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Dear Advisor,

As an advisor, you play a critical role in the success of each student. The Central
Advising Center is here to help.

We are please to provide you with this Academic Advisement Reference, which
contains what we hope is helpful information and resources for you to use during the
advisement process.

We understand that policies and procedures often change, so we will periodically send
you updates as well as additions to replace outdated information. We also ask you to
send us any suggestions you may have regarding materials you think should be
included or revised.

If at any time, you or your department would like to request trainingaog aspect of
the advisement process, please contact us and we will be happy to provide that
service.

Thank you,

Monika Schueren Irene Zeldovich
Coordinator, Central Advising Center Academic Advisor
Wisser Memorial Library, room 109 16 W. 63'S., room 724
Phone: 516.686.7615 Phone: 212611744
Fax: 516.686.3692 Fax: 212611743

Email: mschuere@nyit.edu Email: izeldovi@nyit.edu



Mission of the Central Advising Center

b,L¢tQa YAaaAzy Aay
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e To provide careeoriented professional @ucation.
e To offer access to opportunity to all qualified students.
e To support applicationsriented research that benefits the larger world.

In an effort to align ourselves with and support the overall mission of the university,
the Central Advising C&tNDa YA aaAz2zy Aay

e To provide advisement in a manner that encourages critical thinking and an
dzy RSNRUGIFYRAY3I 2F (KS adGdzZRSyidiQa NRES Ay KA
e To support all students, faculty, and staff by being available and
knowledgeable of the colléyQa NB a2 dzNOSasx LINRPOS&aasSax |yR
an effort to ensure a seamless experience at NYIT.
e To inspire students to pursue their academic curiosities.

Goals of Advising

As an institution, the goals of academic advising include helping students:

e Faciitate successful transition into NYIT

e Develop suitable educational plans

e Clarify their life and career goals

e Select appropriate courses

e Complete degree requirements in a timely manner
e Interpret policies and procedures



Academic Advisement at NYIT

Advisors should fill three primapurposedor students.He/sheshould:

e Serve as a resource person, providing information about NYIT academic
programs and institutional requirements in order to assist students in
developing sound academic plans

e Serve a a link between students and the NYIT community, referring
them to areas of assistance and familiarizing them with the resources
provided by the institution to meet whatever needs and goals they might
have

e Assist students in understanding the nature gnapose of their higher
education anchelp them developself-direction in the process of
decision making

NYIThasan excellent studento-faculty ratio.Students who feel that their advisor
cares for them as individuals are more likely to value thedvéceand are more likely
to return to the advisor when they are experiencing difficulties. With good listening
and questioning skillyyou are better able to identify academic or personal problems
that may affect student@cademic performance.

Monika Shueren Irene Zeldovich
Coordinator, Central Advising Center Academic Advisor
Wisser Memorial Library, room 109 16 W. 61' St., room 724
Phone: 516.686.7615 Phone: 212611744
Fax: 516.686.3692 Fax: 212611743

E-mail: mschuere@nyit.edu Email: izeldovi@nyit.edu

Students in Academic Difficulty

Students onprobation are often those most in need of careful advising.

Paradoxically, these are the students least likely to seek out their advisors or to follow
through on adwe received. They can try the patience of the most experienced
advisors. However, many faculty members find that helping these students succeed
can be the most rewarding experiences.

Many students in academic difficulty lack specific skills such astiamagement,

proper study habits, or selfiscipline. They usually are reluctant to seek help and do
not know what resources are available to assist them. However, if they are willing to
make a commitment to change old habits and learn new skills, theyeaan the
strategies that are needed to be successful academically at Mdiisors play a

critical role by merely offering assistance to these students.

5



When professional counseling is warranted, the offic€otinseling and Wellnessn
provide a ange of services. In addition to psychological counseling, the Counseling
Center can provide academic support such as help with study skills, motivatidn
work-pattern assessment. If a studé@desire for assistance leaves you feeling
uncomfortable @ if you find yourself unsure of how to respond, your own uneasiness
is an important indicator in making a decision to redestudentto the Counseling
Center.

TheCentral Advising Centas a resource available to you as well as the student.
Students o probation are followed closely by the Central Advising Center and are
offered support and resources to help them regain good academic standing. Advisors
are welcome to contact theenter for advice or additional support in the advisement

of students stuggling academically.



Advisement Process for Firdtear Students

Schedule a Meeting

Students should make an appointment for advisement. Abademic Calendaiin the
Academics section efww.nyit.edu, specifies advisement dates

Request that studentd NAy 3 | LINAYGSR O2Lk &degrdei&A NJ at N2 3

found on NYITonnect

Advisement

A freshman student will likely not yet have a GPA so you should do the following:
o Discuss how the student is doing in the current semester
o0 If a student sayke or she is struggling in any class, suggest a visit to the
Learning Center for free tutoring.

o If a student indicates personal problems, the best thing to do is refer her/him to

the Counseling and Wellness Center to speak to a counselor

Discussthe studeil Qa OK2AO0S 2F YIFI22NE GKS 2@SNIff LINEP

Determine the 9ppropriateAcoursesAfor the student to take A
o al 18 &adz2N3 (KS O2dzNASa I LlL¥Xe G2 GKS
helpful in determining which courses the studemaus to take).

o If advising before current courses have been completed, make sure the student

knows to revise his/her schedule if the student fails any class that is a
prerequisite. (i.e., a student taking WRIUT1 should be advised to register for
WRITL51 in the subsequent term. If a student ends up failing VMRII, he/she
SHOULD NOT take WRB5IL. Studentsshould drop it and repeat WRID1
because it is a prequisite to WRITL51.

o If youastudentsays he/she haa different major than what you aredaising

aiddzRSy

for, make sure a Change of Mafarm is and submitted to theS 3 A & Gffdé. NI &

Use NYITonnect to help the student create a schedule (or suggest the student do it, if

comfortable) NYIT Connect shayou the status of a course (filled or opel)will also
show you if a course requires a certain prerequisiteramuisite, or special permission

hlLISy GKS aidzRSy hidmer to @giRedpyiline (inake suré 4ll2 ¢
applicable terms are opened for the student)

Remind the studersito check their restrictions before their Wategistration
appointment in order to resolve issues that may block them from registratdundents
can do this by clicking on théew My Restrictiondink on NYITConnect

Students may need permission from you &ié certain courses. Please refer to the

i dzZA O1 NBFSNBYOS OKINI SyuAardtSR at SN¥YAa

*Advisors who need NYITConnect trainistpould contact their Central Advising Centér

AA2YV 4



Advisement Process for FirSemeste Transfer Students

Schedule a Meeting
e Students should make an appointment for advisement. Abademic Calendain the
Academics section efww.nyit.edu, specifies advisement dates.

e Request that students bring a transfer evaluation form that outlimaadfer credits
from the prior institution being accepted. (Transfer credits are not posted until final
official transcripts are sent to the Office of Admissions.)

Advisement
o A firstsemester transfer student will not yet have an NYIT G.P.A. so you slistlds
0KS aGdzRSydQa I OFRSYAO LISNF2NXIFYyOS Fid GKS LIN

e 5A80dzaa G(KS alGdRSyiQa OK2A0S 2F Yl 22NE 2@0SN}

e Determine the appropriate courses for the student to take
o0 Review the Transfer Credit Evaluati@rm to determine if the studenhas
received credit fomath or Englishf G KS & dzRSy G Kl ayQid 02 YL} Si
requirement, he/she must contact the Office of Admissions to schedule a date to
take a placement exam
0 Use the Transfer Evaluation Form to deméne the courses that the student has
not yet fulfilled

e Use NYITConnect to help the student create a schedule (or suggest the student do it, if
comfortable). NYIT Connect shows you the status of a course (filled or open). It will also
show you if a couksrequires a certain prerequisite, tequisite, or special permission.

o Firstsemester transfer students will not be able to register onlin®lease make sure
you give him/her a signed registration form to submit to tB#fice of the RegistrarThe
student should also taka Transfer Credit Evaluatidform in case onefahe transfer
credits is a preequisite.

e Students may need permission from you to take certain courses. Please refer to the
j dzZA O1 NBFSNBYy OS OKIF NI Sy i srinfp@tant idstruStiNdg.A 8 3 A 2y &

*Advisors who need NYITConnect training should contact their Central Advising Center.*



Advisement Process for Current Students

Schedule a Meeting
e Students should make an appointment for advisement. Abademic Calendain the
Academics section efww.nyit.edu, specifies advisement dates.

e Request that students bring a printed copy of their Program Evaluation, a degree map
found on NYITConnect.

Advisement
e 1aS (GKS aiddzRSyidQa tNRBANIYY 9QIAf dzZ GAZ2Y G2

o Ifitis under a 2.0, advise the student on the appropriate courses to register for
and then refer the student to the Central Advising Center (the student is probably
on probation).

0 These students should repeat courses in which they have previousiyedde,
WF, or IF grades.

o Depending on their probation level, students may be restricted to taking no more
than 12 credits.

¢
(p))
[@xbN

¢ Determine the appropriate courses for the student to take:
0 Make sure courses apply o (1 dZRSYy 41 Q& YIF 22N olianissiys GKS t
helpful in determining courses the student needs to take)
o Do not allow students to register for a counséh a preequisite that they have
failed.
o If youastudentsays he/she haa different major than what you are advising for,
make sure a Chaegof Major form is submitted to theegistrar.

¢ Use NYITConnect to help the student create a schedule (or suggest the student do it, if
comfortable). NYIT Connect shows you the status of a course (filled or open). It will also
show you if a course requir@scertain prerequisite, coequisite, or special permission.

e hILISYy GKS 3GdzRSYy(GQa I 002dzyii G2 Iff2¢g GKSY G2
terms are opened for the student)

e Tell studensto check restrictions before their Web Registration Appoients so they
canresolve issues that may block them from registratiStudents can do this by
clicking on theView My Restrictiondink on NYITonnect

e Referyour students to the Office of Career Services for information on internships and
to the Learrmg Cengr for free tutoring.

Students may need permission from you in order to take certain coufRgsr to the
OKI NIi SyaGAdt SR at SN¥Adaizya yR t NPOSRdz2NBa&é

*Advisors who need NYITConnect trainisgould contact theCentralAdvising Center.*

(V)]



New York Institute of Technology
ADVISING SYLLABUS

Faculty Advisor: Office Hours:
Phone: Office Location:
Email: Catalog Year of Major:

What is academic advisement?

Academic advisement is the establishment of a relationship between a student and an
academic advisdhat results in the ongoing guidance of a student in order to assist in the
achievement of his/her academic and career goals.

Academic advisement is a cooperative process, which misenstudent hasesponsibilities
of his/herown when it comes to the relationship witinadvisor.¢ KS & UrdRistilell Q a
advisement process ias important as that ahe advisor.

Student Responsibilities:

1. Understand the academic requirements for your major
a. Refer to theUndergraduate Catalofpr the academic year in which you started
b. View your Programv&luation (degree map) via N@dnnect

2. Set up an appointment to see your faculty advisor
a. Makesure2 2dz 1y 26 & 2 dzNJoursRafhe/shaNEniire2appointriests
b. Bring a copy of your Program Evaluataormda potential schedule of courses you
would like to take

3. Make your meetingsnteractive.
a. / 2YS LINBLI NBR ¢6A0GK ljdzSaliAz2yaH LT &2dz R2y Qi
know what to address
b. Discuss your future goals and the best steps to take in order to reach them
successfully

4. You are responsible for your own advisement
a. Itha @2dzNJ NBalLlRyaAiroAftAde G2 OKSO|l dGKIFG e&2dz |
b. If you are unsure of a certain course requirement, check with someone in your
department

Faculty Advisor Responsibilities:

1. Be available to students

2. Provide guidancetost®ly 1 & NBIF NRAY3I GKSANI LINEPINF YQa | (
3. Encourage critical thinking and the assumption of responsibility

4, 5Aa40dzaa aGdzRSydQa I OFRSYAO FyR OFNBSNI 321 f 2
5 { dzZLISNIBBAAS YR Y2yA(G2NJ alidzRSyidQa | OF RSYAO LI
6. Provide referrals that are appropriateto$h & 0 dzZRSy G4 Q& &aAddz- GA2y
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TheCentral Advising Centesupplements departmental advising and is available to all NYIT
students who have questions or need general assistance. We can assist you in various areas
such as general advisement, clarification ch@mic requirements, change of majors, referrals

and more.

Old Westbury
Monika Schueren

Wisser Memorial Librarypom 109
Phone516.686.7615
mschuere@nyit.edu

11
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Manhattan

Irene Zeldovich

16 W61 St, room 724
Phone:212261.1744
izeldovi@nyit.ed



PERMISSIONS and PROCEDURES

Permission Procedure

Adding a student to a closed course

Student must register in persor

Fill out a registration fornthen sign and datehe
back with the appropriate code @Add student to
closed course)

Waiving a preequisite

Student must register in persor

Fill out a registration fornthen sign and datehe
back with the appropriate code BWaive a
prerequisite)

Waiving a course conflict

Student must register in persor

Fill out a registration fornthen sign and datehe
back with the appropriate code Permission to
waive course conflict)

Allowing an undergraduate student t
take a graduate course

Student may register online

Email=, assodateregistrat g A G K G KS ad
name, ID number, and course and section that yol
are giving the student permission to take (state
whether or not the graduate course should be
applied to the undergraduate degree)

A course that requireapproval of the
chairperson

Student may register online

Have thechairperson send an-mail to Renise
Rosenassociateregistrar g A G K G K S
ID number, and course and sectithrat you are
giving the student permissioto take

a i

A course that requires/ & (i NHzO {
consent

Student may register online

Have theinstructor send an enail toRenise Rosen
associateregistratg A 1 K 0 KS & dzRS\y
number, and course and sectithat you are giving
the student permission to take

12
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Advisement for Courses in Mathematics

All incoming students take a placement exam in mathematics except
¢ students who have transfer credit for a mathematics course taken at
another college.
e students in the BS/D.O. program

Il. Based oracademianajor, the placement exam will initially assign a student
to one of the following courses:

MATH 096, Developmental Mathematics |

MATH 101, Developmental Mathematics I/II

TMAT 135, Technical Mathematics |

MATH 125, Finite Mathematics

MATH 141, Precalculus

MATH 151, Foundations of Calculus

MATH 161, Basic Applied Calculus

e MATH 170, Calculus |

[I. In the listing intem Il above,the following equivalences exist:
e MATH 101 MATH 096 + MATH 100, Developmkftatiematics
e MATH 141 = TMAT 135 + TMAT 155, Technical Mathematics Il

Hence, a student who has taken TMAT AB8 TMAT 155 does not take
MATH 141Generally a student, who completes the developmental course(s)
and needs to take MATH 141, will take tThRIAT sequence instead.

IV.  After taking the developmental course(s), if required, a student should take
the following according to major, if needed:
e School of Management

1. MATH 125
2. MATH 151
e School of Allied Health
1. MATH 141 (or TMAT 135, see lli(d))
2. MATH 170
3. MATH 180, Calculus I
4. MATH 235, Applied Statistics
e School of Architecture
1. MATH 141 (or TMAT 135, see lli(d))
2. MATH 161
e School of Engineering
1. MATH 141 (or TMAT 135, see lli(d))
2. MATH 170
3. MATH 180
4 MATH 260, Calculus I

13



5. MATH 310, Linear Algebra

6. MATH 320, Diffemtial Equations
NOTE: MATH 310 may be taken after MATH W80rH 320 may be
taken before or concurrentlwith MATH 310.
School of Education, College of Arts and Sciences would follow one of
the above sequences (or part thereof), if their students aguired to
take more than the core course, MATH 115.

14



Advisement for Courses in Enaglish

Please follow the sequence below when registering for classes. Five ao@sagosition One
and Two, Group A and B, and Basic Speech (15 cred#sy required for dlbaccalaureate

degrees.

Reminder to AdvisorsAll incoming freshmen and transfer students without Comp One
transfercredit must, without exception, take the English Placement Exam before registering
for any courses. Students who are placed into ESLsesunust complete ESLI requirements
as directed before registering for English courses.

Sequence of Required English Courses (Core Courses)

STUDENTENGLISHAS A
FIRST LANGUAGE

ENGLISH AS A SECOND
LANGUAGHEESLBFTUDENTS

. FaA0 9y3tA&AKM

WRIT1004 Qedits
(prereq: by placement exam)

WRIT1105 Credits
(prereq: by placement or ESLI
credit)

Composition On€h
(Note: Writ 101 and Writ 111 carry
equivalent Comp One credit)

WRIT1013 Credits
(prereq: Writ 100 or Placement)

WRIT1113 Credits
(prereq: Wit 110 or Placement)

Composition Twdh
(Note: Writ 151 and Writ 161 carry
equivalent Comp Two credit)

WRIT1513 Credits
(prereq: Writ 101 or TC Comp Oné

WRIT1613 Credits
(prereq: Writ 111 or TC Comp Ong

Group A [ A G S NI  dzNEB (
(Comp One and Two are
prerequisites!!)

See below Choose any approved Group A course. 3 Credits
(prereq: Writ 151, Writ 161 or TC Comp One and Two)

GroupBot NP FSaarzyl
(Important: Comp One and Two are
prerequisites!!)

See below In general, choose a course appriate to your major.
However, substitutions are possible. 3 Credits
(prereq: Writ 151, Writ 161 or TC Comp One and Two)

Basic Speech Communication

Basic Speech Communication SPCH 105 3 Credits

(no prerequisite)

Approved GROUP A and GROUP B Courses

GRQ@P A (Literature)

GROUP B (Professional Writing)

LITR210: The Art of Poetry

WRIT310: Business Writing

LITR220: The Art of Drama

WRIT316: Writing for Technical Professions

LITR230: The Art of Fiction

WRIT320: Report Writing

LITRR40: The Art of Rrse

WRIT325: Writing for Arts/Arch

..Or any LITR course that fulfills Group A

WRIT330: Writing for CA

Remember: BEFORE TAKING Group A or B COURSES, YOU MUST PASS COMPOSITION ONE AND TWO (Writ

101/111 and Writ 151/161). Once you pass Compositiongddel'wo, you may take your Group A and
Group B courses concurrently or in any order you wish.

QuestionsZontact the Department of English in Manhatt&12.261.157Y or Old Westbury $16.686.755Y.

* Generally, any student who has attended an Americi school for three years or less. Thus, ESL students may be graduates
of American high schools. RemembidiY ITESL courses carry equivalent Composition credit.

15



Advising and Registering ELI Students

(Revised March 2007)

Placement and Proficiency ExaRequirements

e ! ff dzyRSNANJ Rdzl S &0GdzRSyG&a NS NBIljdzZANBR (G2 G118
e {(dzRSyiia ¢6K2 RARYQU 3INIRdzFdS FTNRBY Iy ! YSNAOIY KA
yearsmust take the English as a Second Language (ESL) vef§iompass and report to the
ELI office with the test results.
e Transfer students are exempt from taking the placement exam only if they have transfer
credits in college composition from an American college or university.-ckimit ESL courses
in readingand writing are not transferable anywhere in the U.S.
e Graduate students who scored below 80 on the iBT version of the TOEFL, below 213 on the
computerbased TOEFtr 550 on the paper TOERusttake an English profiency exam.
These students must serath e-mailto makean apmintment for the test with ELI.

Registration Procedures

.ST2NB arAadyAy3a yed NBIAAGNI GA2Yy>T LI SIFHAS OKSOl GKS &l
the English Language Institutire designated as ELI Reg. (ND.ELI). They have visas for language study

and, according to government regulations, are required to take a total of 18 hours of instruction. The

government also stipulates that they are not allowed to take any credit eomndle they are in ELI

unless they have written permission from the ELI coordinator. If the student is ELI, please send him/her

to the ELI office to have the registration form signed.

1. According to government regulations, a student with a#20 for langwage study MUST NOT be
assigned to a credibearing English course.

2. After taking the undergraduate placement exam, studemtsst report to the ELI office to have
their scores evaluated. An ELI advisor will write the required English course on the tiegistra
form and sign the form.

3. International students (those who have ariisa) who have been accepted to an
undergraduate major may be required to take ELI courses in addition to academic courses
because of their placement test results. In this cake,government requires that they take a
total of 12 credits and/or hours. Graduate students with academic majors who are taking ELI
courses must have a totalaneONB RA G A YRk 2NJ K2dzNB (2 O2YLIX & gA0K
RSTAYAGAAYWS2 B dhéd RodiE0lEL | instrtiction count towards fiithe status. If a
student has insufficient hours to meet the government regulations, he or she should register for
2yS 2NJo20GK 2F (GKS 9[ L St Sfiteop/Sidissodit ND.Eulnn | Yy R 9 {
students tosixacademic credits during the year.

4. Advisors should ask students for one copy of the permissiorgister form (pink copy) signed
by anELladvisor. This form indicates the course or courses the student is required to take during
the first and second semesters. It also indicates how many major courses students are allowed
to take while they are taking ELI courses. The student will also have a registration form signed by
an ELI advisor.

16
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5. If there are any exceptions to a ftline course of study such as illness, academic difficulties or

alddzRSyidQa

T A yiimé studebt\CStiidat®mMBrm mustbdziompleted by the

academic advisor and esigned by the international student advisor from whom the forms can
be obtained. Please be aware that an international student may receive a letter of academic
difficulty only once.

6. Students with academie20s may take only one class or 3 credits per semestimenStudents
with language-ROsmay nottake any otine courses.

7. Undergraduate students are required to exit ESLI 086/087/088 before they are allowed to
register for WRIT 110. Graduate students are required to finish the ELI sequence, which includes
ESLI 595 or 596 or 597 (see below).

8. An instructor may inform the ELffize that a student appears to be having academic difficulty
due to deficiencies in English skills.

Level Course(s)
1.Beginner ESLI 068
2.Low intermediate  ESLI 077

078
3.Intermediate ESLI 086
ESLI 087
ESLI 088
4.Advanced ESLI 097
ESLI 098

5.College level ESLI 59
ESLI 596
ESLI 597
Electives ESLI 100
ESLI 096
LT I aiGdRSydQa

Hours

20/wk

10/wk
10/wk

6/wk
6/wk
6/wk

6/wk

6/wk

4/wk
4/wk
4/wk

3/wk
4/wk

L 008y
him/her, the student will be required to take ESLI 100.

Comments
No additional course allowed

No additionalcourse allowed
No additional course allowed

Students at this level
are allowed to register
for one additional course

Equivalent tolWRIT 110 buhon.credit. A
student with an 120 for language study
must NOTregister for WRIT 110
Students enrolled in one course

may egister for as mangourses as their
advisorssee fit.

Technical Writing

Business Writing
American Culture in Film

Accent Reduction
Characteristics of Am. Culture

42 LINPy2dzy OSR GKFG A



Things to Consider when Selecting Courses for a Student

e Make sure studnts take Composition | and Il (WRIO1 and WRITI51) and
Speech (SPCH)5) ASAP; they will need these skills for future courses

e Encourage students to take remedial courses ASAP (if placed in.08&8TH
MATH100 or WRIT 100)

o If they have not taken Math yereview their placement exams and schedule
them to begin with the recommended math course placement

e Make sure students take placement exams, if you notice that they have not yet
taken them

e Students should not take PHILLO in their first semester whileking WRIT 101

e Students should also be cautioned against taking Economics if they are placed in
developmental math

e |If a student is placed in EDUC 108 (Reading Skills), do not allow them to register
for any Social Science courses that require intensivecatidal reading skills

Other Considerations

Encourage students to retake courses for which they have previously received F, IF,
or WF grades; it will boost their GPA (The better grade gets factored in and replaces
the F, IF, or WF)

If a student failed anajor course more than once, talk to them abahianging
majors. For example, bife sciences student who failsn introductory biologyor
chemistry classes more than onaeay need to think about changing majors

Make sure the student is aware of entrance reguients to desired programs, so
they do not pursue a goal they will not be able to reach

¢t 2 GKS adGdzRSYy4uT AF (GKS@ IINB Ay al K wm
Math 141. Put them in TMAT35 and TMATLS55 in the next semester (TMAIBS
and TMATL55 are equivalent to MAT-/41)

Encourage borderline students to use the Learning Center and Writing Center
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Rules for Obtaining Permission to Take Courses at Another College

1. Students must receive a bursar clearance and then obtain the proper appficati
form from therS 3 A a affied (dtddents with an outstanding bursar balance will
not be allowed to take courses at another college)

2. Students must resubmit the application to th® 3 A a &ffidd aitdd Eceiving
permission from the appropriatdeansor designee$efore taking any course at
another college (students who have not received permission prior to taking a
course at another college will not have their transfer credits appraved)

3. Students must have a compelling reason why this course cdventdken at
b,L¢> &dzOK & 3INIRdzZ A2y RdzZNAy3I GKI G | OFF
verifies this through signing the form)

4. Students cannot take a course that is offered at NYIT during the same term
(unless the student is attending a special progranchsas study abroad, or,
during the summer term, the student lives more than 50 miles from an NYIT
campus)

5. The course must be equivalent to an NYIT course, taken at a college of program
with an equivalent accreditatiorcifair of department that offers theourse at
NYIT must sign the form)

6. NYIT coursest or abovethe 300levelmust be taken at #our-year college, not
at atwo-year community college

7. Students must have a GPA of 2.0 or higher students on probation are prohibited
from taking courses at otharlleges

8. Students must palNYIT a pecredit fee for taking courses at another college
9. Students are responsible for paying the tuition directly to the other college

10.{ 0 dzRSyGa | NS NBalLRyaAofS TSN KafeANIAA | NI
immediately following completion of the course

11.0nly grades of r abovewill be transferred, but the transferred grades will be
entered as TQiansfercredit] only and will not be included in the calculation of
0KS aidzRSy G Q& Dt ! cumastancéskhe geti& may e usetdJS OA | £ OA
when calculating eligibility for graduate honars)
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Readmission of Former Students

Former students of NYIT who wish teerter NYIT will use either theelmissions
office orrS 3 A & Gifdd ad R starting point.

Studens whose last date of attendance at NYIT wakin five yearsprior to
readmission and who have not attended another institution during their time away
from NYIT should:

1. .S aSyid (2 GKS wS3IAaldNINRa hFFAOS G2 LAO] dzLJ
Readmission/Rematridation.

Get the form signed by théean or a designee

Receive advisement for the upcoming semester

Bring both thereadmission form andegistration form to therS 3 A a affidé fi &

processing

PN

Students whose last date of attendance at NYIT fiv@syearsor more prior to
readmissioror students who have attended another institution after leaving NYIT
should:

1. Be sent to theDffice of Admissionso re-apply. Students should bring transcripts from
any other institution he/she attended during the time of aose

2. Once admitted, the student should return to the department for advisement and should
bring the transfer evaluation form created for him/her by tialuations departmenin
the Office ofAdmissions

3. Bring a signed registration form to the3d A & loffide fkpéoessing

To ensure proper academic advisement, scholarship and financial aid eligibility,
students are required to present all transcripts for evaluation at the time of re
entrance in order to receive any transfer credit for work performed at another
institution.

Once readmitted to the college students must fulfill the curriculum requirements in

effect at the time of readmissionThose who have not attended NYIT for less than

five years, and who are within 30 credits of degree completion, may regussject

G2 GKS RS yofbow thé uBNGI@t iri place at the time of original

I RYA&daAz2zyod ¢KS RSIyQa FLINRGIE aKk-ftf oS ol a
with accreditation, federal and state regulations, and degree offerings registered with

the state.

Note: Former students in teacher education programs may be readmitted; however,
because state certification and program requirements have changed, readmitted
students will need to complete the current program of study, not the one in place at
the time of initial enrollment.
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FORMS USED DURING ADVISEMENT

Reqistration Form

A Encourage aBtudents to register online via NYCBnnectMake sure you open the
stdzZRSy i Q& | O02 dfoiinec aftér Adyisemedith I b, L ¢

A When you advise students,ake sure they have signed and datedegistration form as a
backup.

A The back of the form is used for courses requiring special permission. Make sure the chart is
filled out correctlysigned and dated In certain cases, students must register in person.
(Please see the Permissions and Procedures chart)

Change of Program Form (Add/Drdirm)

A Use this form when making schedule changes (adding and/or dropping courses) once the
student has already registered

A This form should also tsgned and dateds abackup. Students will be able to make
these changes online as long as the classes do not require the special permission

A The back of this form is also used for courses requiring special permission. Make sure the
chart is filled out correctlysigned anddated. In certain cases, students must register in
person. (Please see the Permissions and Procedures.chart)

Intercampus Change in School or Curriculum Transfer Form (Change of Major Form)

A Use this form when you are allowing a student to switch ydar major
A Make sure the student signs the form as well and brings it tao$h& A & dffié. N &
A The department and the student should keep copies of this form
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FORMS USED DURING THE SEMESTER

*Withdrawal Formsand Change of Grade Formase NOTto be handéd by students. Please
make sure you use these forms only if you are a faculty member or for your own reference!*

Withdrawal Form

A If a student requests to withdraw from your course, you must have the student sign a
completed withdrawal form
A Make sure ya fill out all fields including theast Date of Attendancas well as théassing
or Failingbox
A If the student is withdrawing within the firgight weeks of the term, oeight class
YSSiAay3a 2F I 0eoOf Sz GKS& Ydzad NBOSAGS I LI
A Beginning theninth week of the term, oninth class meeting of a cycle, if the

a0dzRSy G Aa FrAfAYy3I |G (KSfthayaePassing@& dz YI & | a3
GKS GAYSY @2dz adAftt KIFI@S GKS 2LIA2y 2F | aaA
A Withdrawal forms must be submitted directly to th€ 3 A & Gffiéd, INAEh& professor or
department,as soon as the form is signed by the student
A Students are not permitted to handle or deliver withdrawal forms
Change of Grade Form
A LT I O2NNBOlGA2Yy ySSRa (G2 0S5 YdfieBouiiggnddbya ( dzZRSY (i O

the chair ofthe department, and submitted to theS 3 A & affidé. N &

A Supporting documentation must be provided

A Remember thatncomplete grades must be changed by the deadlines established by
registrarorl KS a L éf FJOWIRSISIAG2 Iy aLCé 3INFRS
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Academic Calendar

The Academic Calendar contains important academic dates and deadlines for the
current academic year such as Priority Advisement dates, Priority Online Registration
dates, withdrawal periods, etés this infomation changes with every academic year,

it is important to always access it online in order to get the most accurate as#td-up
date information.In order to access the academic calendgr the Academicgab of
www.nyit.eduand choose Academic Resources from the lefthand navigatiea

You will then be able to view the academic calendar for the current academic year.
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CAMPUS RESOURCES

Department

Services Provided Old Westbury =~ Manhattan

Assists prospective applicantsth the application

Admissions process. Provides transfer students with credit 516.686.2870 2122611508
evaluation
Administers intercollegiate athletics and recreatig
Athletics activities as well as intramural programs 516.686.1216

Helps students with financial matters, setting uy
dzNE | KD & payment plans, and providing statements for

; 516.686.7510 212.261.1620
employer reimbursements

Provides students with general advisement,
questions regarding change of majors, and
clarification of policies; To advisors we promote
Central Advising Center and support academic advising programs and 516.686.7615 212.261.1744
provide assistance with the clarification of policig
or procedures
Professional counselors assist statkein
developing greater selinderstanding, strategies
for effective problem solving to enhance person
Counseling and Wellnes development and academic success; Counselg 516.686.7683
Center also offer shortterm counseling to NYIT studentg ' '
who may be experiencing personal, social, or
academiaoncerns

212.261.1755

For questions specific to student placement in
English Department

certain English courses.

516.686.7557 212.261.1577

Helps students with their applications for Federa
Financial Aid Office and State financial aid, pvades information about

scholarships and N¥$ponsored grants 516.686.7680 212.261.1590

Higher Education
Opportunity Program Eligible students enrolled in this program are
offered a wide range of academic support that

includesdevelopmentaprograms, study skills, 516.686.7574 212.261.1545
(H.E.O.P.) tutoring, summer programs, individual and grou

counseling and financial assistance
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Honors Program

Allows students who have demonstrated

outstanding academic performance to take hong
section coursesdlesgned to offer enhanced
intellectual stimulation and fulfillment in an

environment that fosters discussion, multiple
perspectivesand creative problem solving

516.686.1172

516.686.1172

Learning Center

Provides free individual and group tutoring for
specift courses, overall reading, writirgnd study
skills

516.686.7661

212.261.1533

Mathematics
Department

For questions specific to student placement in
certain math courses.

516.686.7535

212.261.1574

Office of Career Service

Assists students with locatirigternships and work|
experience related to their major, guidance in
resume writing and interviewing skills

516.686.7527

212.261.1537

Office of Disability
Services

Provides services for students with various
disabilities, advocates for students with diditss,
and provides consultation to NYIT faculty and st

516.686.7976

212.261.1770

wS3IAald NI NI

Helps students with the registration process,
guestions about their academic record and
graduation requirements

516.686.7580

212.261.1600

Student Salitions Center

Helps students with the registration, financial aig
bursar processes as well as general questions &
concerns

516.686.7878

516.686.7878

Transfer Credit
Evaluation

Provides transfer students with credit evaluatiorn

516.686.2870

2122611508

Writing Center

Provides free writing tutoring, allows students tg
discuss writing with English professors, offers ex
instruction on writing process or tasks

516.686.7557

212.261.1577
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The Student Solutions Center

The Office of Enroliment Servid&tudent Solutios Center is a oe-stop resource
where students catake care of theiregistration and financial neegand learn more
about all that NYIT has to offer. Egstudent Solution Centenanageris trained in
financial aid, student accounts, registrati@nd ahost of other important business
areas. They arthere to help students gather all the necessary tools they need to

succeed and achieve their academic goals.

Old Westbury Campus
Harry Schure Hallirst floor
Phone 516. 686.7878

Janet Carlton
516.686.7681
jcarlton@nyit.edu

Penisse @million
516.686.1073
pgomilli@nyit.edu

Pat Hunter
516.686.1063
phunter@nyit.edu

Ray Polk
516.686.7682
rpolk@nyit.edu
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Manhattan Campus
16 W. 61 St, first floor
Phone516.686.7878

Sheila HarriRkeid
2122611674
shreid@nyit.edu

Jose Infante
2122611643
jinfante@nyit.edu

Victor Victoria
2122611603
wvictori@nyit.edu
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Counseling and Wellness Center

Free confidentiatounseling services are provided by trained professional staff
members to help students actively manage their environment. Counseling services are
learningbased, shorterm, and include personal and group activities that focus on
helping students developelfconfidence, selfeliance, seldentity, manage

emotions, and solve problems in their academic, vocational, personal, and social lives.

This office provides a holistic approach to wellness education, promoting individual
and community wellness thrah programs and outreach activities. Special programs,
workshops, and group sessions are offered for students experiencing difficulties with
academic skills, test anxiety, interpersonal skill building, personal growth, substance
abuse, relationships, wekiss, human sexuality, and other personal concerns.

The Counseling and Wellness Center provides referral services to hospitals,attidics
private practitioners when more specialized assistance is needed.

The Counseling and Wellness Center can be coethet 516.686.7976 (OW) or
212.261.1770 (MA).

Office of Disability Services

The office of Disability Services assists students in locating tutors, readers, note
takers, sign language interpreters, and CART services. This office also assists with
audiotaping, copying, and enlargirexams and other course materials. In addition,
workshops and seminars are offered on various topics such as self advocacy, study
and test taking skills, and other resourc&ke office proctors exams for students who
need exta time, a distraction and interruption free environment, and/or assistance in
reading questions and/or writing answers due to disabiltjocedures have been set

dzLJ F2NJ 0 KS LINP@AAAZ2Y 2F (KA& aSNBAOS G2
accomnodations and the integrity of the exam process.

The Office of Disability Services can be contacted at 516.686.76RBEW@stbury) or
212.261.1770 (Mnhattan).
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Learning Center

The director of academic enrichment programs also coordinates the learnimgrse

on each campus. The learning centers support the mission of the institution by
providing highquality academic support services to students in order to maximize
their potential for academisuccess. The learning center provides free individual and
small group tutoring, andkillsbased workshops to all NYIT students who request
academic support. Peer tutoringo$fered in a broad range of courses, including,
English, math, introductory sciences, cotasses, engineering, architectusand
business. fie most important goals of the learnimgnter are to provide students with
the basic academic skills and the personal confideheg need to become self
directed and goal oriented learners.

Old Westburycampus:Theobald HallFoom 405 Phone: 516.686661.
Manhattan campus:26 W. 61% St, room 515 Phone212.261.1533

The Writing Center
The Writing Center serves students, faculty, and staff of NYIT, providing tutorial
assistance for all types of writing assignments and tasks. Come to the Writitey Cen
and speak with professors of English about writing. They can help brainstorm
assignment, review a draft, develop ideas, and address grammar questions.

Old Westbury CampudBalding Houseaoom 100 Phone: 86.686.7557.
Manhattan Campus26 W, 61°' St, room 502A. Phone2122611577.
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