can be used to fulfill a competency.

When in doubt, check the board regulations: http://www.losrios.edu/legal/Policies/P-7000/P-7241.htm 
General Education:  

use one of these ways to determine:

· “pass-along”: if the course is on the offering institution general education/ graduation pattern

· Use the course the way we would use it if we have a similar course

· The course meets the Los Rios Board Policy
NOTE: The Graduation Requirements Workgroup is working on updating some of these policies. 

For Liberal Arts, 

· no petition needed if the course appears on the CSU General Ed. list.

· if a petition is needed:

· gen.  ed.: decision will be made by Celia Esposito (Dean of Enrollment Services)

· major: decision is made by department

Use of Upper Division Units
1. For General Education: course must meet Board guidelines
2. For Major: petition for department approval

· Be sure that the course(s) meets the minimum units required for each category when converting from Quarter to Semester units:

· 4 quarter units is the minimum to satisfy a 3 semester units requirement
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II.
 ADMISSION

Application





Email sent Mon 8/20/2007 10:31 AM
At this week Student Administration System Liaison Team meeting we discussed the dates for opening up Admission Applications. The result is that we will be opening up applications as follows:. 

· Spring Applications 
The second Tuesday of September

· Summer/Fall 

The second Tuesday of February


I know there was a lot of discussion of various options related to this, (including the second Monday for Spring  / second Tuesday for Summer/Fall), but I believe it will be simpler for everyone to remember the second Tuesday.


Kevin Flash               

Supervisor, Student Administration Systems

Los Rios Community College District

(916) 568-3034
Advanced Education students

Under certain circumstances, high school students are allowed to take up to 6 units or 2 classes at American River College.  Click on the link below to read the full Board policy on Advanced Education:

http://www.losrios.edu/legal/Regulations/R-2000/R-2212.htm
Click on the words “Advance Education” (in hard copy, look under Advanced Education) for procedures on admitting advanced education students.
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Assessment 

For schedule and policy on assessment tests, click on this link: http://www.arc.losrios.edu/~assess/
Math Self-Assessment Test and Pre-requisites:

Non-Transferable Level:

· No placement from counselor is necessary; student can just show instructor the “Certificate of Completion” printed (or reprinted) after the assessment is taken

· A pre-requisite verification is necessary when the student has taken the prerequisite class, transcript is required as documentation.

Transferable Level: 

· ONLY pre-requisite is acceptable by the Math department.  

· The Math Self-Assessment, and a high school or college transcript are required.  

· As with pre-requisite in other subjects: students have the opportunity to go through “Pre-requisite Challenge” process, which means that the department will make the decision based on student’s statement and documents that they provide. 

NOTE: once student has started a class here, SKIPPING is not allowed, therefore no placement is allowed

Test Scores from Other Colleges

Only the CTEP scores are accepted from any other college, and they must be “translated” by the ARC Assessment Center.  No scores will be accepted from students, they must be sent directly to the Assessment Center either via fax (916-484-8425, via inter-office mail or US postal mail. Click here for memo from Jerome Lahey.
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Early Admission
For new students who:

· Are not yet 18

· Are not in high school

· Do not have a high school diploma because they did not pass the high school exit exam.

If they want to attend before turning 18, a special petition needs to be filled out, signed by the student, a parent, and a counselor.  Then it needs to be submitted to Keltie Jones (as the President’s designee) before they are officially admitted.

These students are eligible for the BOGG fee waiver, but NOT for financial aid until they turn 18 and pass the Ability to Benefit (ATB) test.

Follow this link to the form and instructions/procedures: Early Admission Petition
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International students

International students are students from a country outside of the United States, coming to the United States for the main purpose of attending school. They are allowed in the U.S. with an “F” visa.  Visa students are required by the Immigration and Naturalization Service to attend the institution admitting them. It is absolutely essential that applicants comply with the governmental regulations of their home country, as well as those of the United States. Here is the link to the International Students webpate:
http://www.arc.losrios.edu/Support_Services/International_Students.htm 
Jamil Malik handles all International Student affairs, his phone number is:8774.
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Alternative Test Scores

Normally, the TOEFL (Test of English as A Foreign Language) is used to determine eligibility. This memo gives students the alternative test scores to be eligible for admission:

Alternative Test Scores (In printed form, look under “Alternative Test Scores”)


Foreign Transcripts Evaluation

This is the list of agencies to refer students to have their transcript evaluated. It is not free, have students check them out first: 

Transcript Evaluating Agencies (In Printed form, look under “Foreign Transcript Evaluation” and “Current NACES Members”
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Matriculation

Transfers
III.
 ARTICULATION 

With High School – AA Degree Programs

ECE ARTICULATION

Students who complete ROP in high school in ECE receive 3 units of ECE 1 by petitioning with the ECE faculty.  The following outlines the procedures that students have to follow:


[image: image1.png]ARTICULATION AGREEMENT
IN
EARLY CHILDHOOD EDUCATION

LOS RIOS COMMUNITY COLLEGE DISTRICT AND
ROP CAREER WITH CHILDREN PROGRAMS
IN SACRAMENTO, EL DORADO, PLACER AND YOLO COUNTIES

The following agreement is effective immediately and supersedes all
previous articulation agreements. Qualified students who have
completed necessary requirements in an ROP Careers with Children
Program at a high school in Sacramento or Yolo Counties may submit
materials for review to a full time Early Childhood instructor at
any of the colleges of the Los Rios Community College District.
These include American River College, Cosumnes River College,
Folsom Lake Center, and Sacramento City College.

T ¢ Articulati

1. Students who have completed one year in "ROP Careers with
Children" and earned a certificate and a grade of "B" or better on
their transcript, may apply to petition to receive three units of
credit for = i i i

2. Students must submit the following to the college instructor:
/.An ROP Certificate of Proficiency and Skill Sheet.
/.Training Site Information and documentation of hours worked.
/.Written evaluations from teachers in preschools.
v/.Letter of recommendation from ROP teacher.

J/.Evidence of training experiences including two observations
(anecdotal and running record) and complete documentation of
activities done with children.

3. The Los Rios instructor will review all materials, interview
the student and complete a Petition for Credit by Examination. The
instructor will submit the petition to the records office and the
credit for the examination will be noted on the student’s permanent
record as "credit", not a letter grade. Three units of credit will
be granted for ECE 1.

NOTE: The student must have successfully completed 12 units at the
college and be enrolled in good standing before petitioning to
receive credit for ECE 1.

This agreement was drawn by: ROP Careers with Children Program

Instructors And Los Rios Community College District ECE
Instructors.

The Signature Page follows.




(There is no signature page)
Articulations with High School 
Click here for : Articulations with high schools.
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Transfer Admission Agreements (TAA, Tag Etc.)

For University of California:

Click on this link for the current TAA information: http://uctransfer.universityofcalifornia.edu/transfer_admis_guar.html
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IV.
 CRISIS/ PERSONAL COUNSELING 

Community Resources

Click on the word Community Services  (In printed form, look under “Community Services”)for a summary collected from a panel presentation at the April 8, 2005 LRCA conference

On drop-in
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V. REGISTRATION RELATED 

.5 Priority

· Is available only to students who will be enrolling in their final semester/term at ARC due to degree/certificate completion or transfer.  This is a district regulation.

NOTE: this is not appropriate for potential nursing students who try to get into the Biology or other nursing pre-requisite classes.

· Copies of the .5 priority reg. forms are maintained in the student's scanned for OnBase folder, be sure to verify that the student has not previously received approval.

·  A&R staff does not verify that a student is eligible as they have been directed to accept the forms from counselors. (DO NOT give the form to students) 
( Celia 4/14/04 e-mail )

· Counselors turn these in at a designated place (currently, there is a shelf outside Paul Moore office in Admissions office.

Add/Drop/ Withdraw

Advanced Ed. Students 

As you prepare the add/drop request for Advanced Education students, please sign your name in the “Courses to be Dropped” section of the form, not in the Permission Number or Dean’s Signature space.  The staff in eservices will know that your signature is giving the student permission to enroll.

Thank you for your attention to this matter. 

Robin (1/14/04)

Continuing Student Status – Military

ARC students who were called to active duty and who were forced to withdraw from school can ask for continuing student status by following procedures in this 1991 memo from Bob Allegre. Click here for entire document (to be scanned)

Maximum units

Top of Document
Second Repeat 

See “Repeats” or click on “Second Repeat” above
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VI. SPECIAL PROGRAMS 

Athletic Counseling

An athlete faces many rules: multiple eligibilities (conference vs. transfer); exceptions and conditions for everything.  The following link leads to guidelines that are strictly followed by athletes:

California Community College Athletics Eligibility Requirements
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American River College  Eligibility Rules And Requirements 2002-03 

· For complete rules and helpful hints to counsel athletes at American River College, click on the above link

· Be sure to tell student athletes to get in touch with Mike Sachau (8413) as soon as possible; however, if they are already in your office, planning them for the first semester is fine, just  be sure that they have at least 9 – 12 units of “academics.  Then be sure to stress the importance of seeing athletic counselor.
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Cal-WORKs

For a list of approved programs, click here   (In printed form, look under “CALWORKs –Approved Occupations…” ) (Thanks to Susan Goodwin for the list)

 EOP & S 

Students in this program has to meet certain requirements. The attached gives an overview of the program. 
Usually educational plan for EOP &S students have to include at least 4 semesters. Students usually tell you that, or they may just say they are seeing you because they are EOP & S students.

 EXTENDED OPPORTUNITY PROGRAMS & SERVICES

(916) 484-8128 Office Hrs: M, TH, F, 8:00am – 5:00pm T,W, 8:00am – 8:00pm 

Welcome to Extended Opportunity Programs and Services (EOP&S)! 

 We are a student oriented counseling program funded by the State of California.  We provide access through our outreach/recruitment and self- initiation efforts to future and continuing students that face economic and educational challenges. 

We are committed to providing support services which assist our students to experience personal growth and achieve their individual goals for academic success and future career.

The program consist of the following components:

Counseling-academic, career, financial, personal

Priority registration

Book vouchers

Assistance with completing FAFSA (Free Application for Federal Student Aid)

Application fee waivers for CSU and UC


Support services is limited to California residence who are eligible to 


receive the Board of Governors Fee waiver and have academic need.  



For additional information please contact EOP&S at (916) 484-8128 


visit us in the Student Services Building.

*EOP&S eligible students who are single head of household TANF/AFDC recipients may also be eligible to participate in the CARE (Cooperative Agencies Resources in Education) program.


EOP&S/CARE Coordinator:
Diane Delgado


Counselors:
Linda Ennenga, Patsy Idleman, Jackie Mathis and Paul Sakakihara
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Financial Aid

http://www.arc.losrios.edu/Support_Services/Financial_Aid.htm
Effective Fall 2003:

(Financial Aid can only fund classes that pertain to the student’s reported educational objective. 

(Students must have a declared major.

(Students cannot receive aid from two colleges, i.e. ARC and Sierra. 

(ARC students can take classes at CRC or SCC, but the classes must be part of the degree and not offered at ARC.

(Educational plans should be for one semester and include those classes required for the student’s educational objective. If a student insists on taking a class outside of the educational objective, please note that on the ed. plan.

(Units taken at another college or taken without the assistance of financial aid are calculated in the total number units attempted. Beginning Fall 2003 this total will include W’s.

(Students on probation must meet with a counselor and develop an educational plan which must be submitted to financial aid.

(The fee waiver will now be offered to students online. The address will be available in about two weeks. Counselors will have access to see if the student has applied. Paper applications will still be available. Fee waivers are good for one year (summer, fall, and spring).

(Students may be eligible to receive aid during summer school if they have not used all of their aid for fall and spring. Summer school is considered as 6 units=full time or 3 units=half time.

(Information given in the April 8, 2003 counseling meeting by Roy Beckhorn.)
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Learning Disabilities/ DSP & S
For information, follow this link: http://www.arc.losrios.edu/~dsps/
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MESA/ CCCP

For information, follow this link: http://www.arc.losrios.edu/~mesa/
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Veterans Services

· This service is available for veterans and their dependents who wish to receive benefits with the Department of Veterans Affairs.  There is specific paper work that they must file with the Veteran Services Office before they can receive benefits. What they need from a counselor is the “Veteran Services Education Plan” to be filled out.

· Students MUST have ALL official transcripts on file (or present to you).  Assessment tests, if needed, must also be on file.

· Students MUST first visit the Veteran Services Office to obtain proper paperwork.  Do not attempt to do this for students.  The Veterans’ clerk will verify that all transcripts have been received.  After talking to the student you may determine that the student has the wrong education plan. (Example:  Student really wants to transfer but has A.A. degree education plan).  It is appropriate for the counselor to go next door for the correct form at that point.

· Students should have a one hour appointment (especially with multiple transcripts).  Keep in mind that not all veteran student visits to a counselor require V.A. paperwork, and thus, may not require an hour appointment. 

· Most veterans receive 4 units for basic training, with a DD 214 on file. These 4 units satisfy both parts of area III (Living Skills) for the Associate degree and both parts of the E area for CSU GE certification.  The “counselor half sheet” that comes with the student’s paperwork will indicate DD 214 – and thus, they are entitled to the 4 units.

· Dependents still have to satisfy all of the Living Skills area (area III, formerly area E), that means a Physical Education (III-a) and a course from the III-b list-because they didn’t go through basic training.

· Students receiving veterans’ benefits can only have one objective at a time. Their options are: a) an ARC certificate program, or b) an ARC associate’s degree, or c) transfer.  Please include classes that pertain only to that program.

· When filling out the form, you can only list the courses that are required for the current objective, exactly the way they are listed in the appropriate catalog, on assist.org., or an approved articulation agreement.  We cannot “blend” two different catalogs together or anticipate catalog changes.  We cannot list courses that may have been recommended by a professor or anyone else.  Remedial coursework must be justified by appropriate assessment or prior coursework:

· If the student’s objective is to transfer, then we must have an articulation with the specific institution in the specific major.  For CSU and UC, the articulation can be found on ASSIST. Some articulations with private colleges and universities are online, and some are not.  If the articulation is online, you can get there by: 

· Going from the Insider page, http://inside.arc.losrios.edu/  click on the pull-down menus “Student Services”, then “Counselors Resources”, and then to “Articulation Agreements”.   Please check with the veteran’s desk to ensure that private college transfers are approved.  Not all private school articulation agreements have been approved by the V.A.
· Or  from the Transfer Center home page, then go to “Transfer Guidelines” or follow this link: http://search.arc.losrios.edu/cgi-bin/webdata_transfer2.pl?cgifunction=Search
· Don’t forget to check the cabinet in the back & the bin in the front for others.

· Use the CSU or IGETC general education patterns, as appropriate.  If a student is transferring to a CSU, the Veterans’ Office would prefer we use the CSU pattern vs. the IGETC.

· All courses must be listed.  If the course satisfies both major and general education, list them in both places, but count the units only once, preferably in general education.

· Apprenticeship programs are not covered by veterans’ benefits.
· Electives are not paid unless they are needed to complete 60 units.  The best way to define elective units for V.A. purposes would be:
·  For an AA/AS degree:  If after adding together all degree applicable units needed and those completed (including those from other institutions and courses not used elsewhere on the form) the total does not reach 60 then elective units may be listed to fill the gap.
· For transfer:   Same as above, just substitute “transfer level” for “degree applicable.” 
· Document the total number of elective units needed under “Additional Required Courses/Electives and identify them as electives.  Remember to also list the electives completed (from ARC and other colleges) in this area as well.

· Students should be aware that enrolling in short term courses can effect their payments.  They should consult with the veterans’ desk for details.

· If you are doing a plan while a student is in progress in required courses list those courses as needed.
· Calculate the total units for each column and list the totals at the bottom.  You do not need to total the Prerequisite/Remedial column, although, degree applicable or transfer applicable units from this list must be applied as electives (see above).
· Students take the white and pink copies back to the Veteran’s Office and we keep the yellow copy to be scanned.
· When you have finished with the Veteran Services Education Plan it is important to make sure the student understands the document.   Also, like any other student, veterans may need help organizing and planning their upcoming semester, understanding how to choose their general education courses and how to navigate the registration process, accessing appropriate student services, etc.  If more time is needed, encourage a follow-up appointment
· FYI: Residency is granted for active military personnel stationed in California and their dependents. 

TRANSFER: 

· We can now certify the entire E (Living Skills) area with the DD214.   
All CSU campuses will grant at least 3 units for the DD214Students will need to make sure the CSU campuses they are applying to get c copy of the DD 214 in order to get the credit, especially if they need the credits in order to reach 60 units for admission. (C.R email 10/14/2008)
· Click here  to see how different CSU campuses award units for the DD-214 (In printed form, look under “CSU, - DD 214” ) 
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VII. TRANSFER

CSU Information

Advanced Placement. 

Click on the word AP Test Scores to see how AP test scores are used for IGETC and CSU GE certification  
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CSU General Education and IGETC certifications  

· Attach ALL transcripts, test scores etc. with certification requests.

· Complete request with address of destination, pay attention to details such as Student ID number, “Send now”, or “Work in Progress” etc..

· Be sure request is filled out completely and student signs it.

CSU general Education

· Keep in mind the following when certifying General Education:

· Can certify entire GE pattern or by area, but all portions of the area has to be met

· Must circle certified “yes” in each area if student will complete entire area (even if the course(s) are in progress.

· Need “C” or better in A 1, 2 , 3 and B -3 (Math)

· D’s are OK in other areas if there are 30 units of other general education classes of “C” or better.

· AP scores –use CSU guidelines—Can not use for Critical Thinking or Speech.

· Cannot use second semester writing course from out of state for Critical Thinking unless course description clearly states critical thinking component—attach course outline.

· Follow Executive Order 595 Guidelines (or go to this website: http://www.calstate.edu/eo/EO-595.pdf) for certifying courses 

Pass Along:

· Some of the colleges’ transcripts indicate GE and/or IGETC areas on the margins

· use ASSIST (http://assist.org  or CAN http://www.can.csus.edu/CANCatalog.asp) for course equivalency and how courses are used in general education

· Some classes from the Fashion Institute of Design and Merchandising (FIDM) have been approved for CSU General Education – Breadth certification.  List is in the “Transfer binder” behind the “quick question counselor” counter

· Courses count if they counted the year they were completed (listed on the GE pattern), therefore the GE pattern for specific year MUST be used. If the catalog is not available on  http://www.collegesource.org, then it is the responsibility of the student to obtain it for you from the original college.

· GE certification for students who previously attended CSU (check specific campuses, CSU policy, table below)

American Institution requirement 

· is not automatically part of the certification 

· CAN certify combination of Community College classes if they satisfy all components required (US 1, 2 AND 3)

· may be an additional requirement, depending on the original college

Area E 

· can be certified without PE, if it’s not on ASSIST for original college

· EXCEPTIONS: CSU Sacramento does not require PE, but we CANNOT certify area E without it, because it is on our GE pattern (ARC courses).  Click here for further information

a) The DD– 214:  
· We can now use the DD214 to certify all of area E on the CSU GE certification pattern!  All CSU campuses will grant at least 3 units for the DD214.  Students will need to make sure the CSU campuses they are applying to get a copy of the DD214 in order to get the credit, especially if they need the credits in order to reach 60 units for admission (C. Reisner email 10/14/08)
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Certification of CSU GE from returning students  

	Certification of CSU GE from returning students  

“CSU campus policy regarding accepting community college certification of CSU GE from returning students (students who previously attended the particular CSU campus)

CSU Chico – will accept community college CSU GE Certification

CSU Fullerton – will accept community college CSU GE Certification

CSU Hayward – will accept community college CSU GE Certification using community college courses – not Hayward courses

CSU Northridge – will accept community college CSU GE Certification

CSU San Bernardino – will accept community college CSU GE Certification if majority of courses were taken at a community college. Here are the guidelines per Bob Sperry:
GUIDELINES FOR ALLOWING CSU CERTIFICATION ONCE STUDENT HAS MATRICULATED AT CSUSB


Within the following limits, we will allow students to take classes concurrently at a California Community College in order to become certified in general education following E.O.  595.  

Concurrent Enrollment MUST be completed PRIOR to taking courses

Maximum of three courses will be allowed 

Maximum of 1 course per category will be allowed 

Hold for "C" or better for each course used for certification - make a notation on the Concurrent Enrollment form that a "C" or better must be earned in order to allow certification 

The majority of the units MUST be from the California Community Colleges - not necessarily the one that would have certified the student when they matriculated 

Courses must have breadth as follows: 

Area A - most courses okay - review content of courses that may seem off target 
   

Area B - Mathematics - courses equivalent to our courses - math statistics OK - no courses    out of math department 

           
Sciences - one course may be without a lab                 

Area C - Arts - course must have appreciation or history component 

Humanities - most courses okay, but watch for courses certified as Critical Thinking and Literature - we only allow them to use this course where we place it in our GE in PAWS 

Area D - most courses okay - make sure school certifies US History and US Government courses in this area - some do not and we follow their listing of courses 

Area E - most courses okay - we won't hold for PE activity, but if PE activity is certifiable and used for area (with another course for total 3 semesters) only 1 semester/quarter unit can be applied

These procedures are not published in the catalog.  We still prefer students to complete the full pattern before they transfer - and so do the Community Colleges.  When advising students who have not yet matriculated, make sure they meet the admission requirements for their student level before considering this alternative.  Refer any special circumstances to the Associate Director for additional consideration.

San Diego State – will accept community college CSU GE Certification

Sonoma State – will accept community college CSU GE Certification"
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CSU, Sacramento & Certification After TRANSFER

· We can certify areas on the CSU Certification pattern for courses taken prior to the student matriculating on the CSUS campus. 

·  We cannot certify any courses taken once the student attends CSUS (even our courses). 

· We also cannot certify the CSU GE pattern for any student who attended CSUS in the past and plans to return to CSUS.

Area E - Lifelong Understanding.  

· CSUS does not require PE. 

· They will count area E as being complete if our students take any 3 unit course from area E1 on our GE Certification pattern.

· We can't certify without PE but it will be deemed complete by CSUS without PE.  

(Per Carol Reisner, August 2004)
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IGETC Certification

Check list: 

· Courses count if they were completed the semester they were on the IGETC pattern.

· All  courses must be completed with a ‘C’ or better on both CSU and UC - IGETC certification 

· Minimum 3 semester units (or 4 quarter units) per course to be used in all categories.

· NO “AP” allowed for critical thinking or Oral Communication

· IB scores 5 or higher can be used to clear all IGETC areas, petitions to department are necessary. 

Here is an excerpt from Carol Reisner’s email dated August 15, 2005:

I just spoke with a representative from the UC Office of the Chancellor.  We can use IB scores to clear any IGETC area as long as the student has a score of 5 or more and our faculty approve the IB test score to be equivalent to a course of ours that is approved to clear an IGETC requirement.  This means that we will need a signed off petition from the department on file for each IB test used for IGETC purposes. 

With this said about IGETC, we can follow the same procedures for CSU Certification except for areas A1, A3 and of course PE. These are the same exceptions used for AP scores and CSU Certification

FULL CERTIFICATION: 

all courses must be completed – can be in progress when you certify IGETC – articulation clerk will check to be sure the course(s) are successfully completed.

Full IGETC certifications for the students who already transferred can be done, provided that all of the courses were completed before they attended the 4 year college

changes to the igetc certification procedures: 
“There have been several changes to IGETC certification procedures.  These are statewide changes!

· We can do IGETC certification (even partial certifications) for students who have already transferred to a UC/CSU campus

· Students no longer have to petition for partial certification.  We can just do them.  Students can only be missing 1 – 2 courses and can’t be missing English Comp., Critical Thinking or Mathematical Concepts.  These are admission requirements.

· We now have a chart which delineates how to use AP tests for IGETC certification.  No more petitions to departments!  Chart is attached. 

· A student can have his/her IGETC certified as long as she/he attended and completed coursework at a California community college – no minimum community college units. 

· Using courses from CSU, UC and Private/Out of State colleges: Can use the course if it is equivalent to a course we have on our IGETC pattern or if it is equivalent to an IGETC approved course taught at any California community college. 

·  Students who formerly attended a UC campus, come here and want to return to that campus cannot use the IGETC.

· Students who formerly attended a UC campus, come here and want to transfer to a different UC campus may be able to use the IGETC.  Student needs to check with the campus they wish to transfer to.

· Former CSU Sacramento students wishing to return to CSU Sacramento cannot use either the CSU GE certification pattern or the IGETC.  They must follow CSU Sacramento’s graduation requirements.”

Carolyn Reisner (April 08)

Additional changes per Carol Reisner (Aug. 2010)

· One major change is another option for certifying the Foreign Language requirement.  Here is the new option: 
1. A Defense Language Institute language other than English course which is indicated as passed with a “C” or higher on the official transcript.  

· Another change is in the pass along of non-community college courses:
· UC/CSU Campuses or regionally accredited Private/Out of State Colleges: Can use course if it meets one of the following criteria:
1. It is equivalent to an ARC course used on the IGETC.
2. It is comparable to a course taught at another California Community College that is on that Community College’s IGETC list. 
· Go to this web site to research the course: http://info.assist.org/maint_reports.html   Click to enter maintenance reports. Type in your user: ARCFAC and password: Mango.  Click on course search.  Choose all community colleges.  Type in key word for your course.  In IGETC Box choose Course with any IGETC qualification. This will list IGETC approved courses similar to the one you are researching.
3. If there is no comparable course at either the certifying CCC or another CCC’s, then the certifying CCC may use the non-CCC course on the IGETC provided that the non-CCC course conforms to the IGETC Area Standards. This decision must be made by the Articulation Officer via petition. 
· #3 should be a rare occurrence.  The IGETC guidelines are very specific and it will also need to be a course that meets the requirements to be UC transferable. 

Related Information:

1. Frequently Asked Questions about IGETC cert (click to see information)

2. Procedures for completing an IGETC certification (click on title)

3. Chart for using AP scores (click on title)
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Transfer Admission Agreements

For various universities, guidelines and procedures can also be found in the bins by the mail boxes.  Be sure to read each transfer admission agreement carefully every time you write one.

UC, Davis

The Transfer Admission Guarantee (TAG) with UC, Davis guarantees admissions to the university up to two semester before students actually transfer.  Deadlines and criteria are very specific. These criteria are available annually, usually in May, and can be found via this website:

http://admissions.ucdavis.edu/tag/criteria/F11TAG_changes.pdf
AP & IB scores    

· effective August 30, 2004,  AP and IB scores are “self-reported”, so no documents are required to be attached to the TAA at the time it is written, but will be required after admission. (per James Mar, 9/04)
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VIII.
 COMPUTER PROGRAMS USED

· Assessment:
Containing Student assessment test score for English, ESL, Math, Chemistry and Competencies. Must be installed on desk top

· Math Self-Assessement: access via Assessment Center page

·  ASSIST:Articulation by majors and by departments with four year colleges and universities. http://www.assist.org 

· Eureka: either in the Career Center or on the web, get pass-word from Career Center staff

· Scanned for OnBase:   Student “electronic folder” containing transcripts from outside of Los Rios, petitions, educational plans etc.

· College Sources On Line: Catalogs of participating colleges in an out of state.

·  Sars-Grid:  Counseling Center Scheduling and Reporting System

·  People Soft  The “cure it all”, most integrated program, that includes student services, registration, payroll, personnel etc..

Click here for charts on how to log in for different programs/applications.

Top of Document
VIX. MOST COMMONLY USED FORMS 

.5 Priority 

Certificate Petition

Curriculum Planning Form

Educational Plan

Graduation Petition

IGETC /GE Certification Request Forms

IGETC / GE Advising

Pre-requisite/ Placement Verification

Pre-Requisite Challenge form

Repeat Petition

Student Petition

Supplementary Enrollment (complete on line)

Transcript Request

Transfer Admission Agreements

Veteran Administration Forms

Student Petition


Need to see counselor
1. Effective December 16, 2002, students must see a counselor and secure a signature when filing a student petition for the following:

· Over 18 units

· Illegal Repeats

· Academic Renewal

· Leave of Absence

· Dismissal

· Probation

· Course substitution

· AP, IB scores

· Late adds/drops

· And all other academic- related issues

DO NOT Need to see a Counselor

or secure a counselor signature when filling a Student Petition for the following:

· Grade disputes (Celia Esposito’s office will assist student by forwarding a petition to the area office for courses from previous semesters)

· Disputing student fees

· Past due bills

· Not being dropped due to non-payment

· All other non-academic/ money-related administrative issues

Note: ALL ENROLLMENT VERIFICATIONS are done through the Admissions office
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APPENDIX  

ARC Staff Language Contact

A number of ARC staff and faculty speak more than one language.  In case you find a need for assistance, this list gives you the names of the staff and the languages they speak.  Click here for the entire list.
Top of Document
GE Courses Changed When?

· In addition to being protected under catalog rights, courses taken at the time when they are approved for graduation will be honored regardless of whether they are on the student’s catalog or not. 

· In doing your work-up for graduation, always check the graduation patterns for the year that the courses were taken. 

Click here for the chart  that will help with checking for courses that have been added and removed from the graduation requirements
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Old Course/New Course

· This Word document Old Course/New Course has been updated to incorporate the new number changed in the Summer 2003.

· For the on-line course converter go to this website: http://inside.losrios.edu/~renum/cgi-bin/converter.cgi?college=ARC
Top of Document
Release of student information

Questions beyond what is in this website should be addressed to Dean of Enrollment Services (currently is Robin Neal) http://www.losrios.edu/legal/Regulations/R-2000/R-2265.htm
Top of Document
Student Petition Guidelines

The Student Petition Guidelines include the criteria, and suggested supported documents. Click on the word Student Petition Guidelines (In printed form, look under “Student Petition”) to see the document.
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Memos

Reminders from Brian

-----Original Message-----

From: 
Pond, Brian  

Sent:
Friday, May 09, 2003 3:51 PM

To:
ARC Counselors

Cc:
Esposito, Celia; Patt, Bruce; Doshi, Alicia; Neal, Robin

Subject:
Student petitions and other updates

As the semester winds down....

I met with Bruce Patt yesterday to discuss some of our concerns about the processing of student petitions.  Our converstation focused primarily on the following three topics:


Academic renewal - nothing has changed, please make sure that the students are clearly eligible  [Bui, Thuan]  (that means that a petition cannot be turned in while part of the 12 units are in progress) and that you have included a copy of all transcripts needed.  Official transcripts need to be on file.


Excess units - please note:  the limit is 8 units (not 7!) in the summer, 18 in regular semesters.  Bruce and Celia would like to see that the student has successfully completed a "high unit" semester previously.  In other words, 6-8 in the summer or 15 - 18 in a regular semester.  Obviously, they are also looking at the student's GPA.  If the student has not sucessfully completed a "high unit" semester and/or does not have a strong GPA ( I am purposefully not listing numbers here - there is no set GPA or "cutoff") then we should be writing an explanation for why we are recommending.  If we are not recommending then we should state that or simply note "dean's descretion."  I explained to Bruce that when we recommend approval on these (or any other) petitions we have talked to the students about all the appropriate concerns and done what ever research we determine is necessary.


Unauthorized course repetition - The key thing to remember here is that the college is not being reimbursed for the students who do gain approval.  In light of current budget difficulties this is now more of an issue than ever.  If we feel that the student should be an exception then we need to write a complete explanation to support our recommendation.  If the course in question is part of a sequence or required placement, please make sure that you have discussed pre-requisites and placement issues before recommending that the student be allowed back into the course. 

In summary, if we are recommending excess units or course repetition we should be giving support information.  If we do not recommend we should state that or write "dean's descretion."  We should now be seeing copies of all denied petitions returned to us.  If you have questions you should be relaying those directly to the appropriate dean.  I think that in the Fall it would be a good idea for counselors to form a small group whose task might be to look at our involvement with the petition process and continue the dialogue with Celia and Bruce?  We also may want to consider not processing these petitions at the quick question counter so that we can have more time with the students?  In the mean time I hope we will all have patience and if you would like to be part of that small group let me know.

When submitting petitions requesting AP or CLEP credit remember that we no longer post this credit to the transcript.  It is evaluated and scanned in OnBase.  So, to prevent students from thinking that it will be "posted" please ask that it be "evaluated."

Students wanting to take classes credit/no credit must submit a credit/no credit petition to admissions and records as stated in the schedule of classes (page 26).  Those petitions go through Celia's office and to the department concerned for approval.  There is no way for the student (or us) to know ahead of time what classes are eligible without consulting directly with the department.

A couple of reminders for counselors who work in the Center:


* Please make sure you are putting completed paperwork in the correct box - ie., OnBase items in the OnBase box, petitions in the petition basket, etc.


* If at the end of the day there are calls needing to be returned on the call back list leave the list in my box (or with Robin if you know I am not here) and I will dole those out to some willing call-backers the next day!  

Top of Document
For purposes of graduation from any of the colleges of the Los Rios District, students who remain in attendance in one regular session (quarter, semester or summer session) at any California community college, or any combination of California community colleges, campuses of the California State University, the University of California, or any accred�ited institution of higher education, may elect to meet the requirements in effect at the Los Rios college from which the student intends to graduate, in one of three ways:


1. Requirements in effect at the time of admission to a Los Rios college, or


2. Requirements in effect at the time the student originally enrolled in an accredited college or university, or


3. Requirements in effect at the intended date of graduation from a Los Rios college.


Please note: 


• A college may authorize or request substitution for discontinued courses. 


• Students changing their major field of study may be required to complete those requirements for the major in effect at the point of change. 


• For purposes of this section, “attendance” means taking classes in at least one semester, quarter, or summer session in each calendar year. Absence for attendance at another accredited institution shall not be considered an interruption in attendance.


From ARC 10/11 catalog  page 45





































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































The APS (an old, old assessment test) with a score of 24 * or better


The COMPASS  (computer) with a score of  85/100 * or better


The OLD competency test (DTLS): 52* or higher.





NOTE: Effective with Memo from Robin Neal April 20, 2010


Honor the student’s catalog rights when a course is removed from ARC’s General Education pattern or list of course meeting Competency Requirements.  


Determine the student’s catalog rights. 


Look at the GE pattern for their catalog year and use the course the way it appears on the pattern for that year.  


This helps to protect students who are following the catalog they began with. 


When a course is added to the General Education pattern or list of courses meeting Competency Requirements:


Look at the General Education pattern/list of courses meeting Competency Requirements in place at the time the student took the course.  Use the course if it appears on the General Education pattern/list of courses meeting Competency Requirements at the time it was taken. 














Last Update: 9/12/2011
19
Counselors’ Manual 

Page 22 of 51
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