
                                                                                                                                                                               
             
          
   

Volunteer State Community College 
 

Advising Resource Manual 

 
 
 
 

        Philosophy of Academic Advising 
 
Volunteer State Community College takes pride in its commitment to academic 
advising.  The focus of this commitment lies in the great educative value of advisors 
teaching students to set meaningful, self-directed, life-enhancing goals.  Learning 
decision-making skills is not an easy task.  The learning process needs to be facilitated 
by knowledgeable and caring faculty and staff members.  The advisement function, 
utilizing trained advisors, often initiates this self-exploring process.  Advisement is 
more than selecting courses; it is also Volunteer State Community College’s 
dedication to the overall growth and development of the student.   
 
This manual has been compiled and updated by the staff of the Advising Center in 
August 2011.   
 
Volunteer State Community College, a Tennessee Board of Regents institution, is an equal 
opportunity institution and ensures equal opportunity for all persons without regard to race, color, 
religion, sex, national origin, disability status, age, sexual orientation or status as a qualified veteran 
with a disability or veteran of the Vietnam era.  Publication number: P-8/8/2008-SS-5-5810 
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TIPS FOR ACADEMIC ADVISING 
 

Tip 1.  Establishing the Advising Contact 
 

An early part of an advisor’s work is to reach some public understanding with advisees of 
what advising is about and what it is not.  Attention early in the advising interaction to 
discussions of the expectations of both parties is crucial. 
 

Tip 2.  Clarifying Communication 
 

One problem facing us all is the need to improve the correlation between our understanding 
of another’s communication and that person’s intended message.  Efforts to clarify what we 
think the message is provide opportunities for the other party to “set us straight”.  The very 
workable “it seems you’re saying that…” as well as direct questions about what is said both 
serve to clarify and, hopefully, improve the communication within the advising setting.   
 

Tip 3.  Summarizing 
 

The end-of-session summary has a role in the advising plan and is most useful at the end of 
the advising session.  It is usually profitable for you, or the advisee, to summarize what has 
transpired during the session.  (If perceptions and summaries differ, then corrections or 
adjustments may be made before these differences harden into difficulties.) 
 

Tip 4.  Asking Open-ended Questions 
 

Open-ended questions are a useful means of entering into a discussion.  Even the “tell me 
something about yourself” line of employment-interview questions may have a place in some 
advising interactions.  In short, if you don’t wish yes/no answers, don’t ask questions which 
prompt such responses.   
 

Tip 5.  Establishing Responsibility and Ownership 
 

Both the advisor and the advisee have a job to do.  Thus, just as the student will expect 
certain levels of performance from you, so should you expect certain levels of performance 
from the student.  For example, it is certainly reasonable to ask students to do certain things 
in preparations for the next advising session.  Furthermore, it may be appropriate to review 
their preparation as one means of beginning the session. 

 
Tip 6.  Empathizing 
 

Although few would say that one couldn’t advise unless you have empathy for young adults, 
many would agree that it does make the task more productive.  In one sense, we all have 
empathy for young adults; we’ve been one, perhaps raised one, and a few of us may have at 
one point married one.  The ideal of empathy as seeing the world through the lenses of a 
young adult may be construed as frequent peeks from another’s vantage point rather than a 
permanent wearing of another’s spectacles.   
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Tip 7.  Refusing or Saying No 
 

Advising, like most interchanges between persons, contain components that may lead one 
party to refuse a request made by the other.  When such behavior is required, a very specific 
listing of what you refuse to do, accompanied by an explanation of why, plus a description of 
some alternatives you are willing to consider, may soften the impact and turn what would be 
perceived as a rebuff or rejection into a difference of understanding or opinion. 
 

Tip 8.  Taking Notes and Following Up 
 

Writing a summary of the main processes and products of the advising session is a useful 
procedure for both advisor and advisee.  In subsequent sessions, advisor and advisee may 
share these notes and use them as a form of review and a continuing check of the basic 
advising understanding mentioned in Tip 1.  In addition, other questions, thoughts, or 
observations may be noted so as to preserve them for the next advising meeting.   
 

Tip 9.  Referring 
 

Refer the person to a specific person or persons and offer several alternatives if the student’s 
needs are not clear.  If you are not sure to whom to refer the student, make a phone call or 
two and seek information from other available services on campus.  Indicate your interest in 
finding out from the student what happens after they leave your office. 
 

Tip 10.  Listening 
 

Advising is listening!  One shouldn’t discount the value to be derived from simply listening 
to another’s point of view.  If students can talk with someone in whom they have confidence, 
who won’t laugh at their comments, ridicule their expressions, or be paternalistic or 
condescending in their manner toward the student, students may, within the discussion itself, 
discover various possibilities and perceive their situation from various perspectives.  A good 
listener, by attending and encouraging, may provide a student with a form of assistance that 
is truly helpful. 

 
Howard C. Crammer 

       Cornell University 
       July, 1980 



6 

  
 

ADVISOR REFERRALS 
 

ALLIED HEALTH 
Elvis Brandon, Dean (x3375)  

 
Degree/Certificate/ 

Special Offering Advisor Extension & Room 
Number 

Dental Assistant Desiree Sutphen 
Marilyn Sweat 

3439, Annex 400 – 111C 
3335, Annex 400 – 111A 

Diagnostic Medical Sonography Jennifer Carroll 3339, Annex 400 – 104B 

EMT Basic, Intermediate, 
Paramedic 

Robert Davis 
Muff Farmer 
Kevin Alspaugh 

3351, Annex 300 –106B 
3345, Annex 300 – 106C 
3365, Annex 300 – 106G 

Fire Science Technology Travis Ford 3354,  Wallace – 102L 

Health Information Technology 
   &   Coding/Reimbursement 

Valerie Bowling 
Pat Bode 

3337, Annex 400 – 101C 
3766, Annex 400 – 101A 

Medical Laboratory Technology Lisa Lee-Biggs 3363, Wallace – 102H 

Ophthalmic Technician Alicia Cornish 3723, Annex 200 – 101A 

Physical Therapist Assistant Carolyn Moore 
Beverly Farr 

3332, Annex 100 – 101B 
3336, Annex 100 – 101A 

Radiology Technology 
Monica Korpady 
Terri Crutcher 
Terry Seals 

3651, Wallace – 116C 
3295, Wallace – 116A 
3342, Wallace – 116B 

Respiratory Care Technology Cory Martin 
Kim Christmon 

3349, Wallace – 102I 
3329, Wallace – 102F 

Sleep Diagnostics Technology  Mel Matthews 3366, Annex 400 – 111B 
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BUSINESS DIVISION 

Dr. John Espey, Dean (x3300) 
 

Degree/Concentration Advisor Extension & Room Number 

Accounting (GBA) John Hoover 
Joan Weaver 

3318, Mattox – 101I 
2024, Mattox – 101L 

Aviation (University Parallel) Dr. John Espey 3300, Mattox – 101E 

Banking (GBA) (Will be phased out as a 
concentration- not recommended for 
students to start, numbers are low.) 

Dr. John Espey 3300, Mattox – 101E 

Business and Commerce 
(University Parallel) 

Jane Armour 
Robert Higginbotham 
John Hoover 

3406, Thigpen – 129 
2063, Mattox – 101J 
3318, Mattox – 101I 

Business Education (University 
Parallel) 

Louise Stephens 
Teresa Moore 

3313, Mattox – 101M  
3304, Mattox – 101P 

Commercial Music (GBA)-(Will be 
phased out in lieu of the developing 
Humanities division Music track.  
Advisees should still see Mr. Story.) 

James Story 3216, Pickel – 132  

Computer Information Systems 
Technology 

Larry Harber 
Rob Morris 
Martin Bell 
Robert Higginbotham 
Bob Berry 
Dan Arena                  
Greg Burgess 

3316, Mattox – 101S 
3312, Mattox – 101O 
3310, Mattox – 101G 
2063, Mattox – 101J 
3255, Mattox – 101R 
3319, Mattox – 101D 
Livingston-        3233 

Regents’ On-Line Degree Program Dan Arena 
Kellie Jones 

3319, Mattox – 101D     , 
3382, Ramer -- 174B 

Finance (Banking, AIB)- Is being phased 
out.  See above under Banking. Dr. John Espey 3300, Mattox – 101E 

Hotel and Restaurant Management 
(GBA) Mary Nunaley  

 
3334, Ramer – 172R 
 

Logistics (GBA) George Wilson 3370, Mattox – 117 

Management (GBA) Louise Stephens 
Or Any Division Faculty 

                                        
3313, Mattox – 101M 
          Mattox – 101 
 

Marketing (GBA) George Wilson 
Dr. John Espey 

3370, Mattox – 117      
3300, Mattox -- 101E 

Medical Practice Management Teresa Moore 
Dr. John Espey 

3304, Mattox – 101P 
3300, Mattox – 101E 

Office Management Technology (GBA) Louise Stephens 
Teresa Moore 

3313, Mattox – 101M 
3304, Mattox – 101P 

Paralegal Studies Loretta Calvert 
Robert Higginbotham 

3786, Mattox – 101 
2063, Mattox – 101J 
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HUMANITIES DIVISION 
Dean, Alycia Ehlert (x3214) 

 

Degree/Concentration Advisor Extension & Room 
Number 

Art Claire Hampton 
Sue Mulcahy 

3220, Fine Arts - 112  
3207, Fine Arts – 114 

Communication: 
1. Business & 

Professional 
2. General 
3. Journalism  
4. Radio/TV 
5. Speech and Debate 

Len Assante: 1, 2 
Howard Espravnik: 4  
Clay Scott: 3 
Melissa Tyndall Fox:2,3 
Sheri Waltz: 1,2,5 
Dave Warner: 1, 2 

 
3727, Ramer - 150  
3218, Ramer - 165  
3361, Wood  - 215B 
3782, Ramer - 104 
3536, Pickel  - 112 
3212, Ramer - 147   
 

English 

Nancy Blomgren 
Mickey Hall 
Clark Hutton 
Shellie Michael 

3208, Ramer - 111  
3205, Ramer - 112 
3728, Ramer - 130  
3769, Ramer – 115 

ESOL (English Speakers of 
Other Languages) 

Cindy Chanin 
Kay Grossberg 
Jaime Sanchez 
Michelle Vandiver 
Tonya Daniels 
Karen Hutson 

3527, Ramer - 125  
3385, Ramer - 124   
3379, Ramer - 149  
3528, Ramer - 161  
3340, Ramer - 105 
3383, Ramer - 155 

Foreign Languages 
Kay Grossberg 
Jaime Sanchez 
Michelle Vandiver 

3385, Ramer - 124  
3379, Ramer - 149  
3528, Ramer - 161  

Liberal Arts Mickey Hall 
Pat Regel 

3205, Ramer - 112 
3661, Ramer - 151  

Music: 
1. Music 
2. Commercial Music 
3. Recording Industry 

Management   

Lynn Peterson: 1, 2 
James Story: 1, 2, 3 
Nancy Slaughter: 1 

3221, Pickel - 128  
3216, Pickel - 132  
3286, Pickel - 120  

Philosophy Clark Hutton 3728, Ramer  - 130  
Theatre Edmon Thomas 3226, Caudill - 101 

University Studies 

Nancy Blomgren 
Linda Brady 
Cindy Chanin 
David Flynn 
 
Daniel Kelley 
Mandy McDougal 
Julie Morgan 
Eldo Osaitile 
 
Jaime Sanchez 
Edmon Thomas 
Melissa Tyndall Fox 
Michelle Vandiver 

3208, Ramer -  111 
3381, Ramer - 146 
3527, Ramer - 125 
3391, Ramer - 126 
 
3242, Ramer - 135 
3395, Ramer - 110 
3210, Ramer - 116 
3667, Ramer - 124 
 
3279, Ramer - 115 
3226, Caudill - 101 
3782, Ramer - 104 
3528, Ramer - 161 

This group of faculty does not 
advise but assists students 
via the Language Center. 

 
Suzanne Previte, Laura Black, Renee Eades, Cynthia 
Malden, Jennifer McMillion, Jan Schipper, April 
Thompson & Cindy Wyatt. 
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MATHEMATICS AND SCIENCE DIVISION 
Dean Nancy Morris (ext. 3272) 

Dr. Kimberly Caldwell, Math Dept. Chair (ext. 3670) 
Dr. Robert Carter, Science Dept. Chair (ext. 3748) 

 
Degree/Concentration Advisor Ext. No. Office 

Animal Care Technology Certificate Dr. Doug Shaw 230-3287 Warf - 100E 
Biology Dr. Phil Clifford 230-3250 Warf - 107C 
Biotechnology/ Microbiology Dr. Joe Dolan       230- Warf - 107B 
Chemistry/ Chemical Engineering Dr. Jim Neilan 230-3357 Wallace - 101K 
Pre-Engineering: 
     Civil  
     Electrical  
     Mechanical 

Dr. Tim Farris 
Jamshed Ghouse 
Dr. Richard Harville 
Dr. Rita Sowell 

203-3297 
230-3249 
230-3280 
230-3291 

Warf - 100E 
Warf - 100I 
Warf - 100J 
Mattox - 118E 

Environmental Science Dr. Phil Clifford 230-3250 Warf - 107C 
Geology Clark Cropper 230-3294 Mattox - 118F 
Industrial Technology (AAS) Dr. Richard Harville 230-3280 Warf - 100I 
Mathematics Shelley Fenton 230-3248 Wallace 101J 
Mathematics and Science Shelley Fenton 230-3248 Wallace 101J 

Physics  Sue Forrester 
Dr. Tim Farris 

230-3273 
230-3297 

Warf - 107C 
Wallace - 101I 

Pre-Dental Hygiene Ron Hackney 230-3271 Warf - 100D 
Parris Powers 230-3703 Wallace - 101C Pre-Health Professions: 

     Medicine 
     Dentistry 
     Pharmacy 
     Optometry 
     Veterinary Medicine 

Dr. Hillman Mann 
Ron Hackney 
Ron Hackney 
Ron Hackney 
Dr. Doug Shaw 

230-3232 
230-3271 
230-3271 
230-3271 
230-3287 

Warf – 102 
Warf - 100D 
Warf - 100D 
Warf - 100D 
Warf - 100E 

Pre-Occupational Therapy 
Pre-Physical Therapy 

Dr. Hillman Mann 
Dr. Hillman Mann 

230-3232 
230-3232 

Warf - 100D 
Warf – 102 

Pre-Nursing (4 yr BSN) 

Ondis Bible 
Robert Forrester 
Dr. Jeff Kent  
Dr. Glenn McCombs 
Pete Melvin  
Jeff Moore 
Dr. Jim Neilan 

230-3386 
230-3664 
230-3730 
230-3534 
230-3277 
230-3325 
230-3357 

Warf- 100H 
Wallace - 101D 
Warf - 100A 
Warf - 107 
Warf - 100F 
Ramer - 129 
Wallace - 101K 

 
 
TSU Nursing (2 yr ADN) 
         
         

Ondis Bible 
Chuck Conrad 
Clark Cropper 
Dr. Le-Ellen Dayhuff 
Dr. Joe Dolan 
Peggy Dyer 
Dr. Tim Farris 
Shelley Fenton 
Sue Forrester 
Dr. Fred Frank 
Jamshed Ghouse 
Chuck Hicks 
Kathy Johnson 
Edith Lester 
Vicky McVey 
Brian Mitchell 
Mulloy Robertson 
Mehdi Shariati 
Dr. Chuck Snelling 
Doug Williams 
Mary Yarbrough 

230-3386 
230-3311 
230-3294 
230-2155 
230-3259 
230-3269 
230-3297 
230-3248 
230-3273 
230-3673 
230-3249 
230-2713 
230-3324 
230-3718 
230-3290 
230-3260 
230-3671 
230-3278 
230-3267 
230-3709 
230-3707 

Warf - 100H 
Warf - 109 
Mattox – 118F 
Ramer - 128 
Warf - 107B 
Ramer - 132 
Warf - 107C 
Wallace 101J 
Wallace - 101I 
Mattox - 118A 
Warf 100l 
Mattox - 112 
Wallace - 101F 
Wallace - 101M 
Mattox - 118G 
Warf - 108 
Wallace - 101G 
Mattox - 118H 
Wallace - 101H 
Wallace - 101E 
Wallace - 101L 

Veterinary Technology (AAS) Dr. Doug Shaw 230-3287 Warf- 100E 
Livingston Campus:  
                1-931-823-7065 
                1-800-563-8220 
113 Windle Community Road 
Livingston, TN  38570 

Dr. Girija Shinde 
Joy Hosey 
Rufus Darden 
Dr. James Roberson 

Ext. 5211 
Ext. 5207 
Ext. 5240 
Ext. 5224 

Livingston 
Livingston 
Livingston 
Livingston 

RODP Dr. Rita Sowell 230-3291 Mattox - 118E 
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SOCIAL SCIENCE AND EDUCATION DIVISION 
Phyllis Foley, Dean (x4828) 

Degree/Concentration Advisor Extension & Room 
Number 

Early Childhood 
Education 

Dr. Susan Brandt 
Dr. Carol Topping 

3380, Caudill – 115  
3289, Caudill – 222D 

Economics Rick Rouch 3246, Pickel – 115 
Geography Keith Bell 3788, Caudill – 214E 
Health, Physical 
Education and Recreation 

Ron Timberlake 
Betty Williams 

3245, Pickel – 111  
3243, Pickel – 121  

History Dr. Carole Bucy 
Dr. George Pimentel 
Dr. Joe Douglas 
Grady Eades 
Dr. Bob Ruff 
Peter Johnson 

3394, Caudill – 214F 
3770, Caudill – 214C 
3241, Caudill – 214A 
3281, Caudill – 214E 
3236, Caudill – 110 
2034, Pickel – 119 

Human Services Dolores Vaulx-Pillow 3235, Caudill – 214B 
Political Science Dr. Carole Bucy 

Dr. Bob Ruff 
3394, Caudill – 214F 
3236, Caudill – 110 

Pre-Law Dr. Bob Ruff 
Dr. Sidney Hardyway 
Bridgett Augustino-Wilke 

3236, Caudill – 110 
3239, Caudill – 222B 
3266, Pickel – 123  

Psychology Vicki Dretchen 
Dr. Sidney Hardyway 
Dr. Carol Topping 
Eucretia Walker-Johnson 
John Osborne 
Connie Martin 

2159, Caudill – 204 
3239, Caudill – 222B 
3289, Caudill – 222D 
3789, Caudill – 113 
3369, Caudill – 222E 
3493, Caudill – 222A 

Secondary Education Dr. Susan Brandt 
Vicki Dretchen 
Eucretia Walker-Johnson 
Connie Martin 

3380, Caudill – 115 
2159, Caudill – 204 
3789, Caudill – 113 
3493, Caudill – 222A 

Social Science and 
Education 

All Social Science &  
Education Faculty 

 

Sociology Dolores Vaulx-Pillow 
Bridgett Augustino-Wilke 

3235, Caudill – 214B 
3266, Pickel – 123  

AST, 
Elementary Education, & 
TSU Elementary Education 

Dr. Susan Brandt 
Dr. Sidney Hardyway 
Dr. Carol Topping 
Rick Rouch 
Connie Martin 
Eucretia Walker-Johnson 

3380, Caudill – 115 
3239, Caudill – 222B 
3289, Caudill – 222D 
3246, Pickel – 115 
3493, Caudill – 222A 
3789, Caudill – 113 

Criminal Justice/Law 
Enforcement 

Kevin Cook 
Jim Brown 

3238, Caudill – 206 
3787, Mattox – 101F 

       *Note – The Social Science Faculty can advise in any area under Social Science & Education.  If someone in the chart above is    
available to speak with the advisee in that particular area that is great, if not, another SSE faculty member can see the advisee. 
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Advising	
  Center	
  

Terry	
  Bubb,	
  Director	
  (ext.	
  3398)	
  
Title	
   Advisor	
   Phone	
   Office	
  

Kimberleigh	
  Archer	
   3503	
   Ramer	
  174F	
  
Advisor/Counselor	
  

Scott	
  Hilgadiack	
   3736	
   Ramer	
  174D	
  
Advisor/Counselor/RODP	
   Kellie	
  Jones	
   3382	
   Ramer	
  174B	
  

Advisor/Counselor/Hispanic	
  
Outreach	
   Pedro	
  Martinez	
  

3237	
   Ramer	
  174E	
  

Hispanic	
  Outreach	
  Specialist	
   Karina	
  Abreu	
   3479	
   Ramer	
  174	
  
Family	
  Engagement	
  Specialist	
   Oky	
  Arguello	
   3223	
   Wood	
  217	
  

	
  	
  
Title	
   Name	
   Phone	
   Office	
  

Office	
  Supervisor	
   Teresa	
  Corlew	
   3388	
   Ramer	
  174	
  
Secretary	
  II	
  	
   Amanda	
  Foster	
   3701	
   Ramer	
  174	
  

	
   	
   	
   	
   	
   	
   	
   	
   	
  

The Advising Center carries out the following responsibilities: 
 

• Advising for all Undecided and Non-Degree Students 
• Advising for all students when faculty advisors are not available 
• Assistance with transfer issues	
  
• Assistance with the maintenance of Transfer Equivalency Tables and other transfer 

information  
• Assistance with general advising information for divisions 
• Learning Support Screening of Transfer and Transient Students 
• Explaining placement assessment results 
• Modifying computer screens to allow enrollment 
• Production and distribution of Advising Resource Manuals 
• Advisor Training As Requested 
• Career Counseling  
• Limited Personal Counseling 
• Educational Planning 
• Regents Online Degree Program Student Contact 
• Assistance With The Early Alert Program 
• Publish the Be Advised newsletter 
• Screen Transfer Students For Placement Testing Requirements and Modify Banner screens 

accordingly 
• Advise ESOL students along with some faculty advisors in the Humanities Division 
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Important Procedures 
 
• Degree-seeking students under 21 years of age will be assessed for Learning Support 
placement according to ACT scores. Valid ACT/SAT scores are those earned within three 
years prior to the first day of a student’s entering term.  An ACT score that is less than 19 in 
the subject areas of reading or math or less than 18 in English will require placement in 
Learning Support or further assessment.  ACT/SAT scores, when available, will be used as 
the first-line tool for placement.  Other assessment and/or diagnostic instruments may be 
used as secondary or challenge tests to provide for optimal placement decisions.  The 
opportunity to “challenge” is available by requesting a “Challenge Test 
Authorization Form” in the Advising Center. 
 
• Degree-seeking students 21 years of age or older (who are not required to submit 
ACT scores) may submit valid ACT/SAT scores and will be placed accordingly, or will be 
required to complete assessment tests in reading, writing, and math. Screening of students 
for placement testing occurs either in the Office of Admissions or in the Advising Center.  
The opportunity to “challenge” is available by requesting a “Challenge Test 
Authorization Form” in the Advising Center. 
 
• Transfer students without college-level English composition credit will be assessed in 
writing based on a valid ACT score (the English subject test) or other appropriate 
assessment test.  Transfer students without college-level mathematics credit will be 
assessed in mathematics based on a valid ACT score or other appropriate assessment 
test.  Transfer students who did not pass any college-level course with a “C” or better will 
be assessed in reading based on a valid ACT score or other appropriate assessment test.  
Screening of transfer students for placement testing occurs either in the Office of 
Admissions or in the Advising Center.    
 
• Non-degree-seeking students without college-level English composition credit will be 
assessed in writing and reading prior to enrollment in college-level English or any course 
with learning support reading and/or writing as a prerequisite.  Non-degree-seeking 
students without college-level mathematics credit will be assessed in mathematics prior to 
enrollment in college-level math or any course with math as a prerequisite.  Non-degree-
seeking students who change to degree-seeking status will be screened under guidelines 
for degree-seeking students.   
 
• Holistic evaluation of initial placement may be made in the Learning Commons (formerly 
NewSkills.) 
 
• Students who graduated from high school in 1989 or after and enrolled in college fall 1989 
or after will be required to meet the 14 units of high school requirements (mentioned on 
page 54) before receiving a baccalaureate degree.  Every effort should be made to advise 
students enrolled in a university parallel program (Associate of Science or Associate of Art 
Degree) to remove deficiencies before transferring to a University.  Students may remove 
deficiencies in social studies, history, visual/performing arts, science, and 
geometry/advanced mathematics by completing the appropriate blocks of subject 
categories in the TBR Forty-One Semester Hour General Education Curriculum.  Courses 
taken to remove deficiencies in the affected subjects also apply toward fulfillment of general 
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education requirements for the Associate degree.  Students who received a GED 
Certificate after 1989 will typically need to meet the requirements of foreign language and 
visual/performing arts before receiving a baccalaureate degree.  
 
• The college procedure for dropping a college course starting on the eighth calendar day of 
the semester requires the signature of the instructor or an appointed designee on the 
Drop/Add/Withdrawal Form prior to the form being processed by the Records Office. A 
student, who indicates to an instructor, advisor or other Division personnel the desire to 
drop all courses for the semester, even if it is a part-time student with a single course, 
should be referred to the Advising Center.  Advisor/Counselors in the Advising Center will 
speak with the student and if appropriate complete the Drop/Add/Withdrawal Form and 
process it through the Records Office. 
 
• Students are encouraged to choose a program and be advised by their assigned faculty 
advisor within their Academic Division.  Undecided and non-degree seeking students 
should be advised by an advisor/counselor in the Advising Center.  Students are strongly 
encouraged to meet with their advisors regularly.  First time degree and certificate-seeking 
students are required to meet with an advisor prior to registration. 
 
• Degree-seeking students are required to either complete INFS 1010 (Computer 
Applications) or successfully pass the Computer Competency Exam (CCE). This is to 
ensure that all graduates are computer literate. If INFS 1010 is a specific course 
requirement in a degree program, students may not take the CCE to meet this requirement.  
These students must enroll in and pass the INFS 1010 course. 
 
• Students who are limited to 11 hours have not provided proof of MMR or Varicella 
vaccinations to the Office of Admissions.  Please refer these students to 
http://www.volstate.edu/immunizations/ for additional information or ask them to contact the 
Office of Admissions (ext. 3689). 
 
• Students who have a registration hold for the Hepatitis B Health History form can lift the 
hold themselves when they register if they are 18 years of age or older.  If they are under 
18, they will be given instructions on how to proceed when they try to register. (Dual 
enrollment students complete this requirement as part of their registration process instead 
of using PRIDE Online.)  Students 18 and older do not need to contact the Office of 
Admissions for this hold unless there is a problem with PRIDE Online. 
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SOME DEFINITIONS 

 
For additional definitions, refer to the College Catalog. 

 
 
Degree-Seeking Student 
A student who has fulfilled all the admission requirements and who is pursuing an Associate degree. 
 
Transfer Student 
A student who has previously attended another college or university and is enrolled in courses for 
credit and programs leading toward an Associate degree. 
 
Special Student (a non-degree-seeking student) 
One who is not pursuing an Associate degree.  Special students are those taking non-credit courses 
in continuing education or taking credit courses for audit, job modification, or personal enrichment. 
 
Transient Student 
A student who is admitted for a limited period and who is regularly enrolled at another institution. 
 
Special Undergraduate (a non-degree seeking student) 
A graduate of an accredited college or university (or one who has more than 64 hours from another 
institution) who desires to take only a limited number of courses and who indicates that he/she is not 
presently working toward a degree at VSCC. 
 
Audit Student 
A student who enrolls in college credit courses but does not receive credit for the courses, does not 
receive a traditional grade, and is not required to take part in course assignments or activities.  
Permission to enroll in credit courses as an “auditor” must be received from the Division Dean and 
then will be approved by the College Registrar.  After registration, status may not be changed to 
audit.  Learning Support courses may not be audited. 
 
Dual Enrollment  
The opportunity for a high school student to enroll in college-level credit courses taught at the high 
school campus or on the college campus.  Successful completion allows both high school and 
college credit to be earned. 
 
Joint enrollment 
The opportunity for a high school senior to enroll in college-level credit courses at the same time.  
The student must submit a letter of permission from the high school principal and parent or guardian.  
Only college credit is earned upon successful completion. 
 
Non-Credit Student 
A student who enrolls in non-credit courses only. 
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Adult Special Student (a non-degree-seeking student) 
A student who is not seeking a degree or a technical certificate, but desires to take courses for 
personal enrichment or for professional growth.  To be admitted as an Adult Special Student, a 
person must be 21 years of age or older or have graduated from high school or received a GED.  If 
the applicant is a high school graduate or has earned a GED diploma, there is no age restriction.  
 
Limitations: 
 

1. Special Students cannot receive financial aid. 
 

2. Special Students are subject to placement testing for courses having placement prerequisites. 
 

3. Special Students may continue to accumulate credit in this classification for up to 48 semester  
hours.  Exceptions to this maximum may be granted by the Vice President of Academic Affairs. 

 
International or Foreign Students 
Students holding an F-1 or M-1 VISA are eligible to enroll at VSCC, but must meet International 
Student Admissions Requirements.  The Assistant Director of Records is responsible for issues 
related to international student status. 
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GENERAL REQUIREMENTS FOR GRADUATION  
 
The general requirements for a degree at Volunteer State are as follows: 
 

1. No less than 60 hours of college credit.   
 

2. A student must have 24 semester hours in residence at Volunteer State to be eligible to 
graduate.  A minimum of 20 of the last 26 semester hours of coursework must be completed 
in residence at Volunteer State.  (Exceptions may be granted by the Vice President of 
Academic Affairs and the College Registrar.) 

 
NOTE: A student who has 24 semester hours in residence at Volunteer State may 
transfer back up to two courses or six semester hours to complete graduation 
requirements.  For assistance, contact the Graduation Analyst in the Office of Records 
and Registration. 
 
****In order to receive transfer credit in a course, the student must have made a “C” or 
better at a regionally accredited college or university. 

 
3. A minimum GPA of 2.0 on all college level work attempted at Vol State. 

 
4. Students must pass the Computer Competency Exam or INFS 1010. 

 
5. Students must take the Measure of Academic Proficiency and Progress assessment (MAPP).  

 
6. Students seeking an A.A.S. degree in Business must also take the GBA exam. 

 
7. Students seeking a degree in Paralegal Studies must also take an exit exam for Paralegal 

Studies. 
 
Residency Requirements for Technical Certificate 
 
A total of six (6) semester hours of transfer work may be applied to a Technical Certificate.  All 
other course requirements must be completed in residence at Vol State.  
 
 
How to Determine Which Catalog to Use 
 
Many students, provided they graduate within five years of initial enrollment, will graduate under 
the catalog that was in effect for the term in which they entered Volunteer State Community College.  
However, a student may choose to graduate under a subsequent catalog no older than five years at 
the time of graduation. 
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FROM APPLICATION FOR ADMISSIONS TO GRADUATION 
 

             Here is a time line for students and advisors to follow: 
 

1. Submit to the Office of Admissions an application and any documents necessary for 
admissions, such as ACT scores (scores must be no more than three-years-old to be valid), 
high school transcript and/or GED scores, transcripts from any other colleges attended, and 
proof of immunizations. (For more information, go to www.volstate.edu/admissions and 
www.volstate.edu/immunizations.)  

 
2. Apply for financial aid. 

 
3. Contact the Advising Center to be screened for placement testing.  If required, schedule a 

date for taking the Placement Test through the Office of Testing, Wood Campus Center 217. 
 

4. All first-time college students who are seeking a degree or certificate are required to 
participate in either the online or on-campus DIRECTIONS orientation program and meet 
with an advisor before they can register.  This information is provided to students in the 
Welcome Letter mailed out by the Admissions Office. (For more information, go to 
www.volstate.edu/welcome.)  

 
5. Register  

a. Meet with an assigned Advisor; 
b. Register using the MyVolState Portal (https://portal.volstate.edu); 
c. Pay fees to the Business Office by the appropriate deadline. 

 
6. All Learning Support requirements should be completed within the first semesters.  Students 

who graduated from high school in 1989 or after and enrolled in college fall 1989 or after 
will be required to meet the 14 units of high school requirements before receiving a 
baccalaureate degree.  Every effort should be made to advise students to remove 
deficiencies before transferring to a University. 

 
7. Students are STRONGLY encouraged to take the INFS 1010 course or the Computer 

Competency Exam within the first 15 hours of attempted coursework. 
 

8. After earning 30 college level hours toward a specific degree, pick up a Graduation Packet in 
the Office of Records & Registration for instructions on how to apply to graduate.  Technical 
Certificate students do not have a minimum hour requirement to meet before applying to 
graduate.  

 
9. Students seeking a degree must take the Measure of Academic Proficiency and Progress 

assessment (MAPP).  Students seeking an A.A.S. degree in Business must also take the GBA 
exam.  Students seeking a degree in Paralegal Studies must also take an exit exam for 
Paralegal Studies.  Contact the Office of Testing, Wood Campus Center 217, to schedule 
these exams.  
 

10. Visit the graduation website (www.volstate.edu/graduation) for a Checklist for Prospective 
Graduates and for information regarding the Commencement Ceremony. 
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11. All second-year students who seek career employment at graduation should speak with the 
Office of Career Placement at the beginning of their last semester to discuss the placement 
process, the job market, and other services and materials available.  
 

 
12. Graduate! 

 
 

I. Graduation Application Process 

1. Once a degree-seeking student has earned/enrolled in 40 hours, a “Graduation Advising 

Required” hold will be placed on their account preventing them from registering for courses 

until they meet with an advisor. The hold will refer students to the graduation website 

(www.volstate.edu/graduation) informing the student that they have to meet with an advisor 

in order to complete a Graduation Plan and the online graduation application. (Allied Health 

majors are exempt from this hold due to special program requirements.)  

2. Pick up a Graduation Packet in the Office of Records & Registration or download the PDF 

version online from the graduation website (www.volstate.edu/gradaution).    

3. An advising session will take place so that the prospective graduate can apply to graduate 

online and the advisor can complete a Graduation Plan with the student. If a student’s major 

requires advisor-approved electives, the advisor is required to attach a list of them to the 

Graduation Plan. All course substitution forms should be signed and submitted to Academic 

Affairs prior to or the same day the student submits the Graduation Plan to the Records 

Office.  NOTE: No substitutions are allowed for the Tennessee Transfer Path (TTP) degrees. 

4. After applying to graduate through the MyVolState Portal (https://portal.volstate.edu) and 

meeting with an advisor, the student will then take the completed Graduation Plan to the 

Office of Records & Registration in Ramer 183 by the appropriate deadline. The deadline to 

apply for spring graduation is October 31st, summer graduation is February 15th, and fall 

graduation is March 31st. 

5. Students who need to change their major/program, name on diploma, anticipated graduation 

term/year, or catalog after applying to graduate MUST complete and submit an Update 

Graduation Record form in the Office of Records & Registration. 

6. Students who graduate and then wish to register for courses the following semester must 

complete a Change of Major/Program form with the Office of Admissions.  
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II. Graduation Audit 

1. Once receiving the Graduation Plan, the Graduation Analyst will conduct a graduation audit.  

2. A copy of the audit will be mailed to the student to confirm or edit his or her Graduation Plan 

and to inform the student of additional graduation requirements. 

3. A copy of the audit will be sent to the appropriate Division Dean to be validated. 

4. Once validated by the Division Dean, the audit will be sent back to the Graduation Analyst 

for a final review and recommendation of degree/certificate conferral or deferment. 

5. If a recommendation to confer cannot be granted, the Graduation Analyst will notify the 

student, advisor, and dean.  The Graduation Analyst will work with the appropriate 

constituents to reach a positive resolution. 

6. Once a recommendation to confer has been achieved, the audit will be sent to the Vice 

President for Academic Affairs for degree conferral.  
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MMR/VARICELLA IMMUNIZATIONS 

 
The Requirement 
 
Volunteer State Community College is required by Tennessee state law to obtain proof of receipt of 
two doses of the Measles, Mumps and Rubella ("MMR") vaccine from all full-time students prior to 
the first day of classes of students' initial semester of enrollment. The MMR vaccine doses must 
have been administered on or after a student's first birthday. 

Effective July 1, 2011, Volunteer State Community College is also required by Tennessee state law 
to obtain proof of receipt of two doses of the Varicella vaccine from all new full-time students prior 
to the first day of classes of students' initial semester of enrollment. Proof may be shown by 
immunization records, laboratory evidence of immunity, or a history of the varicella disease that has 
been documented by a health practitioner. 

Students who are registering for less than full-time (less than 12 credit hours) are not required to 
provide proof of MMR or Varicella immunizations. 

For more information, please visit www.volstate.edu/immunizations or call the Office of Admissions 
at 615-230-3689. 
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Computer Competency Requirement 

Demonstrated Computer Competency Is A Graduation Requirement! 

All degree-seeking students must demonstrate a required level of computer competency before graduation, 
and it is strongly suggested that such proficiency be demonstrated within the first 15 credit hours of 
coursework. This may be completed in one of two ways: 

1. By taking and passing the course INFS 1010 - Computer Applications.  
2. By taking and passing the Computer Competency Exam (CCE) with a score of 70% or higher.  

Volunteer State Community College requires that all degree-seeking students are computer literate.   A certain 
level of computer competency is necessary for success both at Volunteer State and beyond. 

PLEASE NOTE:  There is currently no CLEP test that meets the INFS 1010 course 
requirements. 
 
If INFS 1010 is a specific course requirement in a degree program, students may not take the 
CCE to meet this requirement.  These students must enroll in and pass the INFS 1010 course.  
For example, students who are pursuing an AAS degree with the General Business 
Administration Option are required to take the INFS 1010 course.  There are other degree 
programs that also require that students take the INFS 1010 course.   Please check the college 
catalog to determine if INFS 1010 is required for a particular major. 

 

Computer Competency Exam (CCE) 
General Information 

 
What is the cost of the Computer Competency Exam (CCE)?  Free 
How many CCE attempts are allowed?     Two 
What is the length of time required to take the CCE?   One Hour 
Does a student have to make an appointment to take the CCE?  Yes 
What is the passing score for the CCE?     70% 
 
The Computer Competency Exam (CCE) is one means of demonstrating computer literacy. It does not give a 
student college credit for INFS 1010.  The exam is only used to prove that a student is proficient in using a 
computer. 

 
Self Assessment 

Students who are interested in the CCE should first perform an initial self-assessment to see whether or not 
they are good candidates for the CCE. This self-assessment first lists all the skills that are required for the 
exam. After reading this information, the student will be able to make an informed decision of whether to take 
the CCE or take the course, INFS 1010.  Students are strongly encouraged to access this information online at 
http://volstate.edu/ComputerLiteracy/SelfAssess.php  

The Computer Competency Exam and practice test are taken online.  If students desire to take the self-
assessment test, they should send an email to CCETesting@volstate.edu to request a key code. Once they 
have received the key code they should point their browser to sam2007.course.com to take the Sample Test. 
After this self-assessment, any student who believes that they already possess the necessary level of computer 
competency may opt to take the Computer Competency Exam by contacting the Testing Center at (615) 230 - 
3482 or come by the Wood Campus Center, Room 210, at Volunteer State Community College.  
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DROPPING AND ADDING COURSES 
 
ADDING CLASSES 
 

• Typically, students may use PRIDE Online to add 15-week classes through the first three days of 
classes.  In sessions of less than 15 weeks, students typically may add through the first two days 
of classes. 

 

• Students requesting to add classes after the allotted times listed above will require approval 
through the appropriate division office.  If the request is granted a Drop/Add/Withdrawal form 
will be completed and processed in the Records Office.  The Instructor or Dean of the Division 
must initial beside the class to approve the exception as well as signing in the space at the bottom 
of the form as the advisor. The division office will be responsible for notifying the faculty if the 
requested exception is approved.  Normally, students would not be allowed to enter a class that 
has met twice.  Exceptions have been granted in some cases if the class has met only one time.  
That will be a decision made by the Division. 

 

• Students requesting to enroll into a closed section require the approval of the Dean of the 
Division which offers the course. 

 

• Students requesting to enroll in more than 18 credit hours per term require the approval of the 
Vice President of Academic Affairs. 

 

DROPPING CLASSES 
 

• Students are allowed to drop classes through the census dates using PRIDE Online.  After the 
census dates, the instructor (or the Department Chair or Dean in the instructor’s stead, and with 
knowledge of reasons for the drop) must sign the Drop/Add/Withdrawal form, list the reason(s) 
for the drop on the form, and process it through the Records Office.  

 

• If a course is dropped before the census date, no indication will appear on the transcript.  A “W” 
(withdrawal) appears if the course is dropped between the census date and the published “last 
day to withdraw and receive a “W.”   

 

• STUDENTS WHO ARE DROPPING ALL CLASSES should be referred to the Advising 
Center.  Advisor/Counselors in the Advising Center will process the Drop/Add/Withdrawal 
form and process it through the Records Office. 

 

• Students requesting to withdraw from classes after the published “Last Day to Withdraw from 
classes and receive a W” requires the approval of the Vice President for Student Services. 

 

NOTE:  Always notify students of refund deadlines before dropping a class.  Students who are 
receiving financial aid assistance should contact the Financial Aid Office before dropping a 
course.  Students that drop courses or withdraw from the college prior to a refund deadline 
will receive a refund check in the mail from the Business Office.    
  

PURGED STUDENTS 
 

• Students must pay fees in the Business Office or in PRIDE Online by the payment deadline. 
Students must make adequate payment arrangements or they will be purged from their courses. 

 

• Students who have been purged for non-payment and wish to re-enroll must contact the Business 
Office for approval.  If the request is granted, the Business Office staff will provide the students 
with a form that must be approved by the Division Dean or his/her designee for each class in 
which they wish to enroll.  The students will process the form in the Records Office after all 
classes have been approved.  Fees must be paid immediately in the Business Office. 
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CHANGE OF MAJOR OR ADVISOR  

 
• Students wanting to change their major need to fill out a “Change of Major/Program” form and 

submit it to the Office of Admissions. 
 

• Students that change their major using the procedure stated above will automatically be assigned 
a new advisor.  Students who wish to change from their assigned advisor to another advisor, for 
whatever reason, may do so by going to the Division of their major.  The secretary for that 
division will assign the student a different advisor.   

 
APPEAL PROCEDURES 

 
Appeal Procedure for a Grade Change 

 
Students are given the opportunity to appeal a grade received in a course once the grade has been 
posted.  The appeal of a posted grade must be initiated during the term immediately following the 
term in which the grade was posted.  (Summer term will not be considered in determining the 
following term.)  To appeal a grade, the student should follow the procedure outlined below: 
 

1. Contact the instructor who assigned the grade to discuss the discrepancy and to attempt to 
resolve the issue prior to filing an appeal to the Grade Appeals Committee.  If the issue 
cannot be resolved to the student’s satisfaction, then… 

 
2. An appeal for a grade change must be made in writing to the Grade Appeals Committee.  

This written appeal may be submitted to the Records Office or the Chairperson of the 
committee. 

 
3. The committee will grant a hearing for the appeal if the student or the faculty member 

affected by the grade appeal desires one.  An opportunity will be given to present evidence or 
information that might assist the committee in reaching a decision.  The committee will 
notify the student and faculty member of their decision, but the committee is not required to 
give reasons for their decision. 

 
4. If the student or the faculty member wishes to appeal the decision of the Committee, an 

appeal may be made to the Vice President of Academic Affairs.  This appeal must be in 
writing, should include all information appropriate to the appeal, and must be submitted 
within ten calendar days after notification of the Committee decision. 

 
Appeal of Academic Suspension 
 
If the appeal is based upon extenuating circumstances or hardship, the student must submit an appeal 
in writing, along with supporting documentation, to the Vice President of Academic Affairs prior to 
the first day of registration for the term the suspension becomes effective. 
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REGENTS ONLINE DEGREE PROGRAM 
You cannot log in to the website until the first day of class 

Classes begin August 27, 2011 
(Accessible after 6:00pm) 

 

HTTP://RODP.BKSTR.COM 

Students MUST purchase textbooks 
online. The Vol State bookstore does not 
stock Regents Online Degree Program 
books.  Order your books as soon as you 
register for class(es).  See reverse for 
important details. 

  
  

Refund Dates: 100% Refund     August 28, 2011 
      75%  Refund     September 9, 2011 
      25%  Refund     September 23, 2011 
            Last Day To Withdraw     November 4, 2011 
  
Mid Term Proctoring:   October 10 - October 14 
Final Proctoring:         December 9 - December 15  
  
 

RODP Campus Contact: 
Kellie Jones 

615-230-3382 
Kellie.Jones@volstate.edu 

For students who receive financial aid:  
the report on your engagement 
(attendance) in RODP courses is an 
automatic data extraction.  When you 
access your course for the first time, a 
record is made automatically. That   
information is provided to your home 
school’s Financial Aid Office after the 4th, 
9th and 15th class meeting dates.  The 
instructor does not report your   
attendance in RODP courses. 
  
 

 
Password Problems - 888-223-0023 
Log-In Problems       - 866-550-7637 
Technical Problems - 866-550-7637 

HTTPS://ELEARN.RODP.ORG 
Username: 
   Example:  

John Smith =  jsmith0222 
  

Password: 
Your password will be your          

six digit birth date  
Example:  

February 22, 1976 = 
22276  

(no spaces) 

  
 

***An additional log-in may be required 
for software accompanying the course(s) 
you are taking. Check the course syllabus 

for more specific details. 
 

HTTP://RODP.BKSTR.COM 

Students are strongly encouraged to  
purchase their textbooks online.  The Vol 
State bookstore does not stock Regents 
Online Degree Program books.  Order 
your books as soon as you register for 
class(es). See reverse for important    
details. 
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Tennessee Board of Regents Online Degree Information 

 
 

The Regents Online Degree Programs (RODP)-Campus Collaborative offers a variety of 
Associate's degrees. These degrees can be earned directly from 13 community colleges located 
across the state of Tennessee. Courses completed in the Regents Online Degree Programs are 
entirely online and are completely transferable among all the participating institutions, which are 
fully accredited.  Below is a list of the degrees offered through the RODP program. 

• Associate of Applied Science in Professional Studies Concentration: Information Technology  
• Associate of Applied Science in Early Childhood Education 
• Associate of Applied Science in Health Information Technology 
• Associate of Applied Science in Web Technology  
• Web Page Authoring Technical Certificate  
• Associate of Arts in General Studies  (*University Parallel)   
• Associate of Science in General Studies (*University Parallel)  
• Updated: Associate of Science in General Studies: Elective Concentration for: Teacher Aides / Paraprofessionals 

Preparation (*University Parallel)  

Key Points: 
1. Volunteer State is a participation institution.  We welcome Regents Online Degree students. 
2. Any VSCC student can take RODP courses.  They do not have to be RODP “majors”. 
3. Any RODP “major” can take on-ground or video classes in addition to RODP classes. 
4. RODP classes shown as CLOSED cannot have students added to them no matter how many 

students are shown as enrolled. 
5. We cannot give capacity permits for RODP classes. 
6. Students seeking information about RODP should speak with Kellie Jones or Tim Amyx. 

 Kellie.Jones@volstate.edu or 615-230-3382 
 Tim.Amyx@volstate.edu 

7. Students seeking financial aid (Pell Grant or Student Loan) should contact the VSCC Financial Aid 
Office. (Extension 3456) 

8. Students can register at VSCC for each of the courses required for the associate degrees and 
technical certificate. 

9. A listing of all RODP courses offered at VSCC along with registration information can be found at 
http://www2.volstate.edu/regentsonline/ . 

10. The RODP Web Page is http://www.rodp.org/. 
11. The RODP toll free information number is 1-888-223-0023. 
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RODP Technical Requirements 
Type Components Requirements 

Operating 
System OS X, version 10.4 or later 

Mac Users 
Office Suites 

-Microsoft Office 2004 or later; or, 
-iWork '08 Suite; or, 
-NeoOffice 2.2.4 or later 

Operating 
System Windows XP, Vista, or 7 

Windows Users 
Office Suites 

-Microsoft 2003 or later; or, 
-OpenOffice 2.4.1 or later 
-Office 2007*** 

Internet 
Connection 

56K dial-up, DSL, or cable internet connection; Please note 
that performance will vary based on connection speed.* 

Browser 
-Internet Explorer 6.0 or higher 
-Firefox 2.x or higher 
-Safari 2.x or higher 

Browser Plug-
Ins 

-Adobe Acrobat 
-Flash Player 
-Java 
-Quicktime 

Cross-Platform 
Requirements 

Multimedia 
-Sound card 
-Speaker 
-Microphone** 

* - Some courses with multimedia or other large file content may require extensive download time 
for users on a dial-up connection. 
** - Required for some courses only. 
*** - Required for Business Systems Technology and Computer Information Systems certificate and 
diploma programs. 
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SPAIDEN – General Person Identification  
 

 
 
The General Person Identification form provides the student’s address, telephone number, 
social security number, etc...  
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SOAHOLD – Hold Information 
 
 

 
 
The Hold Information form shows any type of hold the student may have.  The Advising 
Center is the only office that clears the Orientation Required holds.  After an Advisor 
speaks with a new first-time college student, he or she will need to release the Advising 
Required hold by changing the date in the “To” box to that day’s date. 
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SOATEST – Test Score Information 
  

 
 
If test scores are NOT listed then the student needs to be screened by the Advising Center 
for testing.  Without these descriptions listed a student will not be able to register for any 
course that has Learning Support Reading or Writing as prerequisites including English, 
Speech, History, Fine Arts, Math, Science, or a Psychology/Sociology course.  If the 
student has scores that are over several months old using the “old system,” use the chart 
on the beginning of the next page.  (Remember to check the student’s transcript as well to 
make sure that the student has not already completed some coursework that you would 
use in order to advise the student.) 
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Subject Level DSP Requirement DSP Course Number 

Developmental Studies Math 1 Basic Math Noncredit/Learning 
Commons 

 2 Elementary Algebra MATH 0810 

 3 Intermediate Algebra MATH 1000 

 4 No Learning Support 
Math Required  

Developmental Studies Reading 1 Reading I Noncredit/Learning 
Commons 

 2 Reading II Must take Diagnostic Exam 

 4 No Learning Support 
Required  

Study Skills 1 Learning Strategies No longer required 

Developmental Studies Writing 1 Writing I Noncredit/Learning 
Commons 

 2 Writing II Must take Diagnostic Exam 

 4 No Learning Support 
Required  
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SOATEST – updated information 
 

The ESOL Michigan Scores are now being recorded on SOATEST and NOT on SPACMNT.  This 
will make it easier for faculty to see the scores in Self Service.  
 
The codes are as follows: 
 
MITO  -  Michigan Total Score 
MILS  -  Michigan Listening Comp 
MIGM  -  Michigan Grammar 
MIVO  -  Michigan Vocabulary 
MIRE  -  Michigan Reading  
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SOATEST – updated information 
 

 
All Challenge Test results will be recorded on SOATEST and NOT on SPACMNT.  This will allow 
faculty to view Challenge Test scores in Self Service. 
 
The Challenge Test codes will be as follows: 
 
ESAY  -  Challenge Writing Sample 
 
NDH  -  Nelson Denny Form H 
AAPR  -  AAPP Reading 
 
AAPM  -  AAPP Basic Math 
AAPE  -  AAPP Elementary Algebra 
AAPI  -  AAPP Intermediate Algebra 
FEBM  -  Basic Math Final Exam (primarily used by NewSkills) 
FEEA  -  Elementary Algebra Final Exam (primarily used by NewSkills) 
FEIA  -  Intermediate Algebra Final Exam (primarily used by NewSkills)  
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SZAADEF - Academic Deficiency Summary 
 

 
 
The Academic Deficiency Summary form will list any High School Deficiencies and/or 
Developmental Deficiencies.  This is where one would look to see if a student has tested 
out of or been waived from a developmental course.     
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SFASTCA – Student Course Registration Audit 
 

 
 
 
The Student Course Registration Audit form is where one would look when a student 
says that he or she tried to register for a class but was not able to enroll in it due to an 
error.  The above student tried to enroll in a Geology lecture only.  The reason that the 
student was unable to register for the class is because she did not type in the lab course 
reference number.  Lecture number 12026 is connected to lab number 12027.  The 
student must use these two numbers to enroll in the course.
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SFASTCA – Student Course Registration Audit 
 

 
 
This student tried to enroll in DSPM 0850 and received a “PREQ and TEST SCORE-
ERROR”.  He is currently enrolled in DSPM 0800 this fall.  Since the student has not 
completed the pre-requisite for DSPM0850 he will need an override from the Math & 
Science Division or the Advising Center.      
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SFAREGQ – Registration Query 
 

 
 
The Registration Query form will list the student’s current schedule.  Make sure that the 
term number is correct.  The number for fall 2008 is 200880, spring 2009 will be 200910, 
and summer 2009 will be 200950.   
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SFASRPO – Student Registration Permit-Override 
 

 
 

The Student Registration Permit-Override form is where the division secretaries and the 
Advising Center place student permits and overrides.  If a student needs a permit please 
refer him or her to the appropriate Division.  The Advising Center will give permits for 
developmental courses only. 
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SHACRSE – Course Summary 
 

 
 
The Course Summary form is used to view all courses completed at Vol State.  The 
“Term” box must be empty in order for all courses completed to be shown.   
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SHATERM – Term Sequence Course History  
 

 
 
The Term Sequence Course History form is used to show ALL course work, including 
transfer work.  In the “Course Level Codes by Person” box type UG and then do NOT 
enter a start term.  Hit the “next block” button TWICE and then the “Term GPA and 
Course Detail Information” box will pop up.  Use the down arrow to scroll through the 
pages.  
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SGAADVR – Multiple Advisors  
 

 
 
 
The Multiple Advisors form lists the student’s advisor, if one has been assigned.  
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SPACMNT – Person Comment 
 

 
 
 
The Person Comment form is for writing comments on a student account.  There should 
always be a comment on a student’s account when developmental courses have been 
waived.  Once a transcript is unofficially evaluated in the Advising Center and testing is 
clear, there will be a comment on the account like the one above.  
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SOAHSCH – High School Information 
 

 
 
The High School Information form provides the name of the High School attended or 
whether the student received a GED.  If the transcript has been received by the college 
there will be a date in the “Transcript Received Date” box.  
 



 

 122 

SOAPCOL – Prior College 
 

 
 
The Prior College form will list the prior colleges the student has attended.  If we have 
received the transcript, there will be a date in the “Transcript Received Date” box.  If 
there is not a date in the “Transcript Reviewed Date” box, the transcript is in process of 
being reviewed by the Records Office.  Check on SHATERM for any transfer work.  If a 
student needs assistance with registering for a course for which he or she has completed 
the pre-requisite at another college, the student can be referred to the Advising Center 
prior to the transcript being officially reviewed.   
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Volunteer State Community College 
Advising Center 

1480 Nashville Pike 
Gallatin, Tennessee 37066 

(615) 230-3702 
1-888-335-VSCC, Ext. 3702 

Fax: (615) 230-3692 
E-mail: advising@volstate.edu 

 
 

 
Advising Center Staff: 

 
Terry Bubb, Director of Advising Center 

Teresa Corlew, Office Supervisor 
Amanda Foster, Secretary II 

Kimberleigh Archer, Advisor/Counselor  
Scott Hilgadiack, Advisor/Counselor 

Kellie Jones, Advisor/Counselor 
Pedro Martinez, Advisor/Counselor/ESOL 
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